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DIP PERSONNEL CHECKLIST


Program Name:________________________________________________		Date:______________

UPI#__________________

1._________________________________________________________________

2._________________________________________________________________

3._________________________________________________________________
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	3793:4-1-02

	
	
	
	(W)(1)
	Employment application/resume

	
	
	
	(W)(2)
	Notification of hiring, including start date/position/salary or wage (hired after 4/20/2004)
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	3793:4-1-02

	
	
	
	(W)(3)
	Verification of current professional licenses/certifications/registrations
	

	
	
	
	(W)(4)
	Documentation of education/training/experience to demonstrate competency in providing/supervising AoD services
	

	
	
	
	(W)(5)
	
	
	

	
	
	
	(W)(6)
	Annual performance evaluation

	
	
	
	(W)(7)
	Documentation that employee has reviewed and agreed to abide by federal regulations on confidentiality of AoD abuse patient records (42 CFR, Part 2)

	
	
	
	(W)(8)
	Documentation that employee has received a copy and agreed to abide by:

	
	
	
	(W)(8)(a)
	DIP’s personnel policies and procedures

	
	
	
	(W)(8)(b)
	DIP’s client abuse/neglect policy

	
	
	
	(W)(8)(c)
	DIP’s client rights policy

	
	
	
	(W)(8)(d)
	DIP’s client grievance procedure

	
	
	
	(W)(9)
	Signed copy of contract, if applicable

	
	
	
	(BB)(8)
	Documentation to reflect that employees/contract staff/volunteers/student interns and clients have been trained in fire evacuation procedures at the program site



	1
	2
	3
	

	SPECIFIC COMPONENTS (Program Director)

	3793:4-1-02

	
	
	
	(N)(1)
	DIP program director must meet following qualifications (hired after 4/20/2004):

	
	
	
	(N)(1)(a)
	Bachelor’s degree and two years experience in AoD services or allied profession to include one year as supervisor, or

	


	
	
	
(N)(1)(b)

	
3 years experience in AoD services or allied profession to include one year as supervisor, or

	
	
	
	(N)(1)(c)
	3 years experience in business administration to include a minimum of one year as a supervisor
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	SPECIFIC COMPONENTS (Program Director)

	3793:4-1-02

	
	
	
	(N)(2)
	DIP program director position description must include the following responsibilities:

	
	
	
	(N)(2)(a)
	Overseeing the day-to-day operations of the DIP

	
	
	
	(N)(2)(b)
	Developing/implementing the policies/procedures of DIP

	
	
	
	(N)(2)(c)
	Developing/revising as necessary, DIP education curriculum

	
	
	
	(N)(2)(d)
	Preparing annual plan for operation of DIP

	
	
	
	(N)(2)(e)
	Implementing DIP’s quality assurance/improvement activities/findings

	
	
	
	(N)(2)(f)
	Hiring/terminating DIP staff

	
	
	
	(N)(2)(g)
	Ensuring DIP is operating in accordance with ODADAS’ DIP certification standards
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	SPECIFIC COMPONENTS (Services Supervisor)

	3793:4-1-02

	
	
	
	(O)(2)
	DIP services supervisor must have one of the following licenses/certifications (hired after 4/20/2004): 

	
	
	
	(O)(2)(a)
	Licensed physician

	
	
	
	(O)(2)(b)
	Psychologist

	
	
	
	(O)(2)(c)
	PCC

	
	
	
	(O)(2)(d)
	LISW
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	SPECIFIC COMPONENTS (Services Supervisor, cont.)

	3793:4-1-02

	
	
	
	(O)(2)(e)
	CCDC III or CCDC III-E

	
	
	
	(O)(2)(f)
	LICDC

	
	
	
	(O)(2)(g)
	RN

	
	
	
	(O)(2)(h)
	LSW

	
	
	
	(O)(2)(i)
	PC

	
	
	
	(O)(2)(j)
	Certified Prevention Specialist I

	
	
	
	(O)(2)(k)
	Certified Prevention Specialist II

	
	
	
	(O)(2)(l)
	Licensed Marriage and Family Therapist

	
	
	
	(O)(2)(m)
	Licensed Independent Marriage and Family Therapist
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	SPECIFIC COMPONENTS (Supervise/Provide Assessment)

	3793:4-1-02

	
	
	
	(NN)(4)
	Following individuals may supervise/provide assessment including diagnosis:

	
	
	
	(NN)(4)(a)
	Physician with experience/training in substance use disorder treatment

	
	
	
	(NN)(4)(b)
	Psychologist with competence in substance use disorder treatment

	
	
	
	(NN)(4)(c)
	PCC whose declaration statement includes substance abuse assessment/counseling 

	
	
	
	(NN)(4)(d)
	LISW whose declaration statement includes substance abuse assessment/counseling

	
	
	
	(NN)(4)(e)
	LICDC

	
	
	
	(NN)(5)
	Following individuals may supervise/provide assessment excluding diagnosis: Licensed Independent Marriage and Family Therapist

	
	
	
	(NN)(6)
	Following individuals may provide assessment including diagnosis under appropriate supervision:
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	SPECIFIC COMPONENTS (Supervise/Provide Assessment, cont.)

	3793:4-1-02

	
	
	
	(NN)(6)(a)
	LSW whose declaration statement includes substance abuse counseling/assessment

	
	
	
	(NN)(6)(b)
	PC whose declaration statement includes substance abuse counseling/assessment

	
	
	
	(NN)(6)(c)
	LCDC III

	
	
	
	(NN)(7)
	Following individuals can provide assessment excluding diagnosis:

	
	
	
	(NN)(7)(a)
	CCDC I, CCDC II, CCDC III

	
	
	
	(NN)(7)(b)
	LPN with experience/education in substance use disorder treatment

	
	
	
	(NN)(7)(c)
	Licensed school psychologist with competence in substance use disorder treatment

	
	
	
	(NN)(7)(d)
	Certified school psychologist with competence in substance use disorder treatment

	
	
	
	(NN)(7)(e)
	RC/CDCA

	
	
	
	(NN)(7)(f)
	Student interns

	
	
	
	(NN)(7)(g)
	Individuals licensed with Ohio Counselor, Social Worker and Marriage and Family Therapist Board and nurses registered with Ohio Board of Nursing who are supervised by qualified AoD services supervisor

	
	
	
	(NN)(7)(h)
	Psychology assistant with competence in substance use disorder treatment

	
	
	
	(NN)(7)(i)
	Counselor trainee under the supervision of PCC

	
	
	
	(NN)(7)(j)
	Licensed Marriage and Family Therapist

	
	
	
	(NN)(8)
	Following individuals can supervise and provide assessment excluding diagnosis: 

	
	
	
	(NN)(8)(a)
	CCDC III-E

	
	
	
	(NN)(8)(b)
	RN with experience/education in substance use disorder treatment




	1
	2
	3
	

	SPECIFIC COMPONENTS (Supervise/Provide Assessment, cont.)

	3793:4-1-02

	
	
	
	(NN)(9)
	Following individuals can supervise/provide assessment including diagnosis: LCDC III
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	SPECIFIC COMPONENTS (DIP Programs Serving Adolescents)

	3793:4-1-02

	
	
	
	(P)
	Individuals hired/placed in position after 4/20/2004 which are responsible for direct care or supervision of adolescents must have in personnel file:

	
	
	
	(P)(1)(a)
	Copy of valid driver’s license/state ID indicating person is at least 21 years of age

	
	
	
	(P)(1)(b)
	Copy of high school diploma/equivalency certificate

	
	
	
	(P)(3)
	Copy of BCII and/or FBI report
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	SPECIFIC COMPONENTS (Trainings)

	3793:4-1-02

	
	
	
	(V)(2)
	Cultural sensitivity

	
	
	
	(V)(8)
	Staff development

	
	
	
	(BB)(8)
	Fire evacuation procedures for program site
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