
Starting Your 
Application

▪ Scroll below to access your application.

▪ You MUST be aware of all criteria before 
beginning your application. 
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Completing Your 
Application

▪ There are 6 sections required for your 
application to be approved.

▪ ‘Organizational Info’, ‘Program Info’, and 
‘Recovery Residences Operated’ gives us a 
detailed overview of your program and the 
homes to be certified. 

▪ Your application fee can be a check or money 
order by mail, but an online payment with your 
credit or debit card is preferred.

▪ Background checks must include everyone who 
has day to day interaction with your residents. 

▪ A written signature is required as the final step 
to application submission.

▪ The Final Review step will turn green when your 
application is approved.
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Application  
Fees

▪ Entering the total number of residences to be 
certified in the ‘quantity’ box, will 
automatically calculate what you owe.

▪ Residences with over 16 beds, each bed over 
16 will be calculated in the following quantity 
box.

▪ Those who submit a check or money order by 
mail must click ‘upload evidence of payment’ 
to provide proof of payment.

▪ Those who pay online can simply click ‘pay fee’ 
and enter their card information.

▪ All steps including payment must be 
completed before your application is 
approved.
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Welcome Letter & NARR Standards Checklist



Submitting 
Documentation

▪ Once you have reviewed your welcome letter 
and NARR Standards checklist, you may begin 
completing your form.

▪ The form may be completed at your leisure and 
automatically saves to your profile.

▪ As stated in your Welcome Letter, the form 
must be completed within 90 days.

▪ Sections that are complete will turn green.

▪ Sections that are incomplete will remain white.

▪ Sections that are approved will be green with a 
check mark.

▪ Sections that are not approved will return to 
white and say ‘Rejected by Viewer’ in red.
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Submitting 
Documentation

▪ To review why a document was not 
approved, click the red ‘Rejected by 
Viewer’ icon.

▪ A note will appear detailing what needs to 
be addressed.

▪ You may then resubmit the appropriate 
document.

▪ If your document is not approved once 
again, an additional note with more 
detailed direction will appear under the 
previous comment.
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Site Reviews

▪ Once your documentation has been 
completely approved, an inspector will 
be in touch to schedule a site review of 
your recovery residences (RR).

▪ You will be given 2 available dates and 
times to choose from.

▪ Your site review will cover Section 2 of 
your NARR Standards Checklist.

▪ Once your site review is completed it 
will be considered one of the following;
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• Approved- RR meets all the NARR standards, no health 
or safety violations, no corrections need to be made.

• Conditionally Approved- RR met majority of the NARR 
standards, there are some corrections that need to be 
made, 30 days are alloted to correct and submit 
evidence of corrections.

• Not Approved- RR met some of the standards, too 
many health/safety concerns, 30 days to correct, and a 
revisit is required. $100 is due for every location that 
needs to be revisited.



Site Review 
Cont.

▪ If your site review was conditionally 
approved, you may submit evidence of 
any corrections on your profile or directly 
to your inspector via email.

▪ Once your corrections are reviewed and 
approved, you will be emailed copies of 
your certificates and certification letter.

▪ Both will be available on your profile.
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Certification 
Renewal

▪ Once you complete your certification process, 
the process for renewal will automatically 
appear in your Certemy account upon login. 

▪ Certifications are renewed annually.

▪ Please note that the renewal process DOES 
NOT need to be completed until you 
approach your renewal date.

▪ Emails will automatically generate about 
renewal once your renewal date appraoches

▪ In the meantime, we ask that you keep your 
profile as up to date as possible with your 
program information such as vacancies, 
contact information, the opening and closing 
of any RR etc. Some PIHP’s will require 
prompt postings of vacancies within your RR.
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Accessing Your 
Main Profile

▪ To access your main profile, upon login 
click your name in the top righthand 
corner of your Certemy profile

▪ Click ‘Profile Details’

▪ Click ‘Profile Fields’

▪ From there you can edit/update all 
program information and access all 
documentation such as your 
certificates and certification letter
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Additional 
Fees

▪ Whenever an additional payment outside of 
your renewal fee is due, such as with the 
opening of a new RR, it will appear here.

▪ Online payments are prefferred but check or 
money order by mail is welcome.
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Certification Completion
▪ All NARR standards 

documentation/renewal information is 
submitted and approved.

▪ Site review: Passed

▪ Certification letter will be stamped, 
signed and emailed. It will also be 
available on your Certemy profile. 
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