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Goal(s)/ Description of Course:

This session is designed to provide attendees with an overview of 
compliance related topics and information in order to maintain 
compliance with DDS Rules and Regulations.

Learning Objective(s):

• Verbalize and identify key rules and regulations that foster an 
atmosphere of compliance

• Discuss methods for enforcement of DDS Rules and Regulations

• Describe and explain how to utilize the Regulatory Compliance 
staff support system

GOALS AND OBJECTIVES
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TOPICS

 DDS Online

 Applications

 ADE Assessment Rosters & Rebate Fees

 Audits

 Audit Findings

 Adverse Actions

 Regulatory Compliance Division Support System

 What’s New

 Review 
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DDS ONLINE
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DDS HOME PAGE
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www.dds.ga.gov



DDS ONLINE SERVICES
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MOTORCYLE SAFETY COURSES

7



DDS ONLINE SERVICES
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DDS ONLINE SERVICES
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APPLICATIONS
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REGULATORY COMPLIANCE HOME PAGE
www.dds.ga.gov

11



REGULATORY COMPLIANCE HOME PAGE
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APPLICATIONS 
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NON-TRANSFERABILITY OF CERTIFICATION
375-5-6-.07

• Certification of a Program is not transferable

• Programs must apply for Certification at least 
60 days prior to any change of Program 
ownership

• All new Program owners, partners, corporate 
officers, and stockholders shall meet the 
requirements set forth in 375-5-6-.04

• Old certification will be picked up by the field 
analyst during final audit 

• If change in ownership is the result of a death 
of a Program Owner, the program may 
continue to operate for 60 days pending 
completion of a new application
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OWNER RECERTIFICATION PROCESS    
375-5-6-.07

Certification Period

4 Years

Owner  whose Certification has expired 
cannot operate  until recertification has 

been completed

If Certification has expired over 
1 year then a new application 

is required

Apply 30-90 days prior to 
expiration

Background Check: If Owner has  
undergone a background  check 

within the previous 6 months for 
another certification, new 

fingerprints are not required

GAPS Fingerprinting
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DIRECTOR RECERTIFICATION PROCESS 
375-5-6-.08

Certification Period

4 Years

Director whose Certification has 
expired cannot direct  until 

recertification has been completed

If Certification has expired 
over 1 year, then a new 
application is required

Apply 30-90 days prior to expiration
16 C.E.U.s/     

8 biannually

Background Check: If  Director has  undergone a 
background  check within the previous 6 

months for another Certification, new 
fingerprints are not required

GAPS Fingerprinting
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INSTRUCTOR RECERTIFICATION PROCESS 
375-5-6-.09

Certification 
Period

4 Years Instructor whose certification 
has expired cannot instruct 

until recertification has been 
completed

If certification has 
expired over 1 year 

then a new application 
is required

Apply 30-90 days prior to 
expiration

4 classes must be taught  during the 
4 year certification period 

(verification required)

32 C.E.U.s/     

16 Bi-annually

Background Check: If an Instructor has  
undergone a background  check within the 

previous 6 months for another 
Certification, new fingerprints are not 

required.

GAPS 
Fingerprinting
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PROGRAM RELOCATION 375-5-6-.20

• Relocation Application required –
minimum 30 day prior notice to the 
Department

• Surety Bond Rider amending the 
program’s address to reflect the new 
facility address

• Proof of a fire code inspection – dated 
within 90 days of application filing date 
indicating there are no violations

• Completed Standard Business Hours 
form

• Copies of student contracts and 
materials reflecting the new facility 
address and phone number

• Approved site inspection of facility is 
required prior to certification being 
issued 

Important Note:
Classes cannot be held at new 
location until application is received, 
facility is inspected and relocation is 
approved by the DDS.
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RRP SQUARE FOOTAGE REQUIREMENTS
375-5-6-.18 (10)

19

Program classrooms must have a minimum of 
300 square feet of useable space. Program 
classrooms shall be certified to offer services 
at twenty (20) square feet per person, up to a 
maximum of forty (40) Students. Programs 
licensed prior to the enactment of the 300 
square foot minimum may continue to utilize 
existing classrooms that satisfied the prior 
requirement of 250 square feet. Such 
programs may not add new classrooms that 
are less than 300 square feet in size.



PROGRAM NAME CHANGE

• Application required

• Documentation of registration of 
business name

• Surety Bond Rider amending the 
program’s name

• Copies of student contracts and 
materials reflecting the new program 
name
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ASSESSMENT ROSTERS
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ASSESSMENT ROSTERS

• Rebate fees in the amount  of $30 per 
assessment are due by the 10th day of the 
following month

• A copy of the roster, including a blank 
roster, should be printed and placed in 
school file

• Invoices are now generated through the 
Billing section of the ADE software each 
month

• Credit Card payments may be made 
through the ADE software

• Checks and money orders should be 
mailed with invoice to:

ADE Incorporated
PO Box 660
Clarkston, MI 4834
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• Rebate fees are due on the 10th day of the 
month following the report month

• Letters regarding late rebate fees will be sent by 
ADE on the 15th of each month

• If rebate fees are still not received by the 1st

business day of the following month, an 
administrative fine will be imposed

• If you are charged an administrative fine, only 
the fine amount should be paid to DDS. The past 
due rebate amount must be paid to ADE

ASSESSMENT ROSTERS



ADE SUPPORT

Call: 800-334-1918

OR

Send an Email to: 
support@adeincorp.com 
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INSPECTIONS, INVESTIGATIONS,   
AND PROGRAM MONITORING  
375-5-6-.28

Department is authorized to:

• Inspect and monitor

• Investigate Programs 

• Determine compliance with the Rules and Regulations of each program

Program Owners, Directors, Instructors, and Staff shall:

• Cooperate with any inspection or investigation

• Provide without delay, any information reasonably requested by the 
Department

Programs/Instructors will be notified of deficiencies in writing
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WHAT ARE THE RESPONSIBILITIES OF 
AN OWNER? 375-5-6-.12

Provide services for the Assessment and Intervention Components of the Program

To ensure the actions of all Program employees, volunteers, agents, representatives and instructors

To ensure the quality of instruction and the delivery of the Program in a professional manner conducive 
to learning

To maintain a personnel folder for all staff members and to train all staff members that have contact with 
Students/Offenders. Provide accurate information concerning the Program to include maintaining 
Student confidentiality

To ensure that Students/Offenders know where and how to obtain information about Clinical Evaluators 
certified by DBHDD, self-help support groups and Alcohol/Drug treatment resources

To participate in Program evaluations and research projects as directed by the Department

Must prohibit the solicitation of Students/Offenders for insurance, legal services, bail bonds, specific 
Clinical Evaluators or treatment providers, Ignition Interlock providers, or any other product or service

To ensure that each Student/Offender receives a new and unused copy of the required student workbook

That a Certificate of Completion is issued to each Student who successfully completes all program 
requirements
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30-DAY NEW PROGRAM INTERVIEW
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PROGRAM RECORDS 375-5-5-.16

Instructors are responsible for safe

keeping and confidentiality of the

following records:

• Class Roll – assuring that each 
student signs in at the start of 
each session

• Assessment Summary sheet

• Student Information sheet

• Graded Intervention post-test

• Certificate of Completion
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RISK BASED AUDITING METHODOLOGY 

All Risk Reduction, Driver Improvement, and 
Driver Training Programs certified by the 
Department shall be audited at least once every 
12 months.

Each 12-month audit will determine whether 
follow-up audits are warranted prior to the next 
12-month audit and what frequency the follow-
up audits should occur.
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PURPOSE OF THE PROGRAM AUDIT

• To determine consistency of 
all programs across the state

• To determine compliance of 
the Department’s rules and 
regulations governing the 
program

• To gather data that may be 
used for statistical purposes
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PREPARING FOR THE PROGRAM AUDIT
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AUDIT FINDINGS
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AUDIT FINDINGS

• Each violation is tied to an 
existing statute or 
administrative rule and 
categorized according to 
severity.

• Field Analyst will review the 
findings of the audit with 
Program Owner, Director 
and/or Program Official present.
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AUDIT CATEGORIES

Category 3: Minor

Deficiencies must be corrected within 6 months following implementation of the 
corrective action plan. 

Category 2: Moderate

Deficiencies must be corrected within 3 months following implementation of the 
corrective action plan.

Category 1: Severe

Deficiencies must be corrected within 30 days of implementation of the corrective 
action plan.
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FOLLOW-UP AUDITS

Follow-up audits will 
be conducted until 

the program has 
corrected all 

compliance issues.

Follow-up audits will 
be conducted in 

accordance with the 
severity of the 

deficiency.
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CORRECTIVE ACTION PLAN (CAP)
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CORRECTIVE ACTION PLAN

Must:

• Describe how continued compliance will be 
achieved and maintained

• Show the date the plan will be implemented

• Be signed and dated by the licensed Program 
Owner or Risk Reduction Program Director 
only

• Be returned to Field Analyst within (15) 
fifteen days of notification 
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AUDIT QUESTIONS
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PROGRAM HOURS OF OPERATION
375-5-6-.19 

Each Program shall maintain 
business hours of at least fifteen 

(15) hours per week. 

Each Program shall notify the 
Department of its business hours upon 

application for Certification.

Each Program shall report any deviations 
from the Program’s set business hours to 
the Department, in writing, at least forty-

eight (48) hours in advance, except in cases 
of emergency.

Program staff shall be available during 
business hours to answer the telephone, 

furnish info about the Program, verify 
services provided, and to produce records 

and documentation requested by the 
Department. 
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STANDARD BUSINESS HOURS FORM
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ADVERSE ACTIONS
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ADVERSE ACTIONS

CAP

Warning Letter

Administrative Fine

Suspension/Cancellation/Revocation
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HISTORY OF COMPLIANCE 375-5-6-.10

Department may consider 
the Applicant’s history of 

compliance when 
determining eligibility for 

Certification and 
Recertification.

Cancellation, Suspension, or 
Revocation of 

Certification(s) in another 
program may result in the 

same for this program.
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ENFORCEMENT OF PROGRAM REGULATIONS 
375-5-6-.29

The Department has the authority to deny, cancel, suspend, 
or revoke the Certification of any Program or Program Owner, 
Director, or Instructor for non-compliance with the Rules and 

Regulations. 
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ENFORCEMENT OF PROGRAM REGULATIONS 
375-5-6-.29
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• Fine not to exceed $1,000.00 
per violation

• In determining the fine 
amount the Department may 
consider the seriousness of the 
violation

• Whether the same violation 
has previously occurred

• Whether procedures 
designated to prevent the 
violation were in place and 
followed
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• In considering which to impose 
the Department may consider:

• The history of compliance

• The seriousness of the 
violation(s)

• Whether violation was 
voluntarily reported to the 
Department 

• Whether they exhibited good 
faith efforts to correct areas 
of non-compliance prior or 
subsequent to the discovery 
by the Department
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ADVERSE ACTION STATS

FY2015 Adverse Actions

• 22 Administrative Fines imposed for a total amount of $9,400

• Average of 2 programs fined per month

• Average fine amount per month is $400

• 11 suspensions/cancellation/revocations 
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REGULATORY COMPLIANCE 
SUPPORT SYSTEM
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Regulatory Compliance Division
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Kecia Bivins
Division Director

Thomas Grant

Deputy Director

Tunnizia Weston

Field Manager

Lynne Swaney

Program Administration Manager

Tom Komjathy

Motorcycle Safety Manager

Kathy Harvey

Commercial Driver Training Manager

Mimi Barron
Records Management Manager

Vacant

Medical Revocation Manager

Amy Abbott

Administrative Assistant



ADMINISTRATION UNIT RESPONSIBILITIES

• Process applications

• Correspondences: Renewal Notices

(Email renewal notices effective 5/1)

• Maintain Closed Program Files

• Issue Replacement Certificates

• Authorize Transfers

• OCRA Administrators

– Online Certification Reporting 
Application

• Respond to Informational Requests

– Legislative

– Open Records

– Surveys

• Manage Web Content

• Conduct Training

• Investigate complaints

• Provide testimony in hearings and 
trials

• Participate in outreach programs
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PROGRAM ADMINISTRATION UNIT
Name Email Phone

Lynne Swaney lswaney@dds.ga.gov 678.413.8859

Amy Abbott abbott@dds.ga.gov 678-413-8745

Mistie Odum modum@dds.ga.gov 678.413.8827

Elizabeth Nelson enelson@dds.ga.gov 678-413-8536

Kim Johnson kjohnson2@dds.ga.gov 678-413-8747

Denae Hartsfield dhartsfield@dds.ga.gov 678-413-8803

Anna Rhoades arhoades@dds.ga.gov 678-413-8746

Michelle Asbury masbury@dds.ga.gov 770-929-3205
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FIELD OPERATIONS RESPONSIBILITIES

• Program Site Inspections

― New

― Relocation

• Curricula Approval

• DT Vehicle Inspections

• Instructor Monitoring

• Program Audits

– Annual

– Follow up

– Corrective Action

– Document compliance issues

• Conduct Training

• Investigate Complaints

• Provide testimony in hearings and 
trials

• Participate in outreach programs
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FIELD OPERATIONS
Area 1
Tamara Roper
troper@dds.ga.gov 404-909-6295

Area 2
Scott Morrison
smorrison@dds.ga.gov 404.909.4727

Area 3
Tunnizia Weston
tweston@dds.ga.gov 404.909.4726

Area 4
Lisa Marks
lmarks@dds.ga.gov 404.909.4484

Area 5
Misty Roberts 404.909.5242
mroberts@dds.ga.gov

Area 6
Leah Sexton
lsexton@dds.ga.gov 404.909.4635

Area 7
Anna Preston
apreston@dds.ga.gov 404-210-6178

Appling

Atkinson

Bacon

Baker

Baldwin

Banks

Barrow

Bartow

Ben Hill

Berrien

Bibb

Brantley

Brooks

Bryan

Bulloch

Burke

Butts

Calhoun

Camden

Candler

Carroll

Charlton

Chatham

Chattahoochee

Clarke

Clay

Clinch

Cobb

Coffee

Colquitt

Columbia

Cook

Coweta

Crawford

Crisp

Dawson

Decatur

DeKalb

Dodge
Dooly

Dougherty

Early

Echols

Effingham

Elbert

Emanuel

Evans

Fannin

Fayette

Floyd
Forsyth

Franklin

Glynn

Gordon

Grady

Greene

Gwinnett

Habersham

Hall

Hancock

Haralson

Harris

Hart

Heard

Henry

Houston

Irwin

Jackson

Jasper

Jeff Davis

Jefferson

Jenkins

Johnson

JonesLamar

Lanier

Laurens

Lee

Liberty

Lincoln

Long

Lowndes

Lumpkin

McIntosh
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Murray

Muscogee
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Pickens

Pierce
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Polk
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Putnam
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Randolph

Richmond

Schley

Screven

Spalding

Stephens

Stewart
Sumter

Talbot

Taliaferro

Tattnall

Taylor

Telfair

Terrell

Thomas

Tift

Toombs

Towns

Treutlen

Troup

Turner

Twiggs

Union

Upson

Walker

Walton

Ware

Warren

Washington

Wayne

Wheeler

White

Whitfield
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Wilkinson

Worth
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Cherokee
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Quitman

Decatur
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HOW DO I CONTACT REGULATORY 
COMPLIANCE ?

?DDS Mailing Address

2206 East View Parkway 
Conyers, GA  30013

Phone 

678.413.8745

Regulatory Compliance Website

www.dds.ga.gov/regulatedprograms

Email 

reginfo@dds.ga.gov
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CONTACTS

• Who do I contact
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CONTACTS
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reginfo@dds.ga.gov

General 
Application 
Questions

Assessment 
Transfers

OCRA 
Issues

Open Records 
Requests



CONTACTS
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Processing 
Analyst

Application 
Status

Training 
Reservations

Application 
Deficiencies



CONTACTS
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Field Analyst

Program 
Operation 
Questions

Audits
Status of Site 

Inspection



CONTACTS
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Managers

Compliments

Adversary 
Actions

Staff 
Complaints



WHAT’S NEW ?
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SENATE BILL 100

Effective 7/1/2015
Makes it a misdemeanor for an owner, agent , servant, or employee of 
any driver improvement  clinic or DUI Alcohol or Drug Use Risk 
Reduction Program licensed by the department to directly or indirectly 
offer, for purposes of the enrollment or solicitation of any student or 
prospective student, any item of monetary value, including but not 
limited to United States legal tender, food, gasoline cards, debit gift 
cards, or merchant gift cards to any:

1) Student or agent or legal representative of a student;

2) Employee or agent of a private company which has contracted with 
a county, municipality, or consolidated government to provide 
probation services

3) Law enforcement officer; or

4) Officer or employee of the judicial branch or a court.
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QUESTIONS



QUICK REVIEW
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QUESTION

When submitting an instructor or program 
recertification application, how early should they be 
submitted?

30 – 90 days before the expiration
date of the current certification
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QUESTION

Which application do I submit if my instructor 
certification expired two (2) years ago?

New Instructor Application
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QUESTION

Will my application be processed if I fail to 
include all of the required documents?

No
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QUESTION

I was fingerprinted when I initially became certified. 
Why do I need to be fingerprinted again for 
recertification?

Fingerprints that are used for non-criminal justice 
purposes are only retained by the Georgia and Federal 
Bureaus of Investigation for a matter of days and then 
purged, hence the need to be re-fingerprinted. In 
addition, the decision to recertify an individual or 
entity must be based on current criminal history 
results. 
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QUESTION

Monthly assessment rosters and rebate fees are due by 
____.

The 10th of the following month
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QUESTION 

Program audits are normally conducted?

Once every 12 Months
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TRUE OR FALSE

There are five audit categories.

False
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YES OR NO

Can an instructor teach on an expired certification if 
the program certification is valid?

No
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QUESTION

As the Program Owner or Director, can I designate a 
program official to sign the corrective action plan for 
me? 

No
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YES OR NO

The monthly assessment roster and rebate fees are 
sent to my field analyst and/or Regulatory Compliance. 

No
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TRUE OR FALSE

I do not have to print a monthly assessment roster if I 
do not conduct any assessments for the month. 

False
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QUESTION

How do I obtain a username and password for OCRA?

The Program Owner or Director must submit the 
OCRA Administrative Privileges form to 

reginfo@dds.ga.gov
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