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The What's and How's of the 
BELTSS website
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WEBSITE:   
https://mn.gov/boards/beltss/
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ALD/NHA Dropdowns
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Online Portal Login/Online Licensee Search

Online Portal Login: 
For Applicants and current 
Licensees
Online Licensee Search: 
(Licensee lookup by Name, 
License Number, City, County)
Indicates Facility Name and 
Date of Employment for 
Director and/or Administrator 
of Record
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Online Portal – Used for Applications & Licensure 
Updates
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Online Portal - Profile View

Apply for a 
new license:
Shared 
License or 
New type

To Change 
Profile 
information
Click on 
More >
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Update Profile – Phone number Email Address 
Director of record (DOR)

Click on the pencil ( t ) to 
modify the information.

Click on the  (+) to add an 
information.  You must have a 
public and primary for the 
phone number and a public 
and mailing address.  It can be 
the same or different.

DOR: You must do this anytime 
you change locations.
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Licensees
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Now that I am Licensed – What do I Need to Know?

• Licensee Responsibilities
• License Renewals
• Continuing Education and Audits
• Shared 

Directorship/Administrators 
(multiple facilities)

• Standards of Practice
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Licensee Responsibilities:
6400.6710 (NHA) and 6400.7050 (ALD)

Each licensee shall:
• comply with the laws of MN and the rules of the board and other MN state agencies 

regarding licensure as a nursing home administrator, health services executive or assisted 
living director and operation of a nursing facility in Minnesota;

• provide notice to the board within five (5) working days of any change in mailing address 
or telephone 

• provide notice to the board within five (5) working days of any change in employment
• provide notice to the board within five (5) working days of the occurrence of any 

reprimand, restriction, limitation, condition, revocation, suspension, surrender, or other 
disciplinary action or the bringing of charges against any license the licensee holds 

• cooperate with the board by providing data, reports, or information requested by the 
board and complying with requests to attend conferences, meetings, or hearings 
scheduled by the board concerning license renewal or complaint investigation and 
discipline

• Provide, when requested, a defined delegation of authority, in the case of assisted living 
director absences

• be responsible for the general administration and management and oversee day to day 
operations
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Important Timeframes for Next License Renewals 
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• All Licenses must be renewed every year 
• Assisted Living Directors between September 1 and October 31 – regardless 

of when issued.
• This includes:

• Newly Licensed Assisted Living Directors
• Shared Licenses – Secondary licenses if still the license holder for that 

facility
• Dual Licensees (Nursing Home Administrator)
• Any license with an expiration date of October 31, 2023

• Nursing Home Administrators between May 1 – June 30
• If you do not renew by those dates, you are working without a 

valid license.

Late Renewals and Reinstatements

• If you do not renew by last day of renewal your license is considered 
expired.   

• If you are working with an expired license, you may be brought before 
the Standards of Practice.

• Late Renewals begin on the first of the month for 60 days.  A late fee 
will be applied to your renewal.

• How to avoid being late: Verify your email is correct.  Check your 
email from BELTSS for updates on the renewal.

• Read newsletters and emails sent by the board.
• Answer practice questions truthfully 
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Continuing Education (CE) Clock Hours and Audit of 
License

• Assisted Living Director Licensees will need 30 
CE Clock hours every two years. 

• Must be completed by August 31 every two years

• Nursing Home Administrator Licensees will need 
20 CE Clock hours every year

• Must be completed by June 30 every year

• Don’t wait to earn CE Clock hours – professional 
license requires professional development.  

• Seek new CE courses to develop that growth 
• Keep good records and documentation of CEs
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Continuing Education and Audit of Licensure(Continued)

• CE Clock hours must be approved by NAB/NCERS –
go to the National Association of Long Term Care 
Administrator Boards 
(www.nabweb.org/continuing-education) for 
approved courses. 

• BELTSS approved CE Clock hours can be found on 
our website

• Mentors can earn 16 hours per year – Be a mentor
• CE Audits

• Timely submission if audited

• Provide documentation
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Active Licensees 
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Continuing Education Clock Hours
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Continuing Education CE Approval List
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Continuing Education Record Form and 
Activity Descriptions
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Overseeing Multiple Facilities-Shared Licensed

When you oversee more than one Assisted Living Facility as the LALD/Director of Record:
You should refer to Minn. Rules 6400.7085 to be sure you meet the criteria of 

shared ALD license
Must obtain within 15 days of designation
No more than 5 locations
Within 60-mile Radius from two farthest locations (licensee residence not a factor)
Same ownership and/or management (BELTSS will request a management agreement)
Be in good standing – facility and licensee
Requires a separate application, shared license agreement and fee $125 for each 

additional location
Update Director of Record – Begin/End dates
*Residency Permit Director – requires a separate application/fee
**Nursing Home Administrators have the ability to oversee one additional facility.  A Shared license is 
required 
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LALD/DOR/Permit Director Vacancies 

144G.10 Subd. 1a. Assisted living director license required.
Each assisted living facility must employ an assisted living director 

licensed or permitted by the Board of Executives for Long Term 
Services and Supports (BELTSS)

• When vacancies do occur:
• Plan ahead - Succession Planning – more than one licensee employed in 

organization or at facility.
• ALDIR – May request a permit, obtain permit within 30 days of date of 

designation
• Hire a Temporary LALD/Consultant
• Shared License/Permit – must secure within 15 days of designation
• Delegation of authority policy 
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Residency Permits for ALD - 6400.7080

• Controlling individuals may designate an ALDIR when no LALD 
• Applicant must obtain permit within 30 days of date of designation
• Must have a mentor (ALD licensed for two years)
• Permits are only good for one year and issued to applicant for a 

specific facility (non-transferable)
• Must meet licensee responsibilities set forth in 6400.7050
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You Earned Your License – Best Practices
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Common 

• Update your online portal when you leave a job with in 5 working days
• Regular On-site presence– not just “hanging the license on the wall”
• Review documents for accuracy before submission (i.e. spelling of name)
• Attesting and understanding requirements
• Present accurate information or provide honesty with residents or families
• Respond timely to letters/emails from surveyors, BELTSS, families, residents
• Shared license/permit obtain within 15 days, no photocopying licenses
• Renew license timely
• Respond to regulators that require outside consultants to guide care delivery
• Continuing Education and recordkeeping
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Additional Reminders

 Owner versus LALD - Responsibility to advocate for the care of the 
residents and while staying in compliance.  
 Advocate for the resident with your LALD hat blended with keeping 

the ownership content.  
 Be visible and present to residents, families, and staff – success 

comes from being engaged and part of the solution (Quality 
Improvement processes).
 Listen to others.
 YOU are the LALD/LNHA!
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Update Contact Information – BELTSS Communicates 
through Email

License portal/ Application portal should have most updated email address.  If 
not change, within 5 working days.

• Recommended – strong consideration to personal email vs. business email
• BELTSS will send letters requested by the board beltss.hlb@state.mn.us
• Audit Letters for Continuing Education
• Newsletters are sent from MNBELTSS@public.govdelivery.com
• CBC Background Checks from criminal.background.check@state.mn.us
• Make sure to check your spam/junk folders (companies may block)
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