
 
 

CAHSAH’s Home Care Certification Process 
 
This is designed to help guide candidates through the California Association for Health Services at Home’s 
(CAHSAH) Home Care certification process, which we’ve defined with the following steps: 
 

1. Learning about the credentialing process 
2. Determining if you are ready to take the credential-specific exam 
3. Preparing for the exam, using appropriate study materials 
4. Registering for the class and exam 
5. Certificate Program Course and test day 
6. After the course and examination 
7. Maintaining your certification 

 

Organization Mission and Philosophy 
 
The California Association for Health Services at Home (CAHSAH) is the leading statewide home care 
association in the nation and the voice of home care for the Western United States. Founded in 1966, CAHSAH 
has a long tradition of service to the home care industry and to the public.  
 
CAHSAH's mission is to promote quality home care and enhance the effectiveness of its members. As a nonprofit 
trade organization, CAHSAH represents more than 500 members: Direct providers of health and supportive 
services and products in the home. Providers include Medicare-certified home health agencies, licensed home 
health agencies, hospices, home care aide organizations, home medical equipment providers, home infusion 
pharmacy providers, and interdisciplinary professional services organizations. The Affiliate category includes 
supply vendors, consultants, insurance providers, staffing agencies, and rehabilitation companies.  
 
Candidates who successfully pass the certification examination will be certified by CAHSAH and will earn their 
Certified Home Care Manager (CHCM), Certified Home Care Administrator (CHCA), or Certified Home Care 
Executive (ACHCE) credential. 
 
Certified Home Care Manager (CHCM), Certified Home Care Administrator (CHCA), or Certified Home Care 
Executives (ACHCE) are in high demand for their ability to successfully position the home care organization.   
 

Benefits 
 
The certificate programs are highly interactive, intensive educational program providing leading edge 
management concepts and skills that are critical for Private Duty, Medicare certified home care managers and 
administrators to know. 

Program Goals 
The goal of each Certificate Program (CP) is to provide a supportive learning environment for new managers, 
senior managers and administrators with a specific focus on various experience levels. By attending the 
appropriate CP for your experience, you will be able to advance your skills and knowledge base. Specifically, 
the CP will strengthen your competencies to position your organization for success and help you integrate the 
complexities of quality, compliance, financial, and strategic performance. 



Content 
The Manager level certificate program goes over the basics of leadership, marketing, compliance, regulatory, 
budgeting and human resources. Each of the Administrator and Executive level programs is a three module 
curriculum, with interactive discussions, didactic presentations, and reality-based case studies. Each 
participant receives a comprehensive manual that is a must-have resource for years to come. 

• Module I focuses on leading a strategically 
positioned organization. 

• Module II focuses on financial management 
principals and information. 

• Module III focuses on integrating quality and 
compliance management.  

Your credential is a demonstration of your leadership skills and administration proficiency. As you become 
more experienced in the field of home care management, your certification can provide additional professional 
and personal recognition and reward of your knowledge and experience. 
 
As the importance of successfully positioning each home care organization becomes, the need for effective 
management increases in the home health industry.  Those individual that demonstrates leadership and 
administration proficiency will significantly increase the value they bring to their agencies. Certified home care 
administrators are generally more highly compensated and receive greater advancement opportunities. For 
job applicants, certification can provide a competitive advantage, and providers are increasingly requiring 
certification as a condition of employment. 
 

Determining if you are ready to take the Exam 
 

Eligibility and Qualifications 
 
The certificate exam assesses your proficiency in management specifically for home care.  To be eligible to 
take the Home Care Manager Certificate program and sit for the CHCM exam, candidates must have at least 
one year but less than three years of managerial experience in home.   
 
To be eligible to take the Home Care Administrator Certificate program and sit for the CHCA exam, 
candidates must have at least one year of managerial experience in home care or completion of the Home 
Care Manager Certificate Program (offered through CAHSAH’s certificate programs).  The candidate must 
also complete the Home Care Administrator Certificate program in it’s entirety before allowed to sit in the 
exam on the last day. 
 
To be eligible to take the Home Care Executive Certificate program and sit for the ACHCE exam, candidates 
must have at least three year of managerial experience in home care or completion of the Home Care 
Administrator Certificate Program (offered through CAHSAH’s certificate programs).  The candidate must also 
complete the Home Care Executive Certificate program in it’s entirety before allowed to sit in the exam on the 
last day. 
 
If you believe that your combination of education, experience and expertise qualifies you to participate in the 
exams, we invite you to send in an application with supporting recommendation letters to enroll in the 
program.   
 
CAHSAH does not discriminate against any applicant. All applicants for examinations will be judged only on 
published criteria for eligibility. 
 
Applying for an Exam 
 
To begin your process, review the information in this handbook. If you feel you are ready to begin this process 
and have met CAHSAH’s recommended minimum requirements, go to CAHSAH’s website and check for 
upcoming certificate program offerings.  Once you send in your application, you will receive an e-mail 
confirmation from CAHSAH that your registration has been received. 



 
Preparing for certification 

 
Study Process and Materials 
 
Because the certificate exams are a combination of training and skill-based, the experienced candidate doing 
excellent work every day who attends each of the certificate program in it’s entirety should be prepared for the 
exam without the needing for extra studying.  
 
On the first day of each program, there is an evening networking reception offered to all attendees.  We 
encourage you to attend the event and form study groups.    
 
We also post the pre-reading material recommendations on the CAHSAH website and encourage you to read 
the materials in preparation for the course and exam.  Please check the CAHSAH website for more details on 
what reading materials are recommended.   
 
 
Test Format 
Each certificate exam is approximately one hour long. This exam consists of 100 multiple choice questions.   
 
All CAHSAH certification exams are NOT “open book.” You must bring two forms of ID with you.  You may 
bring a calculator and pen but no scratch paper. 
 
You will be allowed to write in your exam booklet as scratch paper is not allowed.  You will be asked to sign a 
non-disclosure form onsite and will be asked not to discuss the exam questions with anyone.  Should you 
have any questions or concerns, please address it with the onsite CAHSAH facilitator.  The passing rate is 
80% or higher.   
 
Special testing accommodations 
Please contact CAHSAH if you have a situation that might require special testing accommodations. 

 

 
Registering for the education course and Exam 
 

How to Register: 
 

Check for upcoming certificate program on CAHSAH’s website. 
 
Call: 916/641-5795 ext. 113   ♦  Fax to: 916/641-5881 
Mail to: CAHSAH Certification, 3780 Rosin Court, Suite 190, Sacramento, CA  95834 

 
 

Where can I take the exam? 
 

At certificate program events: Visit http://www.cahsah.org/educational_events/Cert_Programs.asp for 
current offerings.  

 
 



Registration fees 
 

The fee for the certificate exam is included in the certificate program registration fee.  There are two fee 
structures; Member and Non-member.  There are also tiered registration fees depending on when you sign 
up.  Check CAHSAH website for registration cut-off dates.   
 
REGISTRATION RATE 
per person 

Early 
Registration 

Advanced 
Registration 

Onsite 
Registration 

Member $700 $750 $800 
Non-Member $1050 $1125 $1200 

 
Registration fees cover course registration and examination costs, administration and credential 
management. 

 

 
Test Day 

 
Upon completing the certificate program course, candidates will be asked to leave the meeting room while 
CAHSAH staff sets up for the exam.  The room will be set up within 15 minutes and candidates will be re-checked 
in.  A government-issued photo ID is required for sign-in. This ID should include your photo and recent signature. 
Once you enter the testing room, you may not leave until the exam has started. 
 
Before the exam is administered, the exam proctor will review the rules to follow while the test is in progress. 
 
The certificate exam is approximately one hour long. There are no scheduled bathroom breaks during the exam. If 
a candidate leaves for the bathroom, the break is allowed, but time does not stop. 

 
Un-allowed behavior 
 
Candidates who partake in any of the following types of behavior will be dismissed from the test-taking venue 
and the scores will not be allowed. Examples of misconduct include, but are not limited to: 

 
• Using electronic communication equipment (e.g., PDAs, cell phones) 
• Giving or receiving help during the examination 
• Committing fraud by attempting to take the exam for someone else 
• Using notes or aids that are not allowed 
• Attempting to copy or remove test materials 
• Engaging in abusive, disturbing or uncooperative behavior. 

 
 
Testing Issues 
 
Occasionally, testing irregularities, including but not limited to administrative errors, unauthorized availability 
of test content or disruptions in test administration, occur and must be dealt with. 
 
If a testing issue occurs, CAHSAH will perform an investigation. CAHSAH may opt to score the test or cancel 
the test score. When appropriate, CAHSAH will give affected test-takers the opportunity to retake the exam as 
soon as possible and free of charge. Affected candidates will be told the reason for the cancellation of their 
test and options for retest. Appeals processes do not apply to testing irregularities. 
 



Challenges, Complaints and Appeals 
 
Challenges, complaints and appeals may be submitted in writing no more than 30 days after the examination 
is taken by a candidate. All challenges must be submitted in writing and include supporting documentation or 
evidence. Please send challenges to: 
 
CAHSAH Certification 
3780 Rosin Court, Suite 190 
Sacramento, CA  95834 
 
The burden of proof for challenges is borne by the applicant and all decisions on challenges, complaints or 
appeals made by CAHSAH and its advisory committee are final. 
 
Complaints or appeals will not be considered after 30 days. CAHSAH will not re-grade an entire exam. You 
must have specific questions in order to challenge a question on an exam. 

 
 

After the examination 
Test results for all candidates are sent to candidates approximately six-eight weeks after CAHSAH has received 
your exam. 

 
Successful candidates: 

 
• Congratulations! You are now a Certified Home Care Manager (CHCM), Certified Home Care 
Administrator (CHCA) or a Certified Home Care Executive (ACHCE)!! 
• Receive a certificate of recognition of their status as being certified 
• Receive a credential lapel pin 
• Will be listed as a Certified Home Care Manager, Administrator or Executive in our Certified Directory 
at www.cahsah.org – coming soon. 
• May, at their discretion, have their supervisor officially notified of their achievement by the President 
of CAHSAH 

 
Unsuccessful candidates: 

 
•  Receive an invitation to retake the certification examination one additional time, at the discounted rate 
 within one year of the date the exam was taken.  

 
Feedback on Your Experience 
 
You will receive an email asking you to complete a Post-Exam survey. Your answers to this survey will help 
us make appropriate changes for the future. 
 
Release of Information 
 
All candidates who become certified home care administrators may have their names published in a 
newsletter, website or other public forum. 
 
Information on your exam and scores will not be released to an outside party. 
 
Revoking Certification 
 
Certification may be revoked if any of the following scenarios are met: 
 

• The certified home care individual had supplied false information or supporting documentation 
• The certified home care individual has engaged in inappropriate conduct during the exam 
administration or after. 
• The certified home care individual fails to comply with CAHSAH’s Code of Conduct. 



Maintaining your Certification 
Congratulations! You’ve become certified and have proven to the world that you have the skills and training 
necessary to become a successful manager, administrator or executive. Your certification is important to you, and 
it’s time to think about the maintenance process. Because CAHSAH’s exams focus on education and skill-based 
testing, skill maintenance is built into a revolving process: 

 
Year 1: Initial Certification 
 
Year 3 ½: Submit CEUs for Renewal 
 
Year 4: Recertification 
 
Year 7 ½: Submit CEUs for Renewal 
 
And so on... 
 

In the first 48 months after your initial exam, you will need to maintain your credential by earning 24 Continuing 
Education Units (CEUs). 
 
If you miss the deadline to earn and submit the appropriate number of Continuing Education Units (CEUs), you 
will need to retake the exam.  If you take the exam before your third year anniversary date, you may retake the 
course at the discounted rate.  If you take the exam after your certification has expired, you will need to retake the 
course at the regular rate.   

 
Renewing Your Credential 
 
To maintain your certification as a Certified Home Care Manager (CHCM), Administrator (CHCA) or Executive 
(ACHCE), CAHSAH requires that you complete 24 Continuing Education Units (CEUs) before the third 
anniversary date. Your completed Application for Renewal with all required documentation of your continuing 
education is due with a renewal fee to CAHSAH on or before the third anniversary of your certification 
(renewal date). It is the responsibility of the candidate to turn in the completed application and renewal fee 
within the timeframe required.  CAHSAH will not send you any reminder notifications.  
 
Please Note: Do not submit CEUs to CAHSAH as you earn them. Your CEU and supporting documentation 
should be sent together before your third certification anniversary date. 
 
CEU applications and payments should be sent to: 
 
CAHSAH Certification 
3780 Rosin Court, Suite 190 
Sacramento, CA  95834 
 
How to Earn CEUs 
 
There are two ways you can earn CEUs: 
Educational Events 
Teaching or Presenting 
 



Educational Events (seminars, conferences, workshops, audio seminars, etc.) 
 
A list of events (both live conferences and audio/web seminars) that have been pre-approved for CEUs can 
be found on the CAHSAH website.  All courses eligible for CEU towards recertification will have a symbol next 
to it.  *SYMBOL*  
 
PLEASE NOTE: Videos, audio CDs, online education and similar formats are considered to be events for 
purposes of CEU calculation and documentation requirements. 
 
CEUs are awarded for educational content only, not for social/networking events, meals or general sessions. 
 
To submit pre-approved CEUs, simply include them in the Continuing Education Record portion of the 
Application for Certification Renewal. You only need to provide the activity date, name, format, indicate its 
pre-approval status and the number of earned CEUs. Please include a copy of your Certificate of Attendance 
with your Renewal Application. 
 
To submit non-pre-approved CEUs, please include the following documentation for each event: 
 

• Copy of the course agenda, including course objectives and name of sponsoring organization 
• Name of presenter/s (include credentials, if applicable) 
• Number of hours  
• Copy of your certificate of attendance or completion 

 
Your renewal application is due by the third anniversary of your certification date (date on your certificate). 
 
 
Teaching and Presenting 
 
Developing, presenting and/or teaching relevant content will be approved for double-weighted CEU credit 
based on the event CEU rate on a case-by-case basis by CAHSAH. Please submit the following to CAHSAH 
to have your presentation approved for CEUs: 
 
Please submit the following: 
 
• Curriculum outline 
• Resources used in the presentation 
• Brief synopsis of the educational event (date, time frame, audience, etc.) 
 
 
For more information, contact CAHSAH: 
 

Email: certification@cahsah.org  

Phone: 916/641-5795 

Fax: 916/641-5881 

 

Mail:  

CAHSAH Certification 

3780 Rosin Court, Suite 190 

Sacramento, CA 95834 


