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Checklist for Endorsement or Credentials

Application to Practice As An
Assisted Living Facility Administrator
The Virginia Board of Long-Term Care Administrators may grant licensure by endorsement if the applicant meets one of the following conditions (all applicants are required to pass the national exam):

A.) 
Hold a current, unrestricted license, certificate or registration from any state or the District of Columbia as the administrator of record.

B.) 
If applying from a jurisdiction that does not have such a requirement, an applicant may apply for licensure by credentials, and no evidence of licensure, certification or registration is required.

However, the applicant must meet one of the following conditions:

a. 
Practiced as the administrator of record in an assisted living facility that provides assisted living care as defined in § 63.2-100 of the Code of Virginia for at least two of the four years immediately preceding application to the board; OR 

b. 
Has education and experience substantially equivalent to qualifications required by the regulations and provide written evidence of those qualifications at the time of application for licensure; 
AND has successfully passed a national credentialing examination for administrators of assisted living facilities approved by the board.

 FORMCHECKBOX 
1.
THE 3-PAGE LICENSURE APPLICATION - This application will not be considered until all applicable sections have been completed.

 FORMCHECKBOX 
2.
PROOF OF PROFESSIONAL EDUCATION - Submit an official transcript from your school to include school seal, date of graduation, and program completed.

 FORMCHECKBOX 
3.
FEES - The licensure application fee is $315.00 check or money order made payable to the Treasurer of Virginia.  Attach the fee to the 3-page application and submit to the Virginia Board of Long-Term Care Administrators.  Applications received without a fee and/or fees received without an application will be returned to the sender and not processed. ALL FEES ARE NON-REFUNDABLE.
 FORMCHECKBOX 
4.
NATIONAL PRACTITIONERS DATA BANK QUERY (NPDB) – You will need to request a current report – Self Query - from NPDB.  You may request the Self Query report through their website at www.npdb-hipdbhrsa.gov.  A copy can be faxed, email or submitted with  your application.
 FORMCHECKBOX 
5.
VERIFICATION OF STATE LICENSURE – [FOR ENDORSEMENT APPLICANTS ONLY] All jurisdictions, in which you have ever held a license, including expired, inactive, and current licenses, must submit written verification of your licensure.  Send the Endorsement Certification Form to the licensing authority. Fees maybe associated with this request please contact each state regarding processing fees.

 FORMCHECKBOX 
6.
PROOF OF PROFESSIONAL EXPERIENCE – Provide evidence of practice as the administrator of record in an assisted living facility that provides assisted living care for at least two years immediately preceding application to the board; i.e., letter of employment on letterhead.
 FORMCHECKBOX 
7.
NATIONAL EXAMINATION – Provide official evidence of passing the national Resident Care and Assisted Living Administrators licensing examination administered by National Association of Boards of Examiners of Long Term Administrators (NAB) phone number 212-367-4200 website www.nabweb.org    Scores may also be submitted with your State License Verification from another state.  (The date, type of exam, raw and scale scores must be included.)
 FORMCHECKBOX 
8.
NAB RCAL TEST ATTESTATION FORM – If you have not previously taken the NAB RCAL examination, you will be required to complete this form and submit to the Board prior to testing.  (This is the only form that may be e-mailed or faxed to the Board at (804) 527-4413.

PLEASE NOTE:

· It is unlawful to practice as an Assisted Living Facility Administrator in Virginia unless you have been issued a Virginia license from the Virginia Board of Long-Term Care Administrators or until you have been issued written authorization from the Board to serve in Assisted Living Facility Administrator-in-Training (ALF-AIT) internship or practicum and under the direct supervision of a licensed Assisted Living Facility Administrator in Virginia.

· FAXED DOCUMENTS ARE NOT ACCEPTABLE EXCEPT FOR THE NPDB REPORT (item #4).
· Only original documents will be accepted.

· Applications altered in any way will not be accepted.

· Applications will remain in process no longer than one (1) year.  If, at the end of one (1) year, a license is not issued, the application file is destroyed.  An applicant shall reapply for licensure, submit fees, required documentation, and meet the qualifications for licensure in effect at the time of the new application.
