Department of Health Professions
Frequently Asked Questions on
Compliance with a Nursing Board Order

The Virginia Board of Nursing has placed you under terms of an Order.  Or you have signed a Consent Order offered by the Board.  Your appeal period may or may not be over.  Now, you need to know:

Where can I get answers to all my questions about my Board Order?
Just call the Board office during business hours and ask to speak to your Nursing Compliance Case Manager, also known as your “CCM”:  
Call 804-367-4515    Monday – Friday    8:15 a.m. to 5 p.m.
Your call will be directed to your CCM who will: 

· Go over each of the terms of your Order with you; 

· Explain the compliance process; 

· Monitor your compliance with the Order over time; and 

· Send reports of your compliance to the Board as needed. 
Even if you believe you understand what your Order requires of you, please discuss its terms with your CCM when you first receive the Order.  
After you speak to your CCM, you will need to send the CCM an Initial Contact Form, also known as a Compliance Form #1.  
Where do I find the reporting forms I need to comply with my Order?
Your call with your CCM included discussion of what forms you might need to submit while under your Order.  Most of the needed forms are available online:  

· Go to the Virginia Department of Health Professions’ web page

· Click on the link for the Board of Nursing
· Click on the link for Forms and Applications
· Look for a heading in the list named Compliance Forms
· Find your needed form
· Click on the link for the form to open it

· Print the form, or save it to print later
· Complete and sign the form (or have the appropriate person complete and sign the form for you -- a supervisor, for example, on a performance evaluation)
· Make a copy for your records

· Submit the form bearing the original signature.  
Reports may not be faxed or e-mailed to your CCM.  Requests for approval may be faxed.
Your CCM will send you any forms the two of you may discuss that are not available online.  
How do I comply with a Board Order to submit reporting forms?

Reports are to be submitted as specified in the Order, such as:

· Reports of prescribed medications within ten days, from your physician, or 
· Reports of changes in employment within ten days, from your supervisor, or 
· Certificates of completion of CE courses from the continuing education provider

Forms should be submitted to the Board of Nursing, in care of your Nursing Compliance Case Manager at the Board’s address.  The most current address for the Board can be found on its website and on the cover letter for your Order.
It is your responsibility to ensure forms completed by others are received on time by your CCM, even if you are not the one who should complete the form.

Your CCM will not routinely acknowledge receipt of your reports, but will let you know if a scheduled report is not received in the Board office. If in doubt about a report, call your CCM!  

Be sure you have sufficient blank report forms on hand as the Board will be informed of any late or missing reports.  You can save online forms to your own computer or to a portable flash drive for later printing offline.  
How do I comply with a Board Order to submit “regular” reports?
“Regular” reports are those you are ordered to submit on a regular schedule, for example:  
· quarterly Self Reports, or 
· quarterly Performance Evaluations, or

· monthly drug screens, or 

· monthly recovery support group logs

Regularly scheduled reporting forms must be received within five (5) days before until five (5) days after the last date of the reporting period specified in your Order.   (So, a quarterly report due on March 31 must be received by your CCM between March 26 and April 5.)
It is your responsibility to ensure forms completed by others are received on time by your CCM, even if you are not the one who should complete the form.

Always submit Self-Reports – whether you are working in your field or not. 
How do I prove that I have done what my order requires? 
It is up to you to provide the Board with evidence that you are compliant with your Order and eligible for release from its terms.  

As you complete the requirements of each term, send your CCM the written proof of your compliance, such as:  

· Reports of prescribed medications from your physician, or 
· Reports of changes in employment from your supervisor, or 
· Certificates of completion of CE courses from the continuing education provider

· Reports from your employer that they have read and been given a copy of your Order. 
Remember --if it is “not documented” it is “not done”!
It is important that you keep a copy of every document you send to your CCM.  Maintain these copies until the Board of Nursing releases you in writing from the terms of your Order. 
How do I get “Board approval”?
Call your CCM to discuss a request for approval before beginning the approval process.  
Board approval is a pre-approval; you must submit your request for Board approval no fewer than 15 days before you need the approval.  The Board may decline to accept proof of compliance from a non-approved source.  
Several forms for requesting Board approval are available online.  Requests for approval are a cooperative undertaking between yourself and the potential third party for whom you seek approval:

· You request Board approval by submitting the appropriate form, by fax or by mail, to your CCM

· The potential third party provides certain information directly to your CCM

· In some instances, you and the potential third party must both complete a portion of the approval request form
The more detail provided with your early request, the less likely it will be that the Board’s decision is delayed.  The Board of Nursing's fax number is 804-527-4455.

Board approvals may be phoned, faxed or e-mailed to you and will also be mailed.  No approvals will be express mailed. 
Your request is not Board-approved until you get that approval in writing! 

Employment approval
Your length of employment at a job is calculated from the date of the Board’s approval of the position until the date of your resignation or termination. 

Requests for approval of employment must include at least the following information sent directly from the potential employer to your Compliance Case Manager c/o the Board of Nursing: 

· A position description, to include a description of your practice setting (which wing, unit or acuity of population, etc.); 
· Your expected shift or working hours; 
· The names, titles, license numbers, and shifts of those specific persons who would supervise you; 

· And whether these supervisors would be working at the same location, on the same shift, and on the same floor with you.

Evaluator approval
If your Order requires Board approval of an evaluator, you and the potential evaluator are required to complete the appropriate request form together, so that you each sign and complete a portion of the same original form.
Continuing education approval
If your Order specifies the title and provider of the course(s) you are required to take, no other course is acceptable unless you request approval of a substitute course, provide a rationale for your request, and are granted Board approval for the substitution before completing the substitute course.

If your order does not specify the title of the CE course(s) you are to complete, but requires approval of CE courses, you must find an appropriate course to submit for approval:  

· Check with your usual CE providers.  

· Search the Internet.  

· Call colleges and other schools.  

· The Board may have mentioned courses to you, and 
· Your CCM also may know of appropriate courses 

You must obtain the latest course information, including credit hours and course content, from each such CE provider and forward it to your CCM as a part of your request for Board approval.  
How do I pay an Ordered monetary penalty?
There is no form associated with payment of a monetary penalty.  Make your check or money order payable to the Treasurer of Virginia.  Include with or on your payment your license number and a note that the payment is to be used for a monetary penalty, not license renewal.  

Mail the check and note to your CCM at the Board of Nursing's address.  There are no plans at this time for these fees to be payable online or through credit card or debit card. 
Any monetary penalty (or late fee) imposed by the Board which remains unpaid after the Board’s deadline will be sent for collection.
What if I am also being investigated while under this Order?
If you believe the Board is investigating any complaint or allegation against you or your practice while you are under terms of an Order, you should continue to comply with your current Order and cooperate with the Board in its investigation. 

If you stop submitting reporting forms or complying with your Order, it could affect the outcome when the Board considers the report of that investigation or your compliance and eligibility for release from the Order.

How do I obtain release from my Order?
There is no form for requesting release; however, you must petition for, or request, release from your Order in writing. 
Submit your written request to your CCM who will then craft a summary report regarding your compliance with the terms of your Order.  The CCM will forward your petition and the compliance summary report to the Board for its consideration. 
The Board will write to you if they need you to appear at an informal conference to consider your petition. 

If you stop submitting reporting forms or complying with your Order before you are released from the Order, it could affect the outcome when the Board considers the report of your compliance and eligibility for release from the Order.

Do not consider yourself released from your Order until you receive written notification from the Board that it has released you from the terms of its Order.
Do you have another question?  

Call your CCM who will be glad to help you!   

804-367-4515
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