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Checklist for Initial Licensure by Education
to Practice As An Assisted Living Facility Administrator

(This form has been designed to be used as a checklist sheet when preparing to submit your application.)

The Virginia Board of Long-Term Care Administrators requires passage of a national examination.  The national Resident Care and Assisted Living Administrators licensing exam is offered on computer and administered by the National Association of Boards of Examiners of Long Term Care Administrators (NAB).  Information for Candidate Handbook may be obtained at www.nabweb.org or by phone at 202-367-4200.
1. THE 3-PAGE LICENSURE APPLICATION - This application will not be considered until all applicable sections have been completed.  If you answered YES to question #6 on page 3 of the application you will need to request and have submitted an original criminal history record. Original criminal history records (form SP-167) may be obtained by contacting the state police in the jurisdiction in which you were convicted.  Virginia residents must complete a criminal history record request form in the presence of a notary public and mail to the Department of State Police, Central Criminal Records Exchange; you may obtain this form from their website at www.vsp.virginia.gov. Certified copies of the court records may be obtained by writing to the Clerk of the Court in the jurisdiction in which you were convicted.  The address is available from your local police department.

2. 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 will not be processed.  ALL FEES ARE NON-REFUNDABLE
The fee for the national Resident Care/Assisted Living Administrators licensing examination is $350.00 and is administered by NAB.  These fees may be paid by credit card (MasterCard/VISA), cashiers check, certified check, or money order, directly to NAB. You must first receive approval from the board office before sitting for the national exam.  Examination materials and the ‘Information for Candidate Handbook’ may be obtained at www.nabweb.org or by phone at 202-712-9040.
3. NATIONAL PRACTITIONER DATA BANK (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 of the report may be included with your application, emailed, or faxed to the Board.
4. PROOF OF PROFESSIONAL EDUCATION - Submit an official transcript from your school to include school seal, date of graduation, and program completed.  

· If applying by the CERTIFICATE PROGRAM also include completion of a certificate program with a minimum of 21 semester hours of study in a health care related field from an accredited college or university and documentation of not less than a 320 hour internship or practicum.

· If applying by DEGREE AND PRACTICAL EXPERIENCE also include documentation of not less than a 320 hour internship or practicum.
To qualify for initial licensure as an assisted living facility administrator, an applicant must hold a high school diploma or GED and hold one of the following qualifications:

1.
Administrator-in-training program.

a.
Complete at least 30 semester hours in an accredited college or university in any subject and 640 hours in an ALF AIT as specified in 18VAC95-30-150; 

b.
Complete an educational program as a licensed practical nurse and hold a current, unrestricted license or multi-state licensure privilege and 640 hours in an ALF AIT; 

c.
Complete an educational program as a registered nurse and hold a current, unrestricted license or multi-state licensure privilege and 480 hours in an ALF AIT; 

d.
Complete at least 30 semester hours in an accredited college or university with courses in the content areas of (i) Client/resident care; (ii) Human resources management; (iii) Financial management; (iv) Physical environment; and (v) Leadership and governance; and 320 hours in an ALF AIT;

e.
Hold a master's or a baccalaureate degree in health care related field or a comparable field that meets the requirements of subsection B of 18VAC95-30-100 with no internship or practicum and 320 hours in an ALF AIT program; or 

f.
Hold a master's or baccalaureate degree in an unrelated field and 480 hours in an ALF AIT program; or
2.
Certificate program.

Hold a baccalaureate or higher degree in a field unrelated to health care from an accredited college or university and successfully complete a certificate program with a minimum of 21 semester hours study in a health care related field that meets course content requirements of subsection B of this section from an accredited college or university and successfully complete not less than a 320-hour internship or practicum that addresses the domains of practice as specified in 18VAC95-30-160 in a licensed assisted living facility as part of the certificate program under the supervision of a preceptor; or

3.
Degree and practical experience. 

Hold a baccalaureate or higher degree in a health care related field that meets the course content requirements of subsection B of this section from an accredited college or university and have completed not less than a 320-hour internship or practicum that addresses the Domains of Practice as specified in 18VAC95-30-160 in a licensed assisted living facility as part of the degree program under the supervision of a preceptor.
5. COMPLETION OF ALF-AIT INTERNSHIP or PRACTICUM - This form is completed by the applicant and the Preceptor verifying completion of a Virginia approved Assisted Living Facility Administrator-In-Training (ALF-AIT) internship or practicum.  The completion of the ALF-AIT is a requirement for licensure and approval must be received prior to beginning the ALF-AIT.
6.    EXAMINATION RESULTS - The minimum passing score on the examination shall be established by the Board. NAB and the exam vendor will notify candidates of their examination scores and they will also send notification to the board.  The board will notify the candidate by mail of the results - DO NOT TELEPHONE THE BOARD OFFICE TO REQUEST RESULTS, unless you have not heard from the board at least two weeks after taking the exam.  No exam scores will be released by telephone.  An abundance of phone calls will delay the processing of scores, thereby lengthening the time for notification.  Candidates who pass the examination may be granted a Virginia license and a certificate sent to the address of record.  Candidates who do not pass the examination will be notified in writing.  The Board of Long-Term Care Administrators will not report your scores to another state.  You may contact the automated verification line at any time to verify if licensure has been issued at 804-270-6836.

PLEASE NOTE:

· It is unlawful to practice as an Assisted Living Facility Administrator in Virginia until 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 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 (see item #3).
· 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.

