Rev. 07/16/2015 

Virginia Board of Long-Term Care Administrators
Perimeter Center - 9960 Mayland Drive, Suite 300 - Richmond, Virginia 23233-1463

website: www.dhp.virginia.gov

e-mail: LTC@dhp.virginia.gov

Phone: (804) 367-4595
Upon receipt of the license application an acknowledgement letter is sent to the applicant advising the applicant of what items have been received and what items are lacking.  If all documentation/information has been received from the applicant, the licensing process takes approximately 10 to 15 business days. 

Read and know the Virginia Board of Long-Term Care Administrators regulations.  All applicants are required to provide evidence of passing the NAB exam.

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.

Nursing Home Administrator Application General Information 

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

The Virginia Nursing Home Administrators (NHA) national examination is offered on computer (CBT) and administered by the National Association of Boards of Examiners of Long Term Care Administrators (NAB).  Applications for the examination in Virginia are processed by the Virginia Board of Long-Term Care Administrators; upon approval by the Board the applicant may take the national (NAB) exam.  The “Information for Candidates” handbook for the national exam may be obtained from the NAB website at www.nabweb.org or you may call NAB at 202-712-9040.  
· 1. THE 3-PAGE APPLICATION FOR A LICENSE TO PRACTICE AS A NURSING HOME ADMINISTRATOR - This application will not be considered until all sections have been completed.
If you answered yes, to question #7 on page three of the application attach your state criminal history record, a certified copy of any final order, decree, or case decision by a court or regulatory agency with lawful authority to issue such order, decree, or case decision, explanation of events surrounding conviction(s), and any other information you wish to considered with you application (i.e. information on the status of incarceration, parole, or probation, reference letters documentation of rehabilitation, etc.).
· 2. PROOF OF PROFESSIONAL EDUCATION - Submit official college transcript. NO COPIES OR FAXES
· 3. FEES– The licensure application fee is $315.00, check or money order made payable to the Treasurer of Virginia; all fees are non-refundable. 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. 

          Upon approval of the license application, examination fees are paid directly to the exam vendor.  
· 4. 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.  You may fax, email or submit a copy with your application.
· 5. QUALIFICATIONS FOR INITIAL LICENSURE– The applicant must meet one of the following sets of qualifications of licensure to be considered for licensure; the applicant must determine which pathway they are eligible to apply for licensure and submit the required documentation to the board office.
1. Degree and practical experience. 
The applicant shall (i) hold a baccalaureate or higher degree in nursing home administration or a health care administration field from an accredited college or university; (ii) have completed not less than a 320-hour internship in a licensed nursing home as part of the degree program under the supervision of a preceptor; and (iii) have received a passing grade on the national examination; 
2. Certificate program. The applicant shall (i) hold a baccalaureate or higher degree from an accredited college or university; (ii) successfully complete a program with a minimum of 21 semester hours study in nursing home administration or health care administration from an accredited college or university; (iii) successfully complete not less than a 400-hour internship in a licensed nursing home as part of the certificate program under the supervision of a preceptor; and (iv) have received a passing grade on the national examination; or 

3. Administrator-in-training program. The applicant shall have (i) successfully completed an A.I.T. program which meets the requirements of Part IV (18VAC95-20-300 et seq.) of this chapter and (ii) received a passing grade on the national examination. 
IF THE APPLICANT IS CURRENTLY LICENSED IN ANOTHER STATE

· 6. QUALIFICATIONS FOR LICENSURE BY ENDORSEMENT– If the applicant is currently licensed in another state/jurisdiction the applicant may apply for licensure by endorsement and meet the requirements listed below:

1. Holds a current, unrestricted license from any state or the District of Columbia; 
( 
Applicant will need to list all jurisdictions in which licensure has been issued to practice as an administrator: active, inactive, or expired and obtain written verification from the issuing regulatory authority, in all jurisdictions, in which licensure has ever been held, including expired, inactive, and current licenses.  Contact each state regarding processing fees. (National examination scores may be submitted with your State License Verification.  The date, raw and scale scores must be submitted also.)
2. Meets one of the following conditions: 
a. Has practiced nursing home administration for one year; 
· Applicant will need to list all jurisdictions on the application in which licensure has been issued to practice as an administrator: active, inactive, or expired and complete the Endorsement Certification form and mail this form to each state or jurisdiction licensing/regulatory authority body where licensure has been held to include expired, inactive, and current licenses.  Contact each state regarding processing fees.

OR

b. Has education and experience equivalent to qualifications required by this chapter and has provided written evidence of those qualifications at the time of application for licensure; 
· Applicant will need to provide verification of education with official transcripts; 

· Applicant will need to provide verification of experience with third party documentation in the form of an original employment letter on company letterhead.
AND

3. Has successfully completed the NAB NHA Examination (If you have not previously taken the NAB exam, you must also submit the NAB NHA Test Attestation form prior to sitting for the National exam.  (This is the ONLY form that may be e-mailed or faxed to the Board office at (804) 527-4413.)
PLEASE NOTE:
· It is unlawful to practice as a NHA in Virginia until you have been issued a Virginia license or until you have been issued written authorization from the board office to serve as an Administrator-In-Training under the direct supervision of a licensed NHA Preceptor in Virginia.

· COPIES AND 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.
