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Instructions:
There are three main steps to the application process:
1. Read all regulatory statues and materials to review necessary aspects of a nursing assistant alternative ‘bridge’ training program.
2. Complete all required forms and documents.  There are checklists below to help you. 
3. [bookmark: _GoBack]Mail in complete application packets.  Place Materials in the same order as the application checklist.



In order to process your request:
Mail your application to:
Nursing Care Quality Assurance Commission 
Department of Health
Nursing Education Advisor
PO Box 47864 
Olympia, WA 98504-7864

Contact us:
360.236.4700



Application Instructions Checklists

All information should be typed or printed clearly.  It is your responsibility to submit the required forms.
Home Care Aide Complete Packet for New Program Approval
· Application for Approval--669-293 
· Application for Program Director 669-304
· Curriculum Verification of Requirements 669-295
· Declaration of Program Director 669-296
· Instructional Staff Documents 669-297 This is not applicable if the program director is the sole instructor 
· A list of course objectives for your training program
· The curriculum outline and schedule of class and clinical presentations.  The applicant must provide evidence of content that will lead to the achievement of all required nursing assistant competencies listed in Washington Administrative Code (WAC) 246-841-420 and curriculum content as identified in WAC 246-841-545.
· A sample lesson plan for one core unit of the curriculum outline. This includes a lesson plan objective and any supporting sub-objectives.
· The skills checklist  and competency evaluation used in your program for skills achievement verification
·  A description of the evaluation methods and your program requirements for passing. 
· Copies of the required affiliated agreement with facilities where clinical training is conducted (non-facility based programs only)
· Sample of student record form to be used by training program.
· If applicable, programs must verify that the nursing assistant alternative training school is approved to operate in the state of Washington by:
· The State Board for Community and Technical Colleges;
· The superintendent of public instruction; or
· The Workforce Training and Education Coordinating Board.



Medical Assistant Application Packet for New Program Approval
· Application for Approval 669-298
· Application for Program Director 669-299
· Curriculum Verification of Requirements 669-301
· Declaration of Program Director 669-302
· Instructional Staff Documents 669-303 This is not applicable if the program director is the sole instructor 
· A list of course objectives for your training program
· The curriculum outline and schedule of class and clinical presentations.  The applicant must provide evidence of content that will lead to the achievement of all required nursing assistant competencies listed in Washington Administrative Code (WAC) 246-841-420 and curriculum content as identified in WAC 246-841-550.
·  A sample lesson plan for one core unit of the curriculum outline. This includes a lesson plan objective and any supporting sub-objectives.
· The skills checklist  and competency evaluation used in your program for skills achievement verification
· A description of the evaluation methods and your program requirements for passing. 
· Copies of the required affiliated agreement with facilities where clinical training is conducted (non-facility based programs only)
· Sample of student record form to be used by training program.
· If applicable, programs must verify that the nursing assistant alternative training school is approved to operate in the state of Washington by:
· The State Board for Community and Technical Colleges;
· The superintendent of public instruction; or
· The Workforce Training and Education Coordinating Board.


Renewal Instructions Checklists
Renewal Application Packet for Home Care Aide Programs
· Application for Program Director 669-304
· Instructional Staff Documents 669-303 for all current instructors.  This is not applicable if the program director is the sole instructor
· Curriculum Verification of Requirements 669-295
· The curriculum and schedule of class and clinical presentations. The applicant must provide evidence of content that will lead to the achievement of all required nursing assistant competencies listed in the Washington Administrative Code (WAC) 246-841-545 and WAC 246-841-420.
· Updated copies of the affiliated agreement with facilities where clinical training is conducted if the contract has expired. (Applies to only non-faculty based programs)

Renewal Application Packet for Medical Assistant Programs
· Application for Program Director 669-304
· Instructional Staff Documents 669-303 for all current instructors.  This is not applicable if the program director is the sole instructor
· Curriculum Verification of Requirements 669-295
· The curriculum and schedule of class and clinical presentations. The applicant must provide evidence of content that will lead to the achievement of all required nursing assistant competencies listed in the Washington Administrative Code (WAC) 246-841-550 and WAC 246-841-420.
· Updated copies of the affiliated agreement with facilities where clinical training is conducted if the contract has expired.  (Applies to only non-faculty based programs)

