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Life Care Centers of America included the following 
statement within its Corporate goals in 2004: 
 

“...Continue to identify Life Care Centers of 
America as a leader in the long term care 
industry through participation in the American 
College of Health Care Administrators’ 
Certification Program.” 
 

ACHCA Thanks Life Care Centers of America for its 
affirmation of the value of Professional Certification 
for distinguishing its leaders. 

Tab le  o f  Conten ts  

ACHCA’s Professional Certification Program .................................................................. 4 
Definitions .......................................................................................................................... 4 
CNHA: Nursing Home Administrator Certification .......................................................... 5 
CALA: Assisted Living Administrator Certification .......................................................... 5 
Reasons to Pursue Professional Certification ................................................................... 6 
List of States for Licensure Recognition ............................................................................ 6 
Requirements for Professional Certification ..................................................................... 7-8 
Assisted Living Certification Eligibility Requirements ...................................................... 9 
Nursing Home Certification Eligibility Requirements ....................................................... 10 
Exam Overview .................................................................................................................. 10 
Exam Content……………………………………………………………………………………….11 
Examination Processes……………………………………………………………………….…..12 
Disciplinary Policy ............................................................................................................ 13 
Certification Renewal ........................................................................................................ 13-14 
The Executive Portfolio ...................................................................................................... 14 
The Executive Level Course ............................................................................................... 15 
Certification Expiration ..................................................................................................... 15 
References .......................................................................................................................... 15-16 
Forms 
Code of Ethics .................................................................................................................... 17 
Application for Professional Certification  ........................................................................ 18 
Demographic Data Sheet ................................................................................................... 19 
Affidavit .............................................................................................................................. 20 
Certification/Re-certification Application Process Payment Form ................................... 21 
 
 



A M E R I C A N  C O L L E G E  O F  H E A L T H  C A R E  A D M I N I S T R A T O R S  Page 4 

ACHCA's Professional Certification Programs 
�� Have the goal of defining excellence in the profession. 
�� Include Nursing Home Administration and Assisted Living Administration. 
�� Certify professionals who have demonstrated the knowledge, skills and values consistent with the high 

standards of management necessary to provide quality care to residents, families and communities. 
�� Provide visible and tangible evidence of public accountability for the efficient delivery of quality 

health care. 
�� Benefit professional nursing home administrators, assisted living administrators, public and private 

financing agencies, state licensure boards, state regulatory agencies, employees, and ultimately,  
residents and families who are served by health care services. 

 

Certified Professionals 
�� Recognize that they are responsible for creating an organizational  

environment dedicated to the physical, social and emotional needs of residents. 
�� Are committed to a higher standard of quality care, which includes healing, empathy, and compassion 

for those in need and for those who love them. 

DEFINITIONS  
Certification:   
�� The National Organization for Competency Assurance (NOCA) defines certification as “a voluntary 

process instituted by a non-governmental agency by which individuals are recognized for advanced  
knowledge and skill.” 

�� Professional Certification sets advanced standards. 
�� Is a voluntary process. 
�� ACHCA’s Professional Certification Programs require both educational and experiential  

qualifications for eligibility. 
�� Requires assessment including testing. 
�� Identifies and honors administrators and managers who are performing at an advanced level of skill 

and knowledge. 
�� Results in an advanced credential. 
 

Licensure:  
�� Refers to the mandatory, state and federal requirement for practice in a particular profession or  

occupation. 
�� Other terms used by states for entry to practice requirements include registration and certification (not 

to be confused with Professional Certification). 
�� Sets minimum (entry-level) competence. 
�� Requires assessment including testing. 
�� Is meant to protect the public from incompetent practitioners. 
 

Certificate Program: 
�� Not regulated or standardized. 
�� Not to be confused with Professional Certification. 
�� Generally consists of a prescribed course or curriculum with or without assessment or testing. 
�� Results in a Certificate of Completion issued by the program sponsor upon program completion. 
�� Is a voluntary process. 
 



CNHA: N URSING HOME  ADMINISTRATOR  CERTIFICATION  
ACHCA began certifying nursing home administrators in 1978 and, through the years, the program has 
been revised several times to reflect emerging trends in professional credentialing. The CNHA exam  
is based on the exam blueprint developed by Subject Matter Experts based on the Nursing Home  
Administrator job analysis. Subject areas have been identified as domains of practice for nursing home 
administrators.  
 

In an independent study released May 2000 of 17,000 nursing homes, investigators found a strong  
association between Professional Certification and a higher quality of care on certificants’ annual State 
surveys.  The study, Skilled Nursing Facilities Led by Professional Administrators Show Evidence of 
Higher Quality Care, was carried out by investigators from Rutgers, Harvard Medical School, and Brown 
University Center for Gerontology and Health Care Research using the Health Care Financing  Admini-
stration’s public access database of State Survey results. It was conducted under the auspices of LTCQ, 
Incorporated, a Massachusetts-based company providing information services for long term care quality 
management. The study was sponsored by Novartis Pharmaceuticals Corporation, East Hanover, New Jer-
sey.  
 

The LTCQ study showed that facilities led by certified ACHCA members had especially strong evidence 
of quality care. Certified members' facilities showed strong performance in two areas frequently associ-
ated with nursing homes’ quality of care: avoiding physical restraints and preventing pressure ulcers. 
 

Nearly 30% of certified members’ facilities were restraint-free, and almost 28% of certified members’  
facilities had no residents with pressure ulcers. By contrast, only 12.7% of U.S. nursing homes were  
restraint-free and only 14.6% had no residents with pressure ulcers. 
 

For more information about the study, please see Castle NG. and Fogel BS, Professional Association 
Membership by Nursing Facility Administrators and Quality of Care, Health Care Management Review, 
Spring 2002, Vol 27 (2):7-17. 
 

For more information about LTCQ, Incorporated, contact the company at www.LTCQ.com, or phone 
(781) 457-5900. 

CALA: A SSISTED L IVING  ADMINISTRATOR  CERTIFICATION  
Not all states mandate licensure of assisted living administrators. Those that do have varying eligibility 
requirements to practice in the profession. With inconsistent administrator requirements across states,  
experienced assisted living administrators can demonstrate their knowledge and ability through ACHCA 
Professional Certification.  
 

Since the assisted living sector does not have federal regulatory oversight and is regulated by the states, 
the ACHCA Professional Certification process provides a national standard for assisted living administra-
tion. The CALA exam is based on the exam blueprint developed by Subject Matter experts based on the 
assisted living administrator job analysis. Subject areas have been identified as domains of practice for as-
sisted living administrators. 
 

ACHCA’s CALA program serves as a model for advanced practice in assisted living administration. 
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National Recognition & Endorsement 
The Professional Certification Program identifies and honors adminis-
trators and managers who are performing at an advanced level of skill 
and knowledge. Certified Nursing Home Administrators may be  
eligible for some form of licensure reciprocity in participating states/
jurisdictions (see insert at right).  
 

The CNHA program is recognized by the National Association of 
Boards of Examiners of Long Term Care Administrators (NAB) as a cri-
terion for NHA Licensure Endorsement. 
 

Commitment to the Public 
Professional Certification reflects a commitment to residents, families 
and staff. Certified administrators have advanced knowledge and  
experience to lead their facilities. 
 

Enhancement of the Profession 
Professional Certification promotes quality in the profession and im-
proves the public image of administrators. The presence of a Certified 
Administrator in a long term care organization speaks well to consumers 
evaluating an Assisted Living Community or Skilled Nursing  
Facility. 
 

Personal Satisfaction and a Sense of Achievement 
Certification is a voluntary program, which allows experienced and prac-
ticing administrators to validate their knowledge, skill and abilities. Pro-
fessionally Certified individuals cite a strong feeling of personal  
accomplishment. Candidates who sit for the certification exam receive 
detailed score reports so they can assess areas of strength and areas for 
development. 
 

Employer Recognition 
Some employers encourage their administrators to become profes-
sionally certified and others look for Certification as a condition of hire. 
Certification is considered a plus on a résumé. 
 

ACHCA Recognition 
Upon Certification, ACHCA will: 
�� Provide a certificate suitable for framing recognizing your achieve-

ment. 
�� Provide a sample press release you can send to your local  

newspapers. 
�� Provide a letter to your CEO (or a potential employer) informing him 

or her of your achievement and its significance (upon request). 
�� Publish your name in ACHCA’s member publications. 
�� Recognize you before your peers at a special ceremony during  

Annual Convocation & Exposition. 
 

State 
Recognition 

The following states recognize 
ACHCA's CNHA program which 
in many cases “fast tracks” ad-
ministrator eligibility for licen-
sure in that state: 

�� Arkansas 
�� Georgia 
�� Illinois 
�� Iowa 
�� Kentucky 
�� Louisiana 
�� Maine 
�� Michigan 
�� Minnesota 
�� Nevada 
�� New Jersey 
�� New York 
�� North Dakota 
�� Ohio 
�� Oregon 
�� Rhode Island 
�� South Carolina 
�� Tennessee 
�� Utah 
�� Washington 
�� West Virginia 
�� Wisconsin 

 
Licensing rules and requirements 
vary by state. Check with your 
state licensing board for your 
state’s reciprocity requirements. 
A list of state licensure boards 
and contact information is main-
tained on the NAB website at 
www.nabweb.org. 
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REASONS TO PURSUE PROFESSIONAL CERTIFICATION :  



REQUIREMENTS  FOR PROFESSIONAL CERTIFICATION  
Application and Registration 

�� For each Credential, candidates must complete and submit an application which demonstrates  
education, experience and continuing education (see pp 17-20). 

�� Submit a copy of current NHA or AL license if required by state.�
�� Acknowledge the ACHCA Code of Ethics (see pp 16). 
�� Pass both the general Certification Exam (110 questions) and the specialty exam (40 questions). 
�� Submit credentialing fees once the exam is passed. 

 

Eligibility Criteria (see pp 9-10) 

All eligibility criteria are detailed on the Application for Professional Certification. 
You must demonstrate: 
    

�� A minimum of two years of licensure, as defined by the state board. 
�� A minimum of 40 hours of continuing education provided through an approved provider of CE such as 

NAB or ANCC over the past 2 years (up to date of application). 
�� Both education/experience and continuing education requirements must be fulfilled to be eligible. 
�  ACHCA membership is preferred but not a requirement for Professional Certification. 

Application Process 

A candidate’s exam eligibility must be established before exam registration can take place. If an applica-
tion is not approved, the registration fee will be refunded, minus a $25.00 processing fee. See page 17-21 
for the application checklist and application form. 
 

Faxed applications must be accompanied by credit card payment information. 
 
 

Scheduling the Professional Certification Exam 

�� Once the application is approved and the applicant receives an approval letter from ACHCA, the com-
puter-based professional exam(s) may be scheduled for the day of your choice. 

�� Exams are conducted at PSI/Lasergrade testing centers. PSI/Lasergrade testing centers can be located 
at www.lasergrade.com. Just click on “quick find” and follow the prompts. 

�� The ACHCA-issued approval letter provides identification information necessary to register for the 
Professional Certification exam(s) on the PSI/Lasergrade site. 

�� All candidates must pre-register before taking the Professional Certification exam. 
 

Any person who requires special arrangements to take the exam must make a request to PSI/Lasergrade 
indicating the necessary arrangements and reasons for such arrangements, prior to scheduling their exam. 
 
 

Unemployed Applicants 
 
Unemployed applicants are eligible for Certification providing all requirements are met. The experience 
verification may be signed by a previous employer. In instances where a license is required to meet  
eligibility requirements, the license must be current. 
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Refund and Cancellation 
If a scheduled exam needs to be canceled, PSI/Lasergrade must be notified no less than 24 hours before 
the exam date. If adequate notice is not provided, a $75.00 processing fee will be charged. The exam can 
be rescheduled. 
 

Candidates who have been approved for, but have not yet scheduled an exam, and who wish to cancel the 
exam authorization, may notify ACHCA. The application fee minus a $75.00 processing fee will be  
refunded. 
 

Pursuing Multiple Credentials 
�� Candidates may take two specialty examinations on one test date. 
�� The same application form may be used to register for multiple exams. 
�� If two specialty exams are taken on the same test date, see the fees schedule on page 21. 
 

Confirmation Notice 
ACHCA will mail a confirmation notice to applicants within two weeks after receiving the application for 
certification. 
 

Change in Contact Information 
Changes to your name or contact information should be submitted in writing via Fax to (866) 874-1585 or 
via email at professionaladvancement@achca.org. 
 

Certification of Foreign Administrators 
Foreign administrators are waived of all U.S. licensure requirements. Foreign administrators who meet all 
other requirements are eligible for ACHCA Certification. Certification exams, however, are only  
available at testing centers in the United States. 

 

Examination Day 
�� Plan to arrive at the exam site early. Seating will begin promptly and the exam will begin on time. Latecomers 

may be prohibited from taking the exam. 
�� Bring the confirmation notice received from ACHCA and picture identification to the exam site. 
�� Three hours are allotted to complete the 110-question general exam and a 40 question specialty  exam (either 

nursing home administration or assisted living administration). Those candidates taking a second Specialty Test 
will have an additional hour to answer the additional 40 question exam. 

�� No breaks are scheduled during the exam. If you wish to leave the room, you must obtain permission from the 
exam administrator. 

�� Do not bring books or other materials into the examination room. 
�� You will be notified if you passed immediately after the exam. 
�� Exam administrators are authorized to admit only those candidates who have a confirmation notice, picture ID, 

and have pre-registered. (Exam administrators cannot review applications or establish exam eligibility). 
 

After the Exam 
With your notification from ACHCA of successful completion of the Certification process, you will  
receive an invoice for the remainder of your credentialing fee. 
 

Upon receipt of your credentials and fee(s), the ACHCA will send you a CEO notification form and a  
certificate suitable for framing. 
 

Questions or comments regarding the professional Certification exam must be submitted to ACHCA in 
writing via email at professionaladvancement@achca.org or call ACHCA at 202-536-5120, ext. 5672. 
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ASSISTED L IVING  CERTIFICATION  ELIGIBILITY  REQUIREMENTS  
 

Option 1 

Fulfillment of any state Assisted Living Administrator licensure requirement. 
or 

Completion of the NAB RC/AL Licensure Exam. 
or 

Current Nursing Home Administrator license.  
and  

Two years of full-time experience as an Assisted Living Administrator/Manager in an assisted living 
environment as defined by State law. 

and 
40 hours of continuing education during the two years prior to date of application in the Domain of 

Practice relevant to Assisted Living Administrator/Management.* 
or 

Option 2 
Baccalaureate degree and two years of full-time experience as an Assisted Living Administrator/

Manager in an assisted living environment. (as defined by State law) 
and 

40 hours of continuing education during the two years prior to date of application in the Domain of 
Practice relevant to Assisted Living Administration/Management.* 

or 
Option 3 

Associate degree or Registered Nurse and four years of full-time experience as an Assisted Living  
Administrator/Manager in an assisted living environment. 

and 
�� 40 hours of continuing education during the two years prior to date of application in the Domain of 

Practice relevant to Assisted Living Administration/Management.* 
or  

Option 4 
�� High School diploma, G.E.D. or LPN/LVN and six years of full-time experience as an Assisted Liv-

ing Administrator/Manager in an assisted living environment. 
and 

�� 40 hours of continuing education during the two years prior to date of application in the Domain of 
Practice relevant to Assisted Living Administration/Management.* 

 
*This requirement can be satisfied if you are a licensed NHA in a state requiring 20 CEU/year.  

Submit a copy of your NHA license.  
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NURSING HOME  CERTIFICATION  ELIGIBILITY  REQUIREMENTS  
Two year licensure as a Nursing Home Administrator, including a current NHA license. 

and 
Two years experience as a Nursing Home Administrator (excluding time as an AIT). 

and 
A baccalaureate degree if licensed after January 1, 1996. 

and 
40 hours of continuing education during the two years prior to date of application in the Domain of  

Practice relevant to Skilled Nursing Administration/Management.* 
 

*CEU documentation is required only if you are licensed in a state that does not require 40 hrs/2 years for 
re-licensure: CEU documentation is needed for the following states: AK, CO, HI, IL, LA, MI, NC, TN, 
KY, NY, WI. 

EXAM  OVERVIEW  
Development 
ACHCA has contracted with an outside vendor to provide testing and consulting services for the Profes-
sional Certification Exams. HumRRO is a national testing company founded in 1951. It designs, develops 
and implements effective and reliable testing assessment programs. Their clients include an array of asso-
ciation certification programs.  HumRRO’s experience and expertise, combined with select ACHCA vol-
unteers and Subject Matter Experts, ensure that the programs are top-notch in terms of professional testing 
standards and candidate expectations. 
 

The Exam Development Process 
The original exam design included a job analysis for both long term care and assisted living administra-
tion disciplines. Based on this analysis, ACHCA’s Professional Advancement Committee and Subject  
Matter Experts participated in Survey Development Workshops conducted by HumRRO to define the 
knowledge and skills necessary in each discipline. This process resulted in a 12-page Health Care  
Administrator Job Characteristics Questionnaire, which was then mailed to 3,000 randomly selected  
administrators. Survey results were compiled by HumRRO and reviewed by Subject Matter Experts who 
then developed the blueprints for the exams. 
 

Although a new job analysis is utilized every five years, individual test items are written and revised year-
round. New test questions are introduced in each exam administration and may be selected from the Exam 
Item Bank.  
 

Subject Matter Experts review the individual item statistics and set the cut-scores (pass/fail rates). Using 
the Angoff-Criterion referenced method, these Experts judge the relevance of each item and the  
importance of a qualified candidate correctly answering that question. These judgments and the actual  
statistical results of the exams are factored to yield a cut-score for each exam. 
 

HumRRO has responsibility to train Subject Matter Experts on an ongoing basis to write exam items to 
keep the exams current and relevant. Subject Matter Experts, or Item Writers, are selected by the  
Professional Advancement Committee based on years of experience, knowledge, and area of expertise. 
 

Exam Preparation 
Because the Certification Exams are designed to draw on your experience, developing traditional study 
materials is difficult. Most candidates review the exam blueprint below and then focus their preparation 
on areas in which they may need a refresher. 
 

Candidates also may call the ACHCA National Office for information on finding a certified  
administrator who is willing to serve as a mentor. 
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EXAM  CONTENT  
New items are routinely added to the exam bank of questions, and some topics may or may not be  
covered. Please use this information as a guide for preparation.  Candidates for CNHA and CALA must 
complete both the General Administration portion of the exam and a Specialty section. 
 

Part I – General Administration (110 questions) 

Organizational Management & Governance (26%) - Structure: Mission statement, Bylaws and   
Articles of Incorporation, governance, and ethical issues.  Quality: Inventory management, measuring  
performance, client satisfaction, independent contractor qualifications and services.  Operations:  
Contracts, staff mix, planning, information systems, risk management, negotiation, developing effective 
policies and procedures, conflict resolution, and legal terminology. 

Community Relations & Marketing (10%) - Promotion: Community organizations, outreach services, 
developing education, volunteer and support programs, and public communication.  Marketing: Commu-
nity needs assessment, feasibility studies, networking, marketing plans, and client information databases. 

Financial Management (8%) - Budgeting, analysis, accounting principles, clients’ fund and account  
procedures, rate setting, revenue sources, loan acquisition, reimbursement, third-party contracts. 

Personnel Management (8%) - Recruiting, educational requirements, staff development, evaluations, 
compensation and benefits, recognition, employment laws, and policies. 

Environmental Management (7%) - Preventive maintenance, rules and regulations, waste management, 
housekeeping, laundry and linen management, security, and environmental quality management. 

Client Services (7%) - Pre-admission, admissions, transfer, discharge, clients rights, care management 
systems, care for dying clients, community resources, and counseling. 

Food Services (5%) - Role of registered dietician, role of director of food service, governmental/
regulatory requirements, principles of nutrition, food costs and procurement methods. 

Clinical Services (3%) - Pharmacological terminology, diagnostic services, nursing practices, and  
emergency medical services. 
 
Part II – Specialty Portion for Nursing Home Admini stration and  

Assisted Living Administration (40 questions each s ection) 

Client Services (8%) - Ethical standards, documentation systems, rules, regulations, special needs, rehab, 
respiratory services, and infection control. 

Clinical Services (7%) - Administration of drugs, role of pharmacist, infection control, and medical  
terminology. 

Environmental Management (7%) - Infection control, risk management, safety, equipment mainte-
nance, design and adaptation, physical plant needs, and materials management. 

Organizational Management (2%) - Regulations, client data, and records management. 
Financial Management (2%) - Cost structures and billing procedures. 
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EXAMINATION  PROCESSES 
Determination of Passing Scores 
Passing scores are determined using the Angoff Criterion-referenced method, the most accepted method 
in the testing industry. Candidate scores are not affected by others who take the exam on the same day. 
 

Examination Results 
Candidates are given a Pass/Fail score for both Parts I and II. A candidate must pass both the general ans 
the specialty examinations to receive the credential. Each score report shows performance in the individ-
ual subject areas to provide feedback on areas of strength and weakness. 
 

Exam scores are valid for three years.  A candidate who has previously passed Part I, the General Admini-
stration Section, may apply the score from that section to seek an additional credential within the three-
year period.  For example, a CALA may seek the Nursing Home Administrators Certification by taking 
only the CNHA Specialty test within this three-year period. 
 

Confidentiality of Exam Scores 
Only designated ACHCA staff, staff of ACHCA’s contracted testing company and members of the  
Professional Advancement Committee (when necessary) have access to exam scores. Scores will not be  
released to anyone other than the examinee without written permission. 
 

Retaking Exams 
If the candidate fails either the general or the specialty examination, he/she may apply to retake only the 
failed examination . There is no limit to the number of times a candidate may retake either the general 
exam or either of the specialty exams. Exam scores are valid for three years. 
 

Challenging Scores & Appeals 
Candidates may appeal a decision of the Professional Advancement Committee (PA Committee) or any 
aspect of a Certification Exam. All appeals must be submitted in writing to the PA Committee. Appeals 
related to the calculation of exam scores must be received within 30 days following the exam. Candidates 
may request to have exams reviewed by the PA Committee. However, actual scores very rarely change as 
a result of a review. Candidates must submit a written request for appeal and payment for $45.00 to the 
attention of ACHCA Certification staff. The fee includes checking for omitted questions, or any condi-
tions that may have interfered with the scoring process. Information on responses to specific questions 
cannot be provided to ensure exam security. Appeals should be sent by return receipt certified or regis-
tered mail. The request should state the reason why the scores are contested and should include any infor-

A M E R I C A N  C O L L E G E  O F  H E A L T H  C A R E  A D M I N I S T R A T O R S  Page 12 



mation to be considered by the PA Committee. 
 

Exam Updates 
The Professional Advancement Committee, HumRRO and Subject Matter Experts are continually  
developing new exam items. The tests are updated annually. 
 

Disciplinary Policy 
The PA Committee may revoke the application or certification of an individual or otherwise take discipli-
nary action in accordance with the PA Committee Professional Practice and Disciplinary Procedures. 
 

Such procedures currently allow revocation of application or certification, and allow other disciplinary ac-
tion in the case of: 

�� ineligibility; 
�� irregularity in connection with the exam; 
�� unauthorized possession or distribution or other use of exam materials; 
�� misrepresentation in any statement to the PA Committee or public regarding Certification; 
�� loss or suspension of other health care provider licenses required for the field covered by Certifica-

tion; 
�� conviction or plea of guilty to a felony or misdemeanor related to the practice of medical  

management or administration; 
�� not adhering to the eligibility requirements for Certification candidacy or ensuring compliance with  

proficiency requirements; or 
�� violating the ACHCA Code of Ethics. 

 

ACHCA may amend these Disciplinary Procedures as needed. 
 

In the event disciplinary review is required, the PA Committee shall serve as a Hearing Panel and follow 
established policy for such hearings and review. Copies of the Disciplinary Process policy are available 
by contacting ACHCA. 
 

ACHCA’s Professional Certification Programs do not discriminate on the basis of age, color, creed, dis-
ability, gender, health status, lifestyle, membership status, nationality, race, religion or sexual orientation. 
 

Certification Renewal 
 

In order to ensure continued competency, Certified Administrators must renew their Certification every 
five years. The National Organization for Competency Assurance (NOCA), a national, nonprofit associa-
tion dedicated to defining standards in certification, strongly recommends renewal as part of any certifica-
tion program. 
 
 

The NOCA Guidelines state “technology is advancing too fast for a certificate of competence earned at 
the beginning of one’s career to constitute proof of competence many years later. Demonstrations of con-
tinuing competence are as reasonable and necessary as are required demonstrations of entry-level compe-
tence.” There is no profession where change is more evident than in health care. 
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One of the following options may be completed to renew certification: 
�� Pass the Certification Exam 
�� Complete an Executive Portfolio 
�� Complete an Executive Level Course 
 

The Executive Portfolio 
The Executive Portfolio allows an administrator to demonstrate professional activity and development 
during the certification renewal period. A total of 150 CEU in five Domains of Practice categories cov-
ering the five year period and approved by a continuing education provider such as NAB, ANCC, etc... 
are required. Each Domains of Practice category must have the required number of CEU assigned to it 
(as indicated below) of the Domains of Practice categories. 
 
�� Human Resources (24 CEU) 

Recruitment/retention, educational requirements, staff development, evaluations, compensation and benefits, 
recognition, labor and government laws, HR policies, independent contractor qualifications and services 

�� Resident Care (40 CEU) 
    Resident services including nursing, food, social, therapeutic activity, pharmaceutical and medical; health infor-

mation management; residents rights  
�� Leadership (35 CEU) 

Strategic planning, goal setting, creating a mission, accountability, managing change, crisis management, main-
taining formal channels of communication, resource acquisition, information planning and control, ethics, li-
ability issues 

�� Environment (21 CEU) 
    Maintenance and improvement of building grounds and equipment, environmental safety programs, emergency 

preparedness programs  
�� Finance (30 CEU) 

Budgeting, analysis, accounting principals, client’s fund and account procedures, rate setting, revenue sources, 
loan acquisition, reimbursement, third party contracts, cost structures, billing procedures 

 
ACHCA no longer requires submission of the Executive Portfolio to document the achievement of continuing 
education (CE) at the time of renewal. However, the Professional Advancement committee will conduct random 
audits, 10% or no less than eight, of certification renewal applications within the year the renewal is received to 
ensure compliance with CE renewal requirements. These audits will include the verification of both the required 
Executive Portfolio and related CE certificates.  
It is suggested that you complete this document and save it in case your renewal application is selected for audit.  
In addition, it is suggested that you gather and save the associated CE certificates for this five year renewal pe-
riod. Please be aware, that should an audit reveal fraudulent submission of CE documentation, the Professional 
Advancement committee reserves the right to disqualify this credential. 
 

The same Executive Portfolio may be submitted for renewal of multiple credentials; multiple credentials do not 
have to be renewed at the same time; although it may be more economical to do so. 
 

~CEU sessions and titles are not by themselves defining for the core of knowledge categories; ACHCA  
relies on your best judgment for assigning the category in which the CEU are applicable.  Single topic seminars 
should go into a single category and conferences may be broken down by session topic to equal the total number 
of CEU awarded.  Magazine tests can be claimed under the category that best fits their description. 
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The Executive Level Course 
Executive Level Courses are intended primarily for senior executives, should be in the area of general management 
or health services management, are at least 40 hours in length and are offered by a college, university or nonprofit 
organization. Candidates are asked to seek prior approval from the Professional Advancement Committee (PA 
Committee) for the Executive level Course option. Example: The University of Washington Certificate Program in 
Gerontology fulfills this option requirement. To seek prior approval of an executive level course, please contact Di-
rector of Education and Professional Advancement, by email at professionaladvancement@achca.org or by phone 
(202) 536-5120 ext. 5672 
 
Certification Expiration 
Certification renewal may be completed up to one year prior to the expiration date or during a one-year grace pe-
riod after the expiration date. The renewal dates continue in five year increments from the original Certification 
date, regardless of the date of renewal. If the Certificant does not renew she/he will be decertified. If a Certificant 
wishes to regain Certification after being decertified, the candidate must apply for and pass the Certification Exam. 
 

GENERAL  
 

001.  Allen, James E., (2007-5th Edition)   Nursing Home Administration  New York, NY   
 Springer Publishing Company, Inc. 
 
002.  Dana, Bernie & Olson, Douglas (2007) Effective Leadership in Long Term Care:  The Need and the Oppor-
tunity ACHCA Reston, VA  available at www.achca.org 
 
003.  Kouzes, James M. & Posner, Barry Z. ( 2007- 4th Edition) The Leadership Challenge  San Francisco, CA 
Jossey-Bass Publishing 
 
004.  Pratt, John R., (2010-3rd Edition)   Long Term Care: Managing Across the Continuum   
Sudberry, MA  Jones and Bartlett Publishers 
 
005.Taber’s Cyclopedic Medical Dictionary (21sth Edition) Philadelphia, PA F.A. Davis 
 
006.  Townsend, Joseph H., Davis, Winborn E., Haacker, Robert W., (2007)    
The Principals of Health Care Administration  Bossier City, LA    
Professional Printing & Publishing. Inc. 
 
007.  Singh, Douglas, A., (2010-2nd Edition) Effective Management of Long-Term Care Facilities  Sudbury, MA 
Jones and Bartlett Publishers 
 
 

SPECIALTY  
 
Nursing Home Administration 
 
008.  Long Term Care Enforcement Procedures October (2005) Washington, DC   American Health Care Asso-
ciation 

 
009.  The NAB Five-Step Program Administrator-in-Training Internship Manual for  
Nursing Home Administrators    (2004-2007) Washington, DC   National  
Association of Boards of Examiners of Long Term Care Administrators 
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010.  The Long Term Care Survey October (2006) Washington, DC   American Health Care Association 
 
011.  Online websites for original source references on Federal regulations such as: 
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Assisted Living Administration 
 
012.  Mason, Christian A. (2006) AL Certificate Program II, Advanced – Domains 1, 2, 3, 4, 5 Provider Manage-
ment Educational Services www.ceusite.com 
 
013.  Allen, James E., (2004-Second Edition) Assisted Living Administration: The Knowledge Bas e, New York, 
NY Springer Publishing Company, Inc. 
 
 
AL Recommended References  
 
NCAL Guidelines for Dementia Care and others 
 
Pioneer Network’s white paper on Culture Change/Resident Centered Care 
Manual for  
Nursing Home Administrators    (2004-2007) Washington, DC   National  
Association of Boards of Examiners of Long Term Care Administrators 
 
010.  The Long Term Care Survey October (2006) Washington, DC   American Health Care Association 
 
011.  Online websites for original source references on Federal regulations such as: 
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Assisted Living Administration 
 
012.  Mason, Christian A. (2006) AL Certificate Program II, Advanced – Domains 1, 2, 3, 4, 5 Provider Manage-
ment Educational Services www.ceusite.com 
 
013.  Allen, James E., (2004-Second Edition) Assisted Living Administration: The Knowledge Bas e, New York, 
NY Springer Publishing Company, Inc. 
 
 
AL Recommended References  
 
NCAL Guidelines for Dementia Care and others 
 
Pioneer Network’s white paper on Culture Change/Resident Centered Care 
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Initial Certification Sought:  ___CNHA  ___CALA     

ACHCA Member # (not required)____________      National Provider Number (NPI)__________________ 
 
 I do not have an NPI # because I am: __retired __a consultant __in a regional position __a CALA __other   
                                 
___  Dr.      ___ Mr.     ___ Ms.     ___ Sr.     ___ Rev.    Other:_______________  
 
Last Name ____________________        First Name ____________________        MI ______    
 

Advanced Education Credential:  __PhD   __MA   __MBA   __MS  

Current  ACHCA Credential: __CNHA  __CALA __CAS __FACHCA 

Position/Title: ___________________________________________________ 
 
Facility/Company: ________________________________________ 

Contact Information: 
Please specify your preferred method of contact:  __Home   __Business 

Home Address:        Business Address: 

__________________________ ________   ___________________________________ 

__________________________________   ___________________________________ 

__________________________________   ___________________________________ 

 
Personal Email:      Business Email: 
__________________________________   ___________________________________ 
 
Home Phone:______________________   Business Phone:_____________________ 
 
Cell Phone:________________________   Fax:_______________________________ 
   
 
All information will be kept strictly confidential. 
 
  

Accommodations  
    
Do you require accommodations to take the exam because of a functional limitation?  Yes �   No �  
 
If yes, please provide a written request on a separate sheet. 
 
To locate a testing center, go to the Internet, enter www.lasergrade.com and click on “Quick Find”. 



 

Professional Certification 
Demographic Data Sheet 
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 Affidavit  
Since I have been employed in an Assisted Living/Skilled Nursing or related environment: 

I have  have not had a professional license suspended.  
I have read and acknowledged the ACHCA Code of Ethics.  
I have  have not been charged with an ethics violation.  
I have  have not been convicted of a crime.  If you checked “have” for any of the above, except for the Code of Ethics, explain on 

a separate sheet of paper. I understand that in the future, if any of the above actions should occur, I am required to notify the 
Professional Advancement Committee. I understand that this application and related documents are confidential properties of the 
Professional Advancement Committee and the undersigned. Through my signature below, I agree to allow the Professional 
Advancement Committee to use this information for bona fide purposes related to facilitating state licensure reciprocity or accredited 
university assessment of academic equivalency. I recognize that such action may cause this application and related material to become 
public information in connection with matters involving state licensure reciprocity. Through my signature, I attest to the accuracy of 
the information on this application, and I understand that this application can be denied, or my Certification revoked, if any answers are 
falsified. I also agree to be bound by the Professional Advancement Committee of ACHCA Professional Practice and Disciplinary 
Procedures, as the same may be amended from time to time by ACHCA, including without limitation the arbitration and discipline 
provisions therein.  
 

Signature    Date   
 

 Experience/Employment Verification  
Employment and/or experience of the candidate for first time Professional Certification must be verified. The form below must be 
completed by a supervisor or executive of the organization in which the candidate is/was employed. This form also verifies that the 
candidate has a minimum of two years experience and that the candidate is recommended for Certification. 
 

Name of Certification Candidate: Check here if employer is funding your Certification 
Last Name  First Name 

_______________________________ _________________________ 
INITIAL CERTIFICATION ONLY 

Years of experience the candidate has as an Administrator/Manager in 

        

Skilled Nursing    

Assisted Living   

 

I verify that the above-mentioned candidate is/was employed in an Administration/Management level position as an 
___AL ____SNF administrator. To the best of my knowledge, this person has the number of years of experience as 
identified above. 
Signature    Date   
 

Name of supervisor/executive completing this verification: 
Last Name  First Name    MI 

_____________________________ ______________________ __ 
Title  

__________________________________________________________ 
Organization  

__________________________________________________________ 
Address  

__________________________________________________________ 
__________________________________________________________ 

 If not currently employed, date of last employment 

____-____-_______ NA   

 

Phone 

____ - 
______ 

- 
__________ 
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Certification Application  
Process & Payment Form�

 

 

Directions: 
1. Complete application including the Demographics and Affidavit sections from pages 17-20 and Fax with credit card 

information to (866) 874-1585.  If you do not have access to a fax machine, you may mail to: 
               ACHCA, Attn: Certification, P.O. Box 75060, Baltimore, MD 21275-5060. 

2. Submit application fee from grid below. 

3. Initial certification or test option for re-certification: 

�  Receive authorization number from ACHCA. 

�  Schedule the exam by contacting PSI/Lasergrade at the phone number provided in your confirmation letter. 

�  Take and pass the certification exam(s). 

�  Submit credential fees(s) to ACHCA per grid below. 
4. Receive credential(s) from ACHCA. 

Check  if 
applies 

Application Fees CNHA CALA Member Non-Member 
 

Total 

 Join ACHCA NOW to receive member pricing 
*ACHCA membership is individual, not facility based 

  N/A $291.00  

 Single Credential Certification Exam (check only 
one) 

  $150.00 $150.00  

 Add Additional Credential exam (same day)   $135.00 $135.00  
 Add Additional Credential  exam (different day)   $150.00 $150.00  
 Retake Certification Exam (failed section)   $75.00 per 

section 
$75.00 per 
section 

 

Check  if 
applies 

Credential Fees 
(Paid once exam has been successfully passed) 

CNHA CALA Member Non-Member  

 Single Credentialing fee   $250.00 $350.00  
 Second Credentialing fee (same day)   $135.00 $135.00  
 Second Credential fee (different day)   $185.00 $235.00  

  
Note: The application fee includes the application, testing center, and processing fees. 
The credential fee is paid upon successfully passing the certification exam. 

 
 
 
 

 

** Cancellation policy**  
If you have scheduled an exam, and need to cancel it, PSI/Lasergrade must be notified no less than 24 hours before the 
exam. If adequate notice is not provided, a $75.00 processing fee will be charged. ____________________________________ 
           Candidate’s Signature Required 
 
Payment Options (check one) 
 
_____ Check enclosed (Payable to ACHCA)     _____ AMEX _____ VISA _____ MASTERCARD 
 
Credit Card#_______________________________________________ Exp. Date ________________ 
 
Name on Card _____________________________________________________________________________ 
 
Signature: ____________________________________________________________ 



 Certification Promotes:Certification Promotes:   

�� Professional Development 
�� Employer Recognition 
�� Customer Confidence 
�� National Recognition 
�� Quality Outcomes 

 
 
 
The American Health Care Association recognizes the 
American College of Health Care Administrators     
professional certification programs and mentoring    
initiatives as important tools in the development of a 
well rounded, skilled health care professional. 

  

1321 Duke Street, Suite 400 
Alexandria, VA  22314 

Ph: (202) 536-5120 / Fax: (866) 874-1585  
www.achca.org 

professionaladvancement@achca.org 
 

Direct Applications/Payments to: 
Fax: (866) 874-1585  

or 
ACHCA, Attn: Certification, P.O. Box 75060 

Baltimore, MD 21275-5060 
 

©2011 ACHCA All Rights Reserved   


