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Certification Policies
All information is subject to change without notice. Last updated: May 2024.
Version 1.0
Policies outlined here are those most relevant to CAVRN candidates and certificants. They are not the only MSNCB policies.
All operational policies are in the CAVRN Certification Handbook.
Policies are paraphrased for ease of use. For full policy language, contact us.
330 North Wabash, Suite 2000
Chicago, IL 60611
866.877.2676
certification@msncb.org
amsn.org/certification
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200 Policies: Ethics, Quality and Accountability

[bookmark: _Toc110520760][bookmark: _Toc112758573][bookmark: _Hlk111118866]Confidentiality of Exam Materials and Client Information

	Policy Category
	Ethics, Quality & Accountability

	Policy Number
	ETH-203

	Policy Title
	Confidentiality & Security of Examination Materials & Client Information Policy




All MSNCB materials, including the examination, are the intellectual property of MSNCB. Information must be kept confidential and not disclosed at any time and under any circumstances, other than as directed by MSNCB.
MSNCB shall ensure confidentiality of examination materials, applicant and certificant information. The following are considered confidential by MSNCB and our test administrator and will not be released:
1. Examination questions in the item bank.
2. All copies of any Medical-Surgical Nursing Certification Board Examination.
3. All individual test scores of Medical-Surgical Nursing Certification Board Examination candidates.
4. Personal information of applicants/candidates and certificants.
5. Psychometric reports related to the performance of the examinations. 

Examination Materials
1. Any confidential Information related to any MSNCB certification program will not be disclosed or cause to be disclosed to anyone outside of MSNCB, its committees and task forces, and/or management staff, unless otherwise expressly directed by MSNCB in writing.

2. MSNCB will ensure that the testing administrator has a process for security of examination materials and applicant/certificant information; proctor hiring, training, and monitoring; admission and seating of candidates; and measures employed by computer testing center staff. Refer to test administrator security procedures.

Client Information
1. All information provided to MSNCB by examinees, certificants, and subject matter experts will be used only for MSNCB business. Individual contact information will not be released without express written permission of the individual.

2. The certification status of an individual will be provided to employers and certificants upon written consent of the individual.
  
3. The confidential records of applicants, candidates, or certificants are maintained in a secure database and updated by the individual or automatically. MSNCB staff are the only individuals who have access to update a candidate record. Staff maintain passwords to access the database. 


[bookmark: _Toc112758574]Impartiality Regarding Education & Training

	Policy Category
	Ethics, Quality & Accountability

	Policy Number
	ETH-207

	Policy Title
	Impartiality Regarding Education & Training Policy



MSNCB’s role is in developing and administering certification examinations to determine the qualifications of candidates for certification. MSNCB does not require, provide, accredit, or endorse any specific study guides, training or review courses, or other examination preparation products.
The MSNCB Board, certification staff, committee members, and certification subject matter experts who participate in certification exam development do not have involvement in the creation, accreditation, approval, endorsement, or delivery of examination review courses, educational programs, or training programs that prepare candidates for the certification examination.
Practice exams are not required for certification. Individuals who are involved in the development of items for active exam forms may also not write items for the practice exams. Retired items may be used for practice exams, or a separate group of SMEs may write practice test items.


[bookmark: _Toc110520763][bookmark: _Toc112758575]Applicant and Candidate Records

	Policy Category
	Ethics, Quality & Accountability

	Policy Number
	ETH-208

	Policy Title
	Retention and Security of Applicant and Candidate Records Policy



MSNCB and the Management Company
MSNCB, through the management company, will retain electronic records of all active certificants permanently. MSNCB will retain electronic records of inactive certificants for certification for a period of six (6) years. Records that are no longer required, or have satisfied their required periods of retention, will be destroyed.
Candidate information maintained will include, but is not limited to:
· Last four digits of Social Security number
· Full name
· RN license number, expiration date and state
· Home address
· Home phone number
· Email address
· Employer name and address
· Supervisor’s name and contact information (email or phone)

The management company maintains electronic security by using passwords and access levels for employees.  Access for each employee will be limited to that necessary to fulfill their assigned responsibilities.  Paper copies are maintained in a locked area within a secure area. 
A Statement of Understanding will be on all examination applications for applicants to sign and date.  It will state, in part:
“… I further understand that the information accrued in the certification process may be used for statistical purposes and for evaluation of the certification program. I understand that the information from my certification records shall be held in confidence and shall not be used for any other purpose without my permission.  To the best of my knowledge, the information contained in this application is true, complete, correct, and is made in good faith.  I understand that MSNCB reserves the right to verify any or all information on the application.” 
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	Policy Category
	Ethics, Quality & Accountability

	Policy Number
	ETH-209

	Policy Title
	AMSN-MSNCB Ethics Committee Policy



Purpose
The Ethics Committee Policy maintains and enforces standards of professional conduct and ethics within MSNCB and for individuals certified from MSNCB. Recommendations regarding an individual’s certification will be considered by the MSNCB Board of Directors.
Scope
The committee will review and respond to cases of possible or actual misconduct by members or certificants. Any violations should be reported to MSNCB in writing and should include a detailed description of factual allegations supporting the charges, and any relevant supporting documentation. Information submitted during the complaint investigation and any hearing/appeals process is considered confidential. Information gathered as part of these proceedings will become part of MSNCB permanent files and not be returned.
The Ethics Committee is authorized to recommend actions and to carry out the decisions of the board, but not to act on behalf of the board.
[bookmark: _Toc110520765]
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	Policy Category
	Ethics, Quality & Accountability

	Policy Number
	ETH-210

	Policy Title
	Basis and Process for Appeals Policy



Policy
MSNCB recognizes the right of individuals to appeal its decisions and actions in certain circumstances. An appeal, for purposes of this policy, is defined as applicable to a problem related to certification or recertification. In all cases, the person filing the appeal is responsible for providing adequate documentation to support the appeal.
All eligible appeals must be filed within thirty (30) days of notification of denial, suspension, or revocation of certification or the right to appeal shall be considered forfeited.
The appeal will be reviewed and decided by a sub-committee of the MSNCB and AMSN Board of Directors who were not involved, have no knowledge of the previous recommended decision by the Ethics Committee, and did not approve the decision for denial, suspension, or revocation as outlined in Policy ETH-211 or Policy CRT-408.
Basis for Appeals
Appeals may be filed in the following circumstances:
1. Denial of eligibility for the certification examination. It is the responsibility of the candidate to provide adequate documentation to support eligibility. Eligibility criteria will not be altered.
2. Denial of eligibility for recertification by continuing education:
a. Denial of credit for continuing education hours.
b. Insufficient hours due to catastrophic natural or personal event(s).
3. Denial or revocation of certification: The Ethics Committee shall forward all appeals of revocation and supporting evidence to the Board sub-committee.

Ineligible for Appeals
Appeals may not be filed for the following: 
1. Failure to complete the certification examination in the time allotted. 
2. The validity of a specific test item.
3. Failure to meet deadline dates (i.e., supporting documentation, audit requests).
4. Subsequent action against the individual’s credential due to disciplinary action of the RN license by a licensing authority. 
5. Failure to receive recertification notice. It is the responsibility of the certificant to apply for recertification and to notify MSNCB of change of name, address and/or contact information (Policy CRT-602).



[bookmark: _Toc110520766][bookmark: _Toc112758578]Revocation of Certification

	Policy Category
	Ethics, Quality & Accountability

	Policy Number
	ETH-211

	Policy Title
	Revocation of Certification by Ethics Committee Policy



POLICY
MSNCB considers misrepresentation and/or noncompliance with policies about the certification program(s), and/or misuse of the CAVRN credential serious issues that require investigation and possible disciplinary and/or legal action.
The Ethics Committee will investigate cause(s) of revocation of CAVRN certification that include, but is not limited to: 
· Falsification of information on the examination or recertification applications. 
· Falsification of any supporting documentation requested by MSNCB.
· Suspected individual pre-knowledge of test content, impersonation, cheating on the CAVRN examination, other evidence of possible examination compromise, or sharing exam knowledge with others.
· Misrepresentation or fraudulent use of the CAVRN credential.
· Violation of MSNCB’s Code of Conduct.

If certification is denied, suspended or revoked for any reason, no fee will be refunded.
MSNCB will track all disciplinary actions including status and outcome. 
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	Policy Category
	Certification, Recertification & Testing – General Administration

	Policy Number
	CRT-401

	Policy Title
	Overview and Purpose Policy



Certification provides an added credential beyond licensure and demonstrates by examination that the Registered Nurse has acquired a core body of specialized knowledge. It contributes to consumer protection and confers peer and public recognition to those individuals who prove proficient in their practice.
Certification granted by the MSNCB is pursuant to a voluntary procedure intended solely to test for special knowledge in Medical-Surgical Nursing or Acute-Care Virtual Nursing. The MSNCB does not purport to license, to confer a right or privilege upon, nor otherwise to define the qualifications of any person for nursing practice. The significance of certification in any jurisdiction or institution is the responsibility of the candidate to determine. The candidate should contact the appropriate state board of nursing or institution to determine practice implications. 
Purpose of Certification
The purpose of MSNCB’s certification program(s) is to promote the highest standards of practice within the specialty, to validate attainment of a common knowledge base required for practice and encourage and promote continuing competence and professional growth.
Conferring of Certification
Certification is awarded to those who have successfully completed the certification or recertification process. The designated credential is Certified Acute-Care Virtual Registered Nurse (CAVRN). 
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	Policy Category
	Certification, Recertification & Testing – General Administration

	Policy Number
	CRT-402

	Policy Title
	Exam Development Policy



MSNCB participates in and provides oversight for the development and ongoing maintenance of the certification examination(s). MSNCB dedicated staff works in partnership with the test agency(cies) to ensure the exams are developed and maintained in a manner consistent with generally accepted psychometric, education testing practices, and national accreditation standards for certification programs.
Test Development Committee and Subject Matter Experts 
The Test Development Committee is responsible for the development of the certification exams. Additional panels of subject matter experts (SMEs) may be appointed to conduct exam development activities as outlined in these policies.
MSNCB or its test agency(cies) will train SMEs to complete the activity to which they are assigned. 
Ownership 
All work developed by the Test Development Committee or other SMEs is the property of MSNCB. 
Job Analysis 
Job Analysis Studies will be conducted to identify and validate the knowledge and skills which will be measured by the examination. The results of the Job Analysis will serve as the basis for the examination.
MSNCB has determined that a Job Analysis will be conducted every five (5) years, or more frequently at the board’s discretion. This determination is based on the frequency of substantive changes in the field and compliance with standards for professional certification programs.
Exam Specifications 
The content for the examination will be determined based on the recommended content outline and content area weights developed following each job analysis. The final content outline and corresponding content weights will be approved by the MSNCB Board of Directors. 
Item Writing and Review 
Item writing and review activities are typically conducted annually. Item writers and reviewers are required to complete item development training, delivered by the test agency(cies), prior to writing and/or reviewing exam items. 
All item development activities will be facilitated and monitored by the test agency(cies). 
The development of all items for the exam will be directly linked to the approved content outline.
Once items have been written by trained SMEs, they will be reviewed for accuracy and to avoid bias. Once an item has satisfactorily completed this initial review it will be added to the item bank. Newly written items will be pretested as unscored items before being included as scored (operational) items on a test form.

Item Bank 
An item bank will be maintained which includes all items developed for the examination(s). MSNCB’s testing agency(cies) will oversee the maintenance and security of the examination item bank.
Data for each item stored in the item bank includes current status (e.g., draft, active, retired), correct answer key, content outline linkage, references, and performance statistics.
Each item in the item bank is reviewed at least every three (3) years for quality control. 
Exam Form Assembly and Approval 
MSNCB is responsible for exam content and assembly of the exam forms. 
New test forms are typically launched on an annual basis. Any test form in use for more than two (2) testing windows will undergo an obsolescence review facilitated by the psychometric consultant with a SME committee to ensure continued item accuracy and relevance. Decisions regarding the number of test forms and the frequency for replacing the exam forms will be made each year by the MSNCB Board in consultation with the psychometric consultant.
Draft examination forms will be assembled by the psychometric consultant to meet the exam specifications and will be reviewed and approved by the Test Development Committee. The draft form(s) will meet the requirements of the test specifications with respect to content and weighting and will be reviewed for bias and sensitivity. Each exam form will include unscored experimental questions.  
Establishing the Passing Point 
The passing point for the exam will be established using a criterion-reference technique. Qualified and trained SMEs will participate in determining the passing point working with the psychometric consultant.
The process used to determine the passing point will be documented as part of a cut score study report. The final passing point resulting from this process will be approved by the MSNCB Board of Directors. Any modifications to the recommended passing point will be documented in the final passing point study report along with the rationale for those changes.
Specific methodologies for establishing the passing score for exams and ensuring test forms are equivalent will be selected and documented by the psychometric consultant based on compliance with national accreditation standards.
A standard setting study will be conducted following completion of each job analysis study, at a minimum, but can be conducted more frequently to support programmatic requirements. Forms developed between job analysis studies will be equated to the base form. 
Exam Analysis / Technical Reporting 
Performance statistics will be calculated and retained for each exam item and each exam form. A statistical analysis will be performed by the psychometric consultant following each administration of the exam.

At least annually, a test analysis or technical report will be produced by the psychometric consultant and reviewed by MSNCB to evaluate the reliability and effectiveness of the examination and to determine any areas that must be reviewed or revised.
At a minimum, the technical reports will include a summary of the exam administration, the number of exam takers, the passing point and number of exam items, measures of average performance, measures of performance variability, reliability indices, pass-fail percentages, and recommendations from the psychometric consultant. The psychometric will analyze performance across all exam administration modalities to ensure comparability and identify potential irregularities. 
Documentation 
All examination development activities (including job analysis, item development, test form assembly, cut score studies, equating, and test/item analysis) will be documented in formal exam development reports by the contracted testing agency(cies).


[bookmark: _Toc110520771][bookmark: _Toc112758582]Exam Administration

	Policy Category
	Certification, Recertification & Testing – General Administration

	Policy Number
	CRT-403

	Policy Title
	Exam Administration Policy



Policy
MSNCB exams are administered at secure locations under standardized procedures to ensure fairness to all candidates. MSNCB may delegate administration of the exams to a testing agency(ies) but the Board maintains oversight to ensure policies and procedures are maintained. 
The computer-based examination is offered year-round within a designated ninety (90) day window of testing. Computer-based tests are available through the testing agency(ies) or via live, remote proctoring. 
Proctor
All MSNCB exams are administered and monitored by a live proctor, whether administered at a test center or via live remote proctoring. All proctors are trained and agree to maintain confidentiality and avoid conflicts of interest. 
Testing Irregularities 
The proctor will report any irregularities according to the test agency(cies) policies. The test agency(cies) will report irregularities to MSNCB. Irregularities will be reviewed by MSNCB and root cause analysis will be conducted, if deemed necessary.
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	Policy Category
	Certification, Recertification & Testing – General Administration

	Policy Number
	CRT-404

	Policy Title
	Non-Discrimination and Special Testing Arrangements Policy



Policy
MSNCB shall not discriminate against any certification candidate on the basis of age, sex, race, religion, national origin, ethnicity, disability, marital status, sexual orientation and gender identity. MSNCB shall not publish materials with discriminatory content, graphics or language that may be offensive to population subgroups.
Procedure
1. MSNCB and its contracted testing agency(ies) will make special testing arrangements to accommodate any candidate with disabilities protected under the American with Disabilities Act (ADA) of 1990 as Amended in 2008, that interfere with test taking. 
i. [bookmark: _Hlk66387607]Candidates may request special accommodations when completing an exam application. Special accommodation applications are reviewed by certification staff. Staff will request the candidate to complete a Test Accommodation Request Form that includes the contact information and signature of a licensed healthcare professional qualified to diagnose the specific illness or disability and who has completed a professional evaluation of the candidate in the past three years. Additional documentation may be requested by MSNCB after submission of the Test Accommodation Form.
ii. Upon approval, MSNCB will authorize the contracted testing agency(ies) to set up the accommodations for the test candidate.
1. Contracted testing agency(ies) will provide MSNCB their policies and procedures that address accommodation requests. These policies include, but are not limited to, accommodations that do/do not require special scheduling arrangements and accommodations that cannot be delivered by remote proctoring.

2. Every effort will be made to accommodate candidates with disabilities protected under ADA.  
3. MSNCB shall review all of its written materials (e.g. brochures, applications, letters) to avoid bias and ensure sensitivity. Photographs or graphics included in brochures will include a diversity of individuals with regard to age, race, and gender.
4. MSNCB’s test agency(cies) and the Test Development Committee, including item writers, will follow the established procedures for eliminating bias/sensitive items on the test.
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	Policy Category
	Certification, Recertification & Testing – General Administration

	Policy Number
	CRT-410

	Policy Title
	CAVRN Designation of Certification Policy



Certification is awarded to those who successfully complete the requirements for certification and recertification. Certification is valid for five (5) years. The certification start date will be the first of the month in which the individual successfully passed the exam. Use of the following designation for certified individuals may be used in all correspondence or professional relations:

CAVRN – Certified Acute-Care Virtual Registered Nurse 

The testing agency(ies) will forward a list of candidates passing the examination and a summary report of test scores to MSNCB. MSNCB will send a notification of credential status and a digital badge to passing candidates.
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	Policy Category
	Certification, Recertification & Testing – General Administration

	Policy Number
	CRT-406

	Policy Title
	Certification/Recertification Fees Policy



Policy
The Board of Directors will establish fees for all certification activities.  There will be separate fees for the Academy of Medical-Surgical Nurses (AMSN®) members and non-members. 

Fee Categories
1.	Certification Fee
The examination fee includes a non-refundable application fee.  Membership in AMSN must be current when applying for the exam to be eligible for the reduced membership fee.
2.	Re-examination Fee
A candidate who does not pass the examination may submit a new application to take the exam. First time retakes receive a discount if applying within one (1) year after the unsuccessful exam date. This fee includes a non-refundable application fee. Candidates who take an exam through an MSNCB FailSafe™ Certification Program are not eligible for a reduced rate.
A candidate who does not pass the second examination is required to complete a new application and make payment of the full examination fee.
3.	Recertification Fee
To recertify, an applicant will pay a fee to renew by continuing education or pay the examination fee to recertify by examination.
4.	Inactive Status Fee
Prior to their expiration date, certificants must submit an application inactive status and pay the application fee. See Policy CRT-606 – Inactive Status.  
5.	Emeritus Status Fee
Prior to their expiration date, certificants must submit an application for written request to be placed on retired status and pay the application fee.  See Policy CRT-605 - Emeritus Status. 
6.	Extension Fee
Certificants may apply for a one-time only paid extension of their computer-based testing window expiration date for a fee.  The candidate must apply within ten (10) days of the exam for the extension. The candidate must test within the second 90-day window or all fees, including the original exam fee, will be forfeited.  The Extension Fee is an application fee and is non-refundable.  
7.	Certification Cancellation Fee
Certification cancellation requests for MSNCB exams must be received no later than six (6) days before the scheduled exam. If the exam is scheduled in the next six days, certificants will be able to request an extension instead. Canceling the exam application will not automatically result in a refund of application fees.
MSNCB understands that emergencies happen.  Cancellation requests must be sent by letter, fax, or email. Supporting documentation must be provided.  Each request will be handled on a case-by-case basis.  If the cancellation is accepted, candidates may be refunded the application payment minus the application fee.
8.	Late Application Fee	
Recertification applications received less than thirty (30) days from and within one (1) year after the certification expiration date will be charged a late fee.


[bookmark: _Toc110520775][bookmark: _Toc112758586]Notification of Exam Scores

	Policy Category
	Certification, Recertification & Testing – General Administration

	Policy Number
	CRT-407

	Policy Title
	Notification and Publication of Examination Scores Policy



Policy
Candidates who take either the computer-based testing (CBT) or live remote proctored (LRP) exam for MSNCB certifications will be notified of their scores immediately after completing the exam. 

Procedure
1. The testing agency will forward all examination scores to the candidates as follows:
a. A standard score* and sub scores in all major test areas of concentration will be provided for all testing candidates.

2. Stakeholders, such as employers, may verify the certification status of a certificant by requesting the certificant to provide them a link to their authenticated digital badge. Information provided about certificants includes name, credential, candidate I.D. number, credential valid from and valid through date. In the event that the digital badge is not available, the candidate may request that a letter stating their certified status be sent to their employer. This letter is sent by the certification board.


MSNCB will release yearly aggregate statistics for each certification only after the specific certification has reached the minimum amount of certificants to apply for accreditation. These statistics will include the number of exams taken, number of exams passed, the overall pass rate, number of recertifications, and the total certified. 


[bookmark: _Toc110520776][bookmark: _Toc112758587]Denial or Suspension of Certification

	Policy Category
	Certification, Recertification & Testing – General Administration

	Policy Number
	CRT-408

	Policy Title
	Administrative Denial or Suspension of Certification Policy



Policy
MSNCB considers misrepresentation and/or noncompliance with eligibility criteria and failure to comply with policies about the certification program(s) serious issues that may require disciplinary action. 
Any administrative denials or suspensions will follow the timelines as delineated in the appropriate policies (i.e. audit deadline dates; recertification supporting documentation deadline dates). 
MSNCB Staff will investigate and may deny or suspend applications or certification without MSNCB board approval for causes including, but not limited to: 
· Failure to pay any appropriate and required fees.
· Failure to supply requested material by given deadline dates.
· Failure to respond to or pass an audit.
· Any restrictions, such as revocation, suspension, probation, or other sanctions, of the professional RN license by the nursing license authority that limits the nurse’s ability to function and perform those tasks normally associated with the medical-surgical specialty nursing practice. 

It is the responsibility of the certificant to notify MSNCB of a change (i.e., probation) in the professional RN license by the nursing authority within thirty (30) days. If the certificant fails to give notification and MSNCB discovers the restriction, MSNCB reserves the right to suspend or revoke the certificant’s credential.
If certification is denied or suspended for any reason, no fee will be refunded. Individuals whose certification is suspended are eligible for reinstatement if the cause of the suspension is resolved within the individual’s existing certification period.
MSNCB will track all denials and suspensions.



[bookmark: _Toc110520777][bookmark: _Toc112758588]FailSafe Certification Program

	Policy Category
	Certification, Recertification & Testing – General Administration

	Policy Number
	CRT-409

	Policy Title
	FailSafe Certification Program Policy



Policy
The FailSafe Certification Program is a facility-based program in which MSNCB contracts with a facility for a one (1) year period. The facility is provided with a unique code to give to eligible RNs employed at the facility, so they may apply for an MSNCB examination without paying upfront fees. 


[bookmark: _Toc110520778][bookmark: _Toc112758589]500 Policies: Initial Certification

[bookmark: _Toc110520779][bookmark: _Toc112758590]Eligibility Criteria for Initial Certification

	Policy Category
	Certification, Recertification & Testing – Initial Certification

	Policy Number
	CRT-505

	Policy Title
	Eligibility Criteria for CAVRN Certification Policy



Policy
To become certified as a Certified Acute-Care Virtual Registered Nurse (CAVRN), candidates must meet all eligibility criteria at the time they complete the application and submit all fees. No person shall be excluded from the opportunity to participate in an MSNCB certification program on the basis of age, sex, race, religion, national origin, ethnicity, disability, marital status, sexual orientation, or gender identity. To be eligible for certification, candidates must meet the following requirements:
A. Hold a current, full, and unrestricted license as a registered nurse (RN) in the United States or its territories
OR
Hold a current, full, and unrestricted license as a first-level nurse in the country in which one’s nursing education was completed and meet the eligibility for licensure as a registered nurse (RN) in the United States in accordance with the requirements of the Commission on Graduates of Foreign Nursing Schools (CGFNS) or World Education Services (WES).
B. Have accrued a minimum of 1,000 hours of virtual nursing practice within the past two (2) years of practice in an acute-care setting. Practice may include clinical, management, or education.
Any exception to these criteria will be handled on a case-by-case basis according to the Appeals Policy.
Candidates attest to submitting correct information during the application process. Additionally, MSNCB staff will audit 5% of applications for initial certification to verify requirements are met.

[bookmark: _Toc110520781][bookmark: _Toc112758592]Retaking the Exam

	Policy Category
	Certification, Recertification & Testing – Initial Certification

	Policy Number
	CRT-503

	Policy Title
	Re-examination Policy



Policy
The computer-based examination is offered year-round within a designated ninety (90) day window of testing.  Computer-based tests are available through the testing agency(ies) or via live, remote proctoring.
Candidates who take an exam through an MSNCB FailSafe™ Certification Program are not eligible for a reduced fee. 
Procedure
1. A candidate who does not pass the examination may retake the examination at a one-time reduced fee. The reduced fee is offered to encourage unsuccessful candidates to try again. If possible, candidates are required to test on a different form of the exam. In the case that there is only one form of the exam, candidates are required to wait ninety (90) days before they are able to apply for re-examination.

2. [bookmark: _Hlk66387359]Applications for re-examination must be submitted no later than one (1) year after the initial exam to receive the reduced rate. There will be separate fees for members of AMSN and non-members.

3. A candidate who does not pass the second examination is considered failed. Any repeat examination will require completion of a new application and payment of full examination fee.



[bookmark: _Toc110520782][bookmark: _Toc112758593]Exam Extensions

	Policy Category
	Certification, Recertification & Testing – Initial Certification

	Policy Number
	CRT-504

	Policy Title
	Exam Extensions Policy



Policy
MSNCB exam candidates are allowed ninety (90) days to take the exam from the date they receive their Authorization to Test (ATT). Under certain circumstances, the candidate is allowed to request an exam extension which will grant them a new ninety (90)-day test period in which to schedule and take an  MSNCB-credential exam.

Procedure
1. Test candidates may request an exam extension under the following circumstances:
a. The original 90-day test period has expired. 
b. Candidate scheduled and did not take the exam.
2. The cost of an exam extension is a non-refundable processing fee. The cost of the extension may change without notice. MSNCB may also, at their discretion, provide no-fee extensions.
3. MSNCB will review exam extension requests on a case-by-case basis. Approval of the exam extension is not guaranteed. Candidates are only charged for the extension if the extension is approved.
4. Test candidates must request an extension within 10 days of their ATT expiring or missing a scheduled exam. Late requests will be denied, and exam fees will be forfeited. If requested, supporting documentation for the candidate’s reason for test period expiration or missing a scheduled exam must be supplied within 10 business days.
5. Candidates will be notified by email and phone of approval or denial of an extension.
6. One extension may be granted per exam registration. Test candidate must test within the new ninety (90)-day test period or all fees, including the exam and extension fees, will be forfeited.
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