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The purpose of the Instructor Workshop is to provide Instructors with 
insight into the testing day so they can better prepare their candidates 

for their nurse aide exam.  

Remember, testing is not all inclusive care, but a spot check on 
minimum competency for each task tested.

Candidates are less anxious when they are well prepared and familiar 
with the format, equipment used and what is being read to them during 

testing.

Take the tools and tips we give you in this workshop and use them in 
your labs and during mock testing as you prepare your candidates for 

their nurse aide competency exam.

WELCOME!







UNITED STATED (US) GOVERNMENT 
ISSUED, UNEXPIRED, PHOTO-BEARING, 

SIGNED FORM OF IDENTIFICATION

Examples of Acceptable Forms of ID:

❖State or other United States Government issued Driver’s License
❖State issued Identification Card (that meets all identification requirements)
❖US Passport (Foreign Passports & Passport Cards are not acceptable)
❖Alien Registration Card (that meets all identification criteria)
❖Tribal Identification Card (that meets all identification criteria)
❖Work Authorization Card (that meets all identification criteria)
❖Military ID (that meets all identification criteria)

ID Requirements for Testing



Testing Attire

❖Full Clinical Attire:
Scrubs and close-toed shoes. 

(Scrubs and shoes can be any color/design.)

❖Long hair must be pulled back.



Test Attempts

❖Candidates will be allowed three (3) attempts 
within one year of completion of training to 
pass the knowledge and/or skill test portions 
of the exam.

■ If a candidate does not pass or complete testing 
within one year from completion of training, the 
candidate must retrain.



Electronic Devices and Candidate 
Personal Belongings

This information is on the TMU© Knowledge Test and Skill Test 
Instructions that candidates will read while in the waiting area before
testing:

❖Cell phones, smart watches, fitness monitors and any 
other electronic devices are not allowed to be on or 
near candidates and MUST BE TURNED OFF during 
testing.

❖Candidates will be directed by the testing team of the 
designated area in the testing rooms where they will place 
their electronic devices and personal belongings (purse, 
backpack, etc.)  Testing teams and test sites are not responsible for 
candidate’s personal belongings or electronic devices.

▪ Candidates will be reminded to collect their electronic devices and 
personal belongings as they exit the testing rooms when done testing.



Candidates Are Not Allowed to Leave Testing 
Rooms when Test Begins

This information is on the TMU© Knowledge Test and Skill Test 
Instructions that candidates will read while in the waiting area before
testing:

❖Candidates are not allowed to leave the testing rooms 
until finished with their test.

❖ Candidates are reminded to use the restroom before entering 
the testing rooms.

❖ If a candidate does leave the testing room during their test, 
they are not allowed to return to the testing room to finish their 
test.



Quiet Sign

❖ A ‘Quiet’ sign will be 
posted in the 
waiting/holding area 
at the test site.

❖Candidates need to 
be mindful while in 
the waiting area to 
keep the noise level 
to a minimum for 
those in the testing 
rooms.



Knowledge and Skills Tests Have Started

❖ Testing has started signs will be posted on the knowledge 
test room and skills test room doors when the door is 
closed and the tests are started.

❖ If candidates see these signs on the closed doors, they 
are not to interrupt the test event in progress!



Mandatory First Skill Tasks with Required 
Hand Washing

▪ BEDPAN AND OUTPUT 
WITH REQUIRED HAND WASHING

▪ CATHETER CARE FOR A FEMALE 
WITH REQUIRED HAND WASHING

▪ ISOLATION GOWN & GLOVES –
EMPTYING A URINARY DRAINAGE BAG 

WITH REQUIRED HAND WASHING

▪ PERINEAL CARE FOR A FEMALE
WITH REQUIRED HAND WASHING



Skill Tasks
▪ AMBULATION FROM BED TO WHEELCHAIR USING A GAIT BELT
▪ AMBULATION FROM WHEELCHAIR TO BED TO USING A GAIT BELT
▪ BED BATH (WHOLE FACE AND ONE ARM, HAND AND UNDERARM)
▪ DENTURE CARE
▪ DRESSING BEDRIDDEN RESIDENT
▪ FEEDING THE DEPENDENT RESIDENT
▪ FOOT CARE ONE FOOT
▪ MAKING AN OCCUPIED BED
▪ MOUTH CARE – BRUSHING TEETH
▪ NAIL CARE ONE HAND
▪ PIVOT TRANSFER A WEIGHT BEARING, NON-AMBULATORY RESIDENT FROM
BED TO WHEELCHAIR USING A GAIT BELT

▪ PIVOT TRANSFER A WEIGHT BEARING, NON-AMBULATORY RESIDENT FROM
WHEELCHAIR TO BED USING A GAIT BELT

▪ POSITIONING RESIDENT ON SIDE
▪ RANGE OF MOTION – HIP/KNEE
▪ RANGE OF MOTION – SHOULDER
▪ VITAL SIGNS - PULSE AND RESPIRATIONS



Arkansas Candidate Handbook

Available for 
candidates/instructors/programs 

to download to their smart 
phones, print or refer to on the 

Arkansas webpage at:
www.hdmaster.com

www.hdmaster.com

Click on Arkansas CNA
Click on Candidate 
Handbook

The newest version will always 
be updated with a note in the 
banner of the page

http://www.hdmaster.com/
http://www.hdmaster.com


Arkansas Candidate Handbook



TMU© KNOWLEDGE 
EXAM



TMU© Knowledge Test Instructions

❖ When candidates sign in for their 
test event, they will be directed to 
read the TMU© Knowledge Test 
Instructions provided in the 
waiting area.

❖ They may also listen to an audio 
version of the instructions by 
clicking on the link available on 
the Arkansas webpage at 
www.hdmaster.com.

http://www.hdmaster.com/


The Knowledge Exam Checklist
For Knowledge Test Proctors (KTP)



The TMU© Knowledge Exam

❖Copies of the TMU© Knowledge Test Instructions will be 
placed between the work stations for candidates to refer to 
during testing.

❖Candidates have 60 minutes to complete 75 questions.

❖Candidates will be given a 15 minute warning when 45 
minutes have elapsed.

❖ If a candidate has requested and paid for an ORAL version 
of the knowledge exam:
▪ There may be some questions that may not be read to the candidates to 

assess reading abilities, that number is yet to be determined by DHS. 



Virtual Knowledge Exam Option

❖Candidates do have the option to take the knowledge test 
virtually.

❖ If the candidate signs up for a virtual knowledge test, they 
will receive information on their confirmation letter to 
download a facetime app on their phone. 

❖ The proctor will sign them in on their smartphone which will 
be used to monitor the candidate and their environment 
while they take the exam on their home computer or laptop 
using their own internet. 

❖ The night before, the candidate receives a reminder with 
the password protected link to join the test event on their 
smart phone through TMU© via text and email. 



Virtual Knowledge Exam

Check ID

Proctored Exam the Entire Duration of the Knowledge Test 



Role of the Knowledge Test Proctor (KTP)

❖ Knowledge Test Proctors must re-check candidate ID’s as 
candidates rotate into the knowledge test before logging 
candidates into their exam.

❖ The KTP will ask the candidates if they have any questions 
regarding the TMU© Knowledge Test Instructions they read 
in the waiting area, specifically:
▪ “Do you understand the knowledge test is timed?”
▪ “Do you know you will have one hour to complete the test?”
▪ “Do you understand that you may not have any form of electronic device on 

your person while taking the knowledge test?”

❖Knowledge Test Proctors are responsible for monitoring the 
knowledge portion of the exam to guard against cheating.



TMU© Knowledge Test - Navigating the Exam



TMU© Knowledge Test - Navigating the Exam



TMU© Knowledge Test - Navigating the Exam



TMU© Knowledge Test - Navigating the Exam



SKILLS EXAM



Role of the RN Test Observer

❖ RN Test Observers are to be positive, confident, completely 
unbiased and professional in their words, actions and 
appearance.

❖ RN Test Observers will remain impartial during testing.

❖ RN Test Observers must give their complete and full attention to 
the candidate while the candidate is demonstrating her/his tasks.

❖ RN Test Observers are to set up a testing environment that will 
give each candidate a fair, nonbiased, equal opportunity to 
demonstrate s(he) knows how to perform the tasks.

❖ RN Test Observers will recheck each candidate’s ID as they 
enter the testing room to ensure s(he) has the correct 
candidate’s skill test up on her/his computer/tablet/laptop screen.



Skill Test Instructions

❖ When candidates sign in for their 
test event, they will be directed 
to read the Skill Test Instructions 
provided in the waiting area.

❖ They may also listen to an audio 
version of the instructions by 
clicking on the link available on 
the Arkansas webpage at 
www.hdmaster.com. 

http://www.hdmaster.com/


Skills Exam Checklist
For RN Test Observers



Relaxation Area

❖ The relaxation area is two chairs placed in an area in the 
skills testing room away from the demonstration work area.

❖Candidates will be directed to go to the relaxation area in 
between tasks so that the testing team can set up for the 
next task.

❖ Setting up between tasks
takes a matter of seconds.



The Skills Exam

❖Candidates are allowed 30 minutes to demonstrate 3 or 4 
tasks.
▪ First task will be one of the four mandatory tasks with hand 

washing required:
• Bedpan and Output with Required Hand Washing
• Catheter Care for a Female with Required Hand Washing
• Isolation Gown and Gloves, Emptying a Urinary Drainage Bag 

with Required Hand Washing
• Perineal Care for a Female with Required Hand Washing

❖RN Test Observers will read a scenario to the candidate at 
the beginning of each task.
▪ Candidates can request to have a scenario re-read to them 

at any time and as many times as needed.



The Skills Exam

❖ Two timers will be set when the candidate starts their skill 
test (after the first mandatory task scenario is read):
▪ One set for 15 minutes – warning that 15 minutes remain
▪ One set for 30 minutes – time up (candidate not allowed to complete any steps remaining)

❖Candidates can make corrections to any step they feel they 
did incorrectly at any time during their exam within their 30 
minute time frame:
▪ Candidates need to tell the RN Test Observer the specific task and 

step(s) they are correcting.
▪ Candidates must actually demonstrate the correction(s), i.e.:

• Candidate tells the RN Test Observer s(he) missed locking the bed 
brakes in the ambulation task-

Candidate must actually lock the bed brakes and then the correction is 
made and noted by the RN Test Observer.



The Skills Exam

❖Steps that are only verbalized DO NOT COUNT!
▪ All steps must be demonstrated to receive credit.

❖Steps are not order dependent unless the step 
specifically states something must be done 
“*BEFORE” or “*AFTER”:
▪ Candidates can perform the steps in whatever order flows for them, 

or how you have trained them to complete the steps with the 
*EXCEPTION:
• If a step states something must be done BEFORE or AFTER, then the 

candidate must demonstrate that step exactly as stated.

• Example:  Candidate must remove gloves BEFORE gown.



The Skills Exam

❖CLOSURES: Candidates have to verbally state to the RN 
Test Observer that they are finished when done with each 
task so the RN Test Observer has closure before setting up 
for the next task.

❖Once the candidate has completed all 3 or 4 tasks, the 
candidate needs to verbally state to the RN Test Observer 
that they are finished.  The candidate will then be read a 
closure:



Equipment/Supplies Demonstration

❖Every candidate, whether they trained at the 
site they are testing at or not, will get the same 
consistent, complete equipment and supplies 
demonstration

❖ The equipment and supplies demonstration is the time for 
the candidate to become familiar with the items they will be 
using for their 3 or 4 tasks:
▪ If there is only one basin on the supplies table and the candidate 

uses two, the candidate just needs to ask the RN Test Observer for 
another basin and one will be placed on the table.



Equipment/Supplies Demonstration

❖All supplies will be on a centrally located table, 
counter, etc.
▪ The RN Test Observer will show the candidate just the 

supplies and equipment the candidate will need for their 
3 or 4 tasks (i.e. bedpans, basins, toothbrush, lotion, 
etc.).
• Linens may be in a cabinet or closet within the skills testing 

room and would be shown to the candidate.
• No supplies will be in the bedside stands.

▪ And candidates will be shown where other supplies are 
located throughout the room:
• Hand sanitizer(s)
• Gloves



Equipment/Supplies Demonstration

❖ Candidates will sign the recording form (if they have a task 
requiring recordings) during the equipment/supplies 
demonstration.

❖ Candidates can take the
recording form (on the
clipboard) anywhere
in the testing room as
needed.

❖ RN Test Observers
cannot remind or cue
candidates to write
their recordings on 
the recording form.



Equipment/Supplies Demonstration

❖Candidates will be shown:
▪ How to lock the bed and wheelchair brakes

• Brakes must be fully engaged on the bed and both wheelchair brakes must be 
locked

▪ Bed Controls
• The RN Test Observer will show the candidate how to raise and lower the bed 

and head of the bed as well as how to operate the side rails (if side rails on bed)
▪ Where the hand washing sink is

• Where soap and paper towels are located
▪ The designated toilet for testing

• It may be an actual toilet or a commode by the sink
▪ The RN Test Observer will also point out where other equipment is 

throughout the testing room
• Garbage cans
• Designated linen hampers
• The RN Test Observer  will show the candidate how they are providing 

privacy (pulling a curtain or other method of providing privacy)
• Where to knock



Role of the Actor

❖ Actors must remain test neutral and not impact the test in any 
way.

❖ Actors are not to start or engage in a conversation with 
candidates.

❖ Actors cannot answer any questions that would impact the test 
with anything other than:
▪ “Whatever you think” – putting the action needed back on the 

candidate.
• Example:  In the BedpanTask, “Is the head of your bed high enough?”  

The Actor will answer “whatever you think” as it is a step in the 
Candidate Handbook that the candidate is to raise the head of the bed 
after placing the actor on the bedpan. 

❖ Actors must provide the exact same simulation for every 
candidate.



Resident Diet Card

❖The Diet Card will have the Actor’s name on it and the 
actual food and fluid being served:

Example: 
Applesauce
Water
Juice



Candidate Exit Survey

❖When candidates log 
in to their records in 
TMU© to check their 
test results, they will 
get a link to 
SurveyMonkey to 
complete the Exit 
Survey.

Oregon 
Example



Training Tools to Help 
Prepare Candidates for 

Testing













Understanding Test 
Results



Test Results



Reminders and Contact 
Information



Important Reminder as Candidates Leave Training 
Programs

❖ Candidates have one year from completion 
of training to take their nurse aide 
competency exam.

❖ Remind candidates as they leave your 
training program to check the Arkansas 
webpage for the most current updates to 
the Candidate Handbook:

www.hdmaster.com – click on Arkansas

http://www.hdmaster.com/


Contact Information

natpcertification@dhs.arkansas.gov
.

http://dhs.arkansas.gov


THANK YOU!
FROM

D&S DIVERSIFIED TECHNOLOGIES –
HEADMASTER LLP

Arkansas Instructor Workshop
Version:  June 2020 (for testing effective July 2020)


