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RATCLIFFE BUILDING, SUITE 203

1602 ROLLING HILLS DRIVE

RICHMOND, VIRGINIA  23229-5012

POLICY STATEMENT 

Virginia Quality Assurance Screening

Performance Assessment “No Show” Policy

Background:  A limited number of Performance Assessment slots are available each month.  Every effort is made to ensure that a candidate is assigned to a slot on his/her preferred Assessment Date, based on information provided on the candidate’s registration form.  Because there are more candidates interested in participating in the assessment than there are slots available in a month, it is important that a candidate arrives at the appointed date and time to take the assessment. When a candidate fails to arrive on time or fails to appear at all for a scheduled assessment with no advance notice, it impacts other candidates who might have been scheduled for that slot and it costs the taxpayers money.
Policy Statement: A candidate who fails to appear for a scheduled Performance Assessment will not be allowed to reschedule that assessment.  The candidate may re-register, paying the full registration fee, to take the assessment at a future date.  A candidate who arrives more than 20 minutes past the scheduled arrival time may be allowed to take the assessment on the scheduled date only if the schedule can accommodate such a change.  If the schedule cannot be adjusted for that date, the candidate may be re-scheduled for a later date. A candidate will only be allowed to reschedule due to late arrival once in a twelve-month period.

Policy Details:

· Any candidate who fails to appear for a scheduled assessment without advanced notice, will forfeit the fee paid for that assessment. In order to participate in a future assessment, the candidate must re-register, paying the full registration fee. (See “Policy Statement on Virginia Quality Assurance Screening Fees and Refunds.”)

· The VQAS Coordinator will attempt to incorporate late arrivals into the assessment schedule, however, in no way will such accommodation be allowed if it negatively impacts other scheduled candidates who arrived on time for their assessments.

· A candidate whose Written Assessment results or Screening Level are about to expire should be aware of related policies which may affect their participation in the Performance Assessment. (See “Policy Statement on Virginia Quality Assurance Screening Performance Assessment Results Validity and Expiration,” and “Policy Statement on Virginia Quality Assurance Screening Written Assessment Results Validity and Expiration.”)

· A candidate may request an exception to this policy in writing with documentation of a legitimate emergency that resulted in their inability to notify the agency in advance of the need to cancel.  The Department will consider requests for exceptions on a case-by-case basis.

Procedures:  
· VQAS staff will note in the VQAS database and/or the candidate’s file “No Shows” or late arrivals.
· If a candidate has signed a release of information statement, VDDHH will notify the Department of Education of any cancellations or no-shows by that candidate.
· The candidate must initiate the request for a new assessment date. VDDHH will not initiate contact with the candidate to reschedule a cancelled assessment.
Forms:  VQAS Performance Assessment Registration Form
Reference:  
1. Policy Statement on Virginia Quality Assurance Screening Fees and Refunds
2. Policy Statement on Virginia Quality Assurance Screening Performance Assessment Results Validity and Expiration
3. Policy Statement on Virginia Quality Assurance Screening Written Assessment Results Validity and Expiration
4. Policy Statement on Virginia Quality Assurance Screening Release of Information
Approved:     
Effective Date:  June 1, 2002
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