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RATCLIFFE BUILDING, SUITE 203

1602 ROLLING HILLS DRIVE

RICHMOND, VIRGINIA  23229-5012

POLICY STATEMENT 

Virginia Quality Assurance Screening

Performance Assessment Advance Cancellation Policy

Definitions: For purposes of this policy, the following definitions will apply:

“Days” – calendar days, including Saturdays and Sundays

“Working Days” – days that VDDHH is open for regular business, not including Saturdays, Sundays, and holidays.

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 notify VQAS staff as soon as possible if s/he must cancel a scheduled assessment so that another candidate may be offered that slot. To ensure that all candidates have a fair opportunity to register and participate in the assessment process, the agency will only permit one cancellation per candidate in a twelve-month period.
Policy Statement: A VQAS candidate may cancel up to one scheduled Performance Assessment within a twelve-month period by notifying VDDHH at least ten working days prior to the assessment date.  A candidate who cancels a scheduled assessment under this policy may request a new assessment date but such request must be made within twelve months of the cancelled assessment. A VQAS candidate who cancels any subsequent scheduled assessment within a twelve-month period will forfeit any registration fees paid and will be required to resubmit full registration materials and payment in order to be scheduled for a future assessment date. 

Policy Details:

· Fees collected for a Performance Assessment that is cancelled will not be refunded but may be kept on account for up to twelve months or transferred to another candidate. (See “Policy Statement on Virginia Quality Assurance Screening Fees and Refunds.”)

· 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 an additional cancellation within a twelve-month time frame.  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 any requests for cancellation. 
· The candidate must initiate the request for a new assessment date. VDDHH will not initiate contact with the candidate to reschedule a cancelled assessment.
· If a candidate has signed a release of information statement on the VQAS Performance Assessment Registration form, VDDHH will notify the Department of Education of any cancellations by that candidate.
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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