COMPLETING & SUBMITTNIG THE INQUIRY FORM

Q:  I have several employees but want to send in one name per form, so I can file them 

      in their individual record. Can I submit an individual form for each employee?

· Forms are not to be submitted individually.  This causes a delay in the processing      and a waste of resources.  The form will accommodate 10 names.

Q:  Do I need to fill out all the boxes on the form?

· Yes, all boxes need to be filled out completely.

Q:  Can I handwrite the Inquiry Form?
· The Inquiry Form can be downloaded on line at the address above.  When you handwrite the forms it slows the process down due to missing information or illegible handwriting especially when writing numbers.  The Registry processes between 1,000 and 2,000 a month with the demand increasing, we can no longer take the time to decipher the information, or investigate the missing information.
Q: Who needs to fill out the form?

· Only the staff designated by the facility can fill out the Inquiry Form.  Do not give it to the prospective employee(s) to fill out.  This form has private identification information that should not be made available to unauthorized persons.
Q:  I received a message back on my confirmation requesting a copy of the prospective 

      employee’s social security card.  What do I need to do?

· When you copy the social security card, please enlarge the copy and lighten up the setting.  This will make the faxed copy received by the Registry legible.
Q:  I received a confirmation report back showing the employee is expired.  What do I 
      need to do?

· The OBRA Registry is a running 24 month cycle period for the work history of the NAC.  The note that will accompany the name on the confirmation form, will explain what is needed.  This usually requires faxing in the work history for the dates specified in order to update the Registry.
Q:  What is the difference between an NAC and an NAR license?

· Only NACs are listed on the Registry.  NACs are certified and have passed all the requirements set forth in the Federal Regulations in order to work in a Nursing Home.  NARs (Nursing Assistants Registered) are not allowed to work in a Nursing Home past their four month window for training and testing.
Q:  I want to hire a new graduate NAC and sent in the Inquiry Form and it came back – 
      “Not on Registry”, what happened?
· Most likely you sent in the form too soon.  In order to be on the Registry the NA must have passed the training program and taken and passed both the written and skills competency exam.  There is sometimes a lag between taking the exam and the results being sent to the OBRA Registry of 1 – 2 weeks.  If the NA has graduated but not yet taken the exams, please do not send in an Inquiry Form until one week after successfully passing both parts of the exam.

