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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!



Updates to Testing
Effective 2-1-2024

Skills Exam



UPDATES TO TESTING EFFECTIVE 2-1-2023

UPDATES WERE MADE TO THE FOLLOWING SKILL TASKS:

• PERINEAL CARE FOR A MALE RESIDENT

▪ STEP: “USING A CLEAN PORTION OF THE WASHCLOTH FOR 
EACH STROKE, CLEAN THE SHAFT OF THE PENIS WITH A FIRM 
DOWNWARD MOTION”

▪  HAS BEEN REWORDED TO: 

“USING A CLEAN PORTION OF THE WASHCLOTH 

FOR EACH STROKE, CLEAN THE PENIS FROM 

THE URETHRA TO THE BASE OF THE SHAFT”



Testing Information

*All communication between the candidate 
and the testing team must be done in 

English*



Mandatory ID Requirements for Testing

U.S. GOVERNMENT ISSUED, PHOTO-BEARING 
FORM OF IDENTIFICATION

Examples of Acceptable Forms of ID:

• Driver’s License (Arizona Driver’s License must be issued after January 1, 1997)
• State issued Identification Card (Arizona State ID must be issued after January 1, 1997)
• US Passport 

▪ Exception: Foreign Passports with a US VISA included are acceptable
• US Passport Card
• Military Identification Card (that meets all requirements)
• Alien Registration Card (that meets all requirements)

▪ NOTE: a fingerprint may be in place of a signature
• Tribal Identification Card (that meets all requirements)
• Work Authorization Card (that meets all requirements)

The candidate’s FIRST and LAST names on the sign-in sheet at testing
must exactly match the FIRST and LAST names printed on their photo ID.

Please remember:  A driver’s license or state-issued ID card that has a hole punched in it 
is NOT VALID and will not be accepted as an acceptable form of ID.

*Digital ID’s on an app or electronic device are not acceptable for testing* 

https://travel.state.gov/content/passports/en/passports.html
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjh7Pyk3azKAhVG3WMKHTn-BvcQjRwIBw&url=http://www.usatoday.com/story/news/politics/2014/02/24/immigration-deferred-action-drivers-licenses/5779091/&psig=AFQjCNFSqqFkMxtYG84Q7tEtbQADQaSj4A&ust=1452978492788195


Testing Attire
The required testing attire applies to both the knowledge and skills exam (and 
knowledge or skills retakes):

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

▪ Scrubs and shoes can be any color/design.

❖ Long hair must be pulled back.
▪ Testing teams will have hair ties if needed.

❖ No smart watches, fitness monitors or Bluetooth-connected devices are 
allowed to be on the candidate (wrists/ears, etc.)
▪ Candidates may bring a standard watch with a second hand.

❖ Updated to include: “Must be dressed in professional nursing attire, to the 
discretion of the Test Observer”.



Test Attempts

Candidates will be allowed unlimited attempts 
within two years of completion of training.

• Once a candidate fails the knowledge test three or 
more attempts, they will be placed on a 45 day 
hold and not allowed to schedule a knowledge 
test retake until the 45 day hold has elapsed.

▪ The 45 day hold applies to the knowledge test 
only.



ADA – Accommodations Request
❖ If a candidate has a documented disability, they may request 

an ADA (accommodations) during testing by filling out the 
Request for Accommodation Form 1404 found on D&SDT-
Headmaster’s main webpage at www.hdmaster.com 

❖ Information regarding ADA requests from the Candidate 
Handbook:

http://www.hdmaster.com/


Arizona Candidate Handbook
Effective 2-1-2023

Valuable information is found in the 
Candidate Handbook:

❖Testing Day Information and what to   
    Expect, etc.:

▪ ID requirements
▪ Electronic devices policy
▪ Attire, etc.

❖Skill Test is in the handbook

❖Knowledge Test information and      
    vocabulary words

AND MUCH MORE…..

It is very important that candidates receive 
and  are familiar with the Candidate 
Handbook!

See a few highlights of importance in 
this presentation from the Candidate 

Handbook under 

VALUABLE INFORMATION



Arizona Candidate Handbook
Ordering Candidate Handbooks Information

The Arizona Candidate Handbook can be viewed, downloaded or 
printed from D&SDT-Headmaster’s Arizona webpage at: 
www.hdmaster.com, click on Arizona CNA

You may also order bundles of handbooks by completing and submitting 
the Candidate Handbook Order Form:

http://www.hdmaster.com/


Testing Information and Materials

Items Used and Seen at a Test Event
(for candidates to be familiar with)



Quiet Sign ❖Quiet signs will be 
posted in the 
testing area.

❖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 & 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!



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.



Recording Form

If a candidate has a recording (measurement) task:

❖ RN Test Observer will print the candidate’s name on the top of the recording 
form.

❖ Candidates will be asked to sign the recording form (if they have a task 
requiring measurements) 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.



Resident Diet Card

❖The Diet Card will have the Actor’s name on 
it.

❖The actual fluids and
     food being offered 
     will be written on 
     the card.
 
❖This Diet Card is  

provided to and used
by all testing teams:

Mrs. Smith

Pudding
Water
Juice



Styles of 
Anti-Embolic 

Stockings

During the equipment and supplies 
demonstration, any candidate who 
has the ‘Applying an Anti-embolic 
Stocking Task’ as one of their tasks 
will be shown:

▪ the type of stocking they will be 
putting on the Actor from this 
reference sheet 

▪ where the heel is on the 
stocking



See the Knowledge and Skill Test 
Instructions under ‘The Knowledge 

Exam’ and ‘The Skills Exam’

Knowledge & Skill Test Instructions



The
Knowledge Exam



Knowledge Test Content
Each Knowledge Exam meets the requirements of the approved 
Arizona State Test Plan and consists of the same number of questions 
from each category as approved by the Arizona State Board of Nursing 
and the Test Advisory Panel.  The knowledge exam questions are 
written at a 6th grade reading level.



Basic Nursing Skills:  Questions concerning  any act or activity that would be considered a basic skill necessary to 
perform the job of a CNA.

Care Impaired:  Questions concerning dealing with residents that are limited either physically or mentally from 
receiving “standard” care.  CNA’s must perform more extensively or differently to accommodate these residents.

Communication:  Questions concerning any type of communication, verbal and nonverbal, written, spoken or any 
communication related to hearing, seeing, feeling, tasting or smelling.

Data Collection:  Questions concern data acquisition, handling and routing.

Disease Process:  Questions concerning the stages of diseases and/or the theory of diseases and the detection, 
prevention or treatment of diseases.

Infection Control:  Questions concerning the nature of infections, infection causes and prevention and correct 
methods and procedures for dealing with infection.

Mental Health:  Questions concerning the mental processes of residents, the signs and stages of mental states of 
residents both normal and care impaired or the mental well-being  and interaction of the CNA and their co-workers.

Aging process and Restorative Care:  Questions concerning the process and progression of humans becoming what 
they will be as they move along the time line of their lives and the maintenance of physical, mental and 
psychosocial function.

Personal Care:  Questions concerning activities or acts performed by the CNA for or to residents that are personal in 
nature.

Resident Rights:  Questions concerning the rights to which the residents are legally entitled and the facility and CNA 
role in ensuring those rights.

Role and Responsibility:  Questions concerning any act or activity that would be considered part of the basic role of 
the CNA in the workplace or a basic responsibility of a CNA in the workplace.

Safety:  Questions concerning safety of residents, CNA’s, facility safety issues and safety of facility personnel in 
general.

Knowledge Test Content – Subject Areas



Role of the Knowledge Test Proctor 
(KTP)
❖ Knowledge Test Proctors must recheck 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 Knowledge Test Instructions they read in the waiting 
area, specifically:

▪ “Do you understand the knowledge test is timed?”

▪ “Do you know you will have sixty (60) minutes 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.



The Knowledge Exam

❖Copies of the 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.



The Audio Knowledge Exam
(oral version)

❖ If a candidate has requested and paid for an AUDIO (oral) version 
of the knowledge exam:

▪ They will be informed that only the first 63 questions will be read orally.

▪ The remaining 12 questions have to be answered without oral assistance 
to assess the candidate’s English reading comprehension.

❖ Candidates will listen to the questions read to them through 
headphones/earbuds connected to computer speakers.

❖ Candidates will have the questions and answers on the computer 
screen to read along with.

An AUDIO (oral version) is not an ADA (accommodation request),
any candidate may request an AUDIO version of the knowledge exam.



Knowledge Test
Instructions

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



The
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 their tasks.

❖ RN Test Observers are to set up a testing environment that will 
give each candidate a fair, nonbiased, equal opportunity to 
demonstrate they know how to perform the tasks.

❖ RN Test Observers will recheck each candidate’s ID as they enter 
the testing room to ensure they have the correct candidate’s skill 
test in front of them.



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 Feeding Task, “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 to at least 45 degrees.

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



Skill Test
Instructions

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



The Skills Exam
❖ Candidates are allowed 35 minutes to demonstrate 3 or 4 

tasks.
▪ First task will be one of the four mandatory tasks with hand 

washing required:
• CATHETER CARE – EMPTYING A URINARY DRAINAGE BAG WITH 

REQUIRED HAND WASHING [DEMONSTRATED ON A MANIKIN]

• DONNING AN ISOLATION GOWN AND GLOVES – BEDPAN AND 
OUTPUT WITH REQUIRED HAND WASHING

• PERINEAL CARE OF A FEMALE WITH REQUIRED HAND WASHING 
[DEMONSTRATED ON A MANIKIN]

• PERINEAL CARE OF A MALE WITH CHANGING A SOILED BRIEF AND 
REQUIRED HAND WASHING [DEMONSTRATED ON A MANIKIN]

❖ 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 (or one multiple timer) will be set when the 

candidate starts their skill test (after the first mandatory task 
scenario is read):

▪ One set to alarm at 20 minutes – warning that 15 minutes remain
▪ One set to alarm at 35 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 35 
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 they 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
What to Expect:

❖Candidates will sit in the relaxation area with the 
RN Test Observer when they enter the skills test 
room:
• They will be asked to show their ID to the RN Test Observer.

• They will be asked if they have any questions regarding the instructions they read 
before they came into the skill test room.  Specifically:

       "Do you understand that you can ask me to reread any scenario at any time?" 

       "Do you know that you can correct anything you think you demonstrated 
         incorrectly, at any time?”

• They will be told the tasks they are to demonstrate.

• They will be shown the equipment/supplies location and demonstrated the 
equipment they will be using for their 3 or 4 tasks only.

• They will be asked if they have any questions.

• The first scenario will be read.

• The timers will be set when the candidate moves to start their first task.



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:



The Skills Exam: 
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:

▪ Candidates can ask for items needed if they are used in testing.  Example:  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.



❖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, 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

The Skills Exam: 
Equipment/Supplies Demonstration



❖Candidates will be shown:

▪ How to lock the bed and wheelchair (if used) 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 rail controls

▪ Shown where the hand washing sink is
• Where soap and paper towels are located

▪ The RN Test Observer will also point out where other equipment 
is throughout the testing room
• Garbage cans
• Linen hampers

• Privacy curtain and how to pull it

The Skills Exam: 
Equipment/Supplies Demonstration



Training Tools to Help Prepare 
Candidates for Testing



Mock Skills



Knowledge Practice Exam Information



Knowledge Practice Exam Information

ARIZONA



Knowledge Practice Exam Information



Skill Tasks Videos
To access the Arizona Skills videos, go to:  az.nurseaidevideos.com  
Email is:  hdmaster@hdmaster.com
Password is:  demodemo



Skill Tasks Videos

Click on the video to view

❖ Please note: The skill task videos are 
offered as guidelines to help prepare 
candidates for the Arizona nurse aide 
skill test and the steps, demonstrated 
as listed in the Candidate Handbook, 
are not intended to be used to provide 
complete care that would be all 
inclusive of best care practiced in an 
actual work setting



Skill Tasks Videos



Understanding Test Results



Test Results KNOWLEDGE EXAM:

❖Percentages of how candidate 
performed in each Subject Area 
(number of questions in each Subject Area 
can be found in the Candidate Handbook).

❖Vocabulary words to help direct 
candidate to areas to review before 
retesting.

SKILLS EXAM:

❖Lists Skill Exam incomplete steps 
(missed steps) and failed tasks.

To help candidates better 
understand what was missed, 

candidates are encouraged to call 
D&SDT-Headmaster to discuss 

test results to prepare the 
candidate for a successful retake.



Candidates may request a  review of their test results if they disagree with the 
outcome of their exam.  However, we strongly recommend they call us to go over any 
skill task steps about which they are concerned.  We can discuss their results with 
them prior to them committing to making the $25.00 payment for an official test 
review.  Often, once they have more details about the scoring of the exam they 
understand the scoring process better and do not choose to dispute their test results.  
If they are still concerned about their test results and wish to submit a Test Review 
Request: 

❖ They must fill out the Test Review Request and Payment Form 1403 from our home page at 
www.hdmaster.com

❖ They must include the $25.00 Test Review payment on the form with a detailed explanation of why they 
believe they should have received credit for the steps they missed.

❖ Their test review request must be submitted within 3 business days of official scoring of their exam date.
❖ If the review results are in the candidate’s favor,  the payment will not be processed and they will receive a 

free retest.
❖ If the results are not in their favor, they will be charged the $25 Test Review fee and need to pay the retake 

fees to take their next exam.
❖ In either case, the candidate will most probably need to retake the exam as qualification for certification as a 

Nursing Assistant is dependent upon successful demonstration of minimum competency of the knowledge 
and skill test exams.

❖ If a test candidate is over 18 years of age, Headmaster will only discuss the candidate’s test results with the 
candidate.  We will not discuss their results with an instructor, parent, spouse or other family member.

Upon receipt of a Test Review request, D&SDT-Headmaster will review the candidate’s detailed recollection of their exam, 
knowledge test markings or skill exam recordings made at the time of the exam as well as any markings, notations and 
measurements made by the RN Test Observer.  D&SDT-Headmaster will recheck the scoring of the candidate’s exam and 
may contact the candidate or the RN Test Observer for any additional recollection of the candidate’s exam.

Test Results:  Test Review Process

http://www.hdmaster.com/


Other Valuable Information



• The following four slides highlight just a few 
sections of the Candidate Handbook.

• It is important that candidates receive and review 
the Candidate Handbook as it contains important 
information regarding testing policies, etc.

▪ Failure to review the Candidate Handbook in full could 
result in a candidate not being allowed to test, being a 
no show for their test event and forfeiting their testing 
fees.

Important Information in the 
Candidate Handbook 



Important Information from the 
Candidate Handbook 

❖ REGARDING ‘TEST CONFIRMATIONS’:

Your test confirmation letter will provide you with important information regarding 
where you are scheduled to test (date, time, and address). It can be accessed at any 
time. 

The body of the test confirmation letter will refer you to the candidate handbook that 
will give you the state specific instructions on what time to arrive by, ID requirements, 
dress code, etc.

Failure to read the candidate handbook could result in a No Show for your test event 
for not adhering to the policies of testing, etc.

Note: Candidates who self-schedule online, or those scheduled by their training 
programs, will receive their test confirmation at the time they are scheduled. 

D&SDT-Headmaster does not send postal mail test confirmation letters to candidates.



Important Information from the 
Candidate Handbook 

❖ REGARDING ‘EXAM CHECK-IN’:



Important Information from the 
Candidate Handbook 

❖ REGARDING ‘UNFORESEEN CIRCUMSTANCES POLICY’:



Important Information from the 
Candidate Handbook 

❖ REGARDING ‘NO SHOW EXCEPTIONS’:



Candidate Exit Survey

Honest feedback by 
candidates on the 
Exit Survey is greatly 
appreciated.

❖ Candidates will have the opportunity to complete an Exit Survey when the receive their 
test results on-line in their records.

❖ There will be a link to the survey in the email sent to candidates letting them know their 
test results are available – and – there will be a link to the survey when the log in to their 
record to get their test results.

❖ These surveys are confidential and only viewed by D&SDT-Headmaster and AZBN staff.



Important Reminder as Candidates 
Leave Training Programs

❖ Candidates have two years 
      from completion of training
      to take their nurse aide 
      competency exam.

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

www.hdmaster.com – click on Arizona CNA

http://www.hdmaster.com/




Arizona Instructor Workshop
Version:  March 2024 for testing effective February 1, 2024
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