
 

Date: August 29, 2011 
 
To: Basic Nursing Assistant Training Program 
 Program Coordinators and Instructors 
 
From: Rhonda Imhoff, State Training Coordinator 
 Training & Technical Direction Unit, LTC Field Operations 
  
Subject: Instructions for Submission of Official Late Completion Roster Form 
 
 
If a student is completing your Basic Nursing Assistant Training Program (BNATP) after the 
scheduled End Date of the class, the following procedure must be followed when requesting 
approval from the Illinois Department of Public Health Training & Technical Direction Unit for 
late completion.   
 

1. BNATP shall submit the Official Late Completion Roster Form to the Department via fax 
or mail.  No electronic submission allowed.  The student’s application to take the Nurse 
Aide Written Competency Examination can not be submitted to Nurse Aide Testing at 
Southern Illinois University Carbondale (SIUC) until the Program Coordinator has 
received notification of late completion approval from the Department.   
 

2. Late completion must be in compliance with 77 Illinois Administrative Code, Ch 1, 
Section 395.105 which states:  

“The basic program content shall be presented in a minimum time frame of three 
weeks, but CAN NOT EXCEED 120 DAYS, unless the training program is 
conducted by a community college or other educational institution on a term, 
semester, or a trimester basis.”  In which case, training must be completed within 
the term, semester, or trimester that the training began. 
 

3. The reason for late completion must be provided in detail to be considered for approval.   
a. Following are examples that may prove to be valid reasons for late completion of 

the program; however, approval will not be granted due to lack of details: 
i. Retake final 

ii. Not enough theory or clinical hours 
iii. Medical condition 
iv. Pregnancy 
v. Did not meet minimum hours 

vi. Missed clinical days 
vii. Student was ill 
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b. The descriptive details to be provided are dependent upon the reason for the late 
completion.  Pertinent information should include: 

i. Specifically, how the student did not meet the Program’s policy for 
attendance, including the number of theory hours and/or clinical hours that 
were lacking.  The Program must submit a copy of the attendance 
policy. 

ii. The student’s specific reason for not completing the required hours of 
attendance or program requirements, i.e. hospitalization, type of medical 
emergency, not being allowed to be in facility where clinical was being 
held, etc. 

iii. If the reason is related to the Final Exam, the Program’s Final Exam 
policy and the reason the student did not meet the requirement by the 
scheduled end date should be provided in the explanation.   

c. NOTE:  Even if details are provided, approval of the late completion is not 
guaranteed.  

   
4. The occurrence of late completions should be infrequent.  Programs requesting approval 

for a substantial number of late completions will be requested to review their program’s 
policies and to formulate a plan to decrease the number of late completions.  This plan of 
action must be submitted to the Department.  The number of late completions a program 
requests is one of the areas that will be reviewed by the Department in the program re-
approval process. 

 
5. Complete Official Late Completion Roster Form and submit to the Department: 

 
Illinois Department of Public Health   Fax:  217-557-3363 
Jennifer Kempiners, PSA 
Training & Technical Direction Unit, LTC Field Operations  
525 West Jefferson, 4th Floor 
Springfield, IL  62761 

 
6. The form will be returned via fax to the Program Coordinator with status of either 

approval or denial marked.  Attach a copy of the approval notification fax to the student’s 
Nurse Aide Written Competency Examination application when it is submitted to SIUC.  
This will verify that the student has completed the training program. 
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