
MN In -Facility Server

MN IN -FACILITY (REGIONAL) SERVER

FOR TESTING AT IN-FACILITY (REGIONAL) SITES

Pay with Headmaster online through TMU©

● Test Site scheduling is done with Headmaster
● Candidate scheduling is done with In-Facility site if it is where they 

trained, or with Headmaster online through TMU©

Reschedule online through TMU© until one (1) full business day preceding a 
scheduled test day

ADA Accommodation Request found on Headmaster’s Minnesota web page

Test Review Request found under ‘applications’ on MR main TMU© page

No-Show Exceptions found under ‘applications’ on MR main TMU© page



In-Facility Test Site

In-facility test sites are expected to hold test for their
own nurse aide candidates as well as candidates trained
at other NATCEPs

● This could includetestingeligiblenurseaidecandidatesfrom other
local healthcare providers, community colleges andschools,or
privatetrainingprograms

● By helpingto test outside candidates,sites may be able to recruit
theseindividualsto work asnurseaidesin their setting



In-Facility Test Site – Open vs. Closed
OPEN VS. CLOSED TEST EVENT

NOTE : Your test sitemust be approved by MDH beforeyou canstart the applicationprocesswith Headmaster

There are two options for running test events:

OPEN TEST EVENT : Open test events are publicly shared for all eligible candidates to schedule,
whether they trained at your facility or not.

● Your site may enroll your students first and any remaining open seats could be filled by outside students
(not trained at your facility)

● Your site can create a test event to test students from another location, without testing your own
students, which is called regional testing and benefits the healthcare community as a whole by allowing
more nurse aides to be tested

CLOSED TEST EVENT : A closed test event is not publicly shared and is not a scheduling option for
candidates not trained at your facility. This type of event should only be used when there are enough
students trained by your facility to fill all of the available test seats.

● With a closed test event, if there are any remaining seats available 48 business hours prior to the test date,
Headmaster will ‘open up’ the test event so that the remaining empty seats can be filled by
outside students (not trained at your facility)



Test Site Coordinator

The role of the Coordinator is to manage the test site and events. The 
Coordinator performs administrative functions such as:

● Ensuring that all supplies for testing are available

● Scheduling test times and/or test staff with Headmaster

● Scheduling the facility certified testing staff

● Ensuring students trained at their facility are enrolled for testing



In-Facility Test Site - Procedures

If your site decides to use an RN Test Observer and their testing team from Headmaster’s
statewide pool of certified RN Test Observers and testing team, the following procedure is
followed to set up test events:
● The test site contact will need to reach out to Headmastervia email,

minnesota@hdmaster .com , with datesyour facilityis free for testing

● If the test event is for just your candidates,we askthat you provide the anticipatedgraduationdate
for the class,the numberof candidatesneedingto test, andthe date(s)you would like for them to
get tested

● Headmasterwill reach out to one our of observers to coordinate the test date(s) you have
requested

● Headmasterwill contact the test site contactpersonviaemailwith the datesthe RN Test Observer
hasagreedto test

● There maybe somediscussionson other possibledatesfor testing,if anobserveris not free on the
dateyou request,therefore,we askthat you offer alternatedates

NOTE: Your test site must be approved by MDH before you can start the application process with Headmaster

mailto:minnesota@hdmaster.com


Test Site Agreement Form
See some of the key points of this agreement on the next slides

Link to the TEST SITE AGREEMENT FORM

https://www.hdmaster.com/testing/cnatesting/Minnesota/forms/TEST%20SITE%20AGREEMENT.pdf


Test Site Agreement Key Points
Testing and Testing Team Options

3. Select if your site will be 
offering testing for the 
knowledge and the skills on -
site/in -person
- or -
If your site will only offer the 
skills test (with the remote 
knowledge testing off-site)

4. Choose whether you will use your own certified testing staff
- or -
If you will use a certified RN Test Observer and certified testing team 
from Headmaster’s statewide pool of certified testing teams



Test Site Agreement Key Points - Billing
Billing Status

12.The amount your site will 
pay for using the TMU© 
software testing platform:

● $23 per knowledge/oral 
test administered

● $30/hour for remotely proctored 
knowledge test if only the skill test 
option in #3(B) previous screen, or 
if using a KTP from the statewide 
pool

● $40 - per skill test administered using a facility testing team, as selected in #4(A)
● $70 - per skills test if using a facility testing team with Headmaster’s oversight 

and reliability reporting
● $100 - per skills test if using a certified RN and Actor from the statewide pool, 

as selected in #4(B)



Test Site Equipment List Link to the TEST SITE EQUIPMENT LIST

https://www.hdmaster.com/testing/cnatesting/Minnesota/forms/TEST%20SITE%20EQUIPMENT%20LIST.pdf


Testing Room Space, Equipment, and Supplies

To be a test site and administer test events, facilities must have the required 
space, equipment, and supplies:

● Ensuring a private, secure, distraction-free space to hold the test events
● If the knowledge test is on-site, test sites must provide:

○ at least three internet-connected computers, laptops, or tablets in the Knowledge Test 
room

○ internet access (Wi-Fi) for the Knowledge Test Proctor (if they have their own 
device)

● Sites also need an internet-connected computer, laptop, or tablet in the Skills Test room 
and/or internet access (Wi-Fi) for the RN Test Observer (if they have their own device)

● For additional details on the required space and supplies, see Headmaster’s Test Site
Equipment List

https://hdmaster.com/testing/cnatesting/Minnesota/forms/1503MN%2012-11-2023.pdf
https://hdmaster.com/testing/cnatesting/Minnesota/forms/1503MN%2012-11-2023.pdf


Test Site Application



Test Site Application – Images of Test Site



Certified RN Test Observers and Testing Team
RN TEST OBSERVER REQUIREMENTS

RN Test Observers must:

● Have one-year of experience providing care for the elderly or chronically ill of any age.

● Have a current RN license with the Minnesota Board of Nursing.

● If initially licensed before January 1, 2018, must submit verification of passing a Minnes  
Department of Human Services background study. If licensed after this date, must sub  
evidence they have no criminal history.

● Follow CMS guidelines for any vaccination and testing requirements in the facility.

● Not have been involved with training of the students who are being tested.

● Be a Test Administration Services Business Entity (TASE) for Headmaster observers.

● Successfully complete certification training with Headmaster.



Certified RN Test Observers
RN TEST OBSERVER REQUIREMENTS

RN Test Observers and their testing teams are crucial for providing caregivers in your state, and a  
greatly appreciated.

The IRS requires us to clarify our relationship with our business entities providing test administratio  
services (RN Test Observers). Therefore, all RNs who wish to become RN Test Observers 
administering testing services for Headmaster must be LLCs or LLPs. We cannot issue payments f  
testing services provided to individuals with Social Security numbers. We can only issue payments  
business entities with Federal Identification Numbers (FEIN).

The potential exists to find multiple RNs to work for your business!

Please see our RESOURCES FOR FORMING A BUSINESS ENTITYfor more information.

If you have any questions, please call Headmaster at (800)393-8664 or via email at 
minnesota@hdmaster.com.

https://www.hdmaster.com/testing/cnatesting/IC/forms/Nurse%20Entrepreneur%20Resources%202024.pdf
mailto:minnesota@hdmaster.com


RN Certification Training
Headmaster’s Minnesota Web Page

Link to the TASE FORM 1505MN -NA

https://www.hdmaster.com/testing/cnatesting/Minnesota/forms/TASE%20AGREEMENT%20FORM%201505MN-%20TMU.pdf


RN Certification Training

Certification training for new RN 
Test Observers is done with our 
company RNs via a Zoom training 
session and resources provided

The Training Outline shows the 
material covered during the 
training session



A certified testing team consists of an:

RN Test Observer
● Administers the test event and verifies that all necessary materials and equipment are available for 

consistent testing
● Oversees the Actor and KTP participation in the test event per Headmaster guidelines

○ The RN Test Observer is instructed on the expectations and provided with the training materials for the 
Actor and KTP and responsible for overseeing the orientation of their Actor and/or KTP

○ The RN Test Observer and KTP may be the same person

Actor
The role of the Actor is to serve as the resident receiving care during the skills test. Actors can be 
employees, volunteers, or other individuals willing and able to fulfill this role

Knowledge Test Proctor (KTP)
KTPs are only needed if the site is offering on-site knowledge testing.The role of the KTP is to proctor the in-
person/on-site knowledge test

Certified RN Test Observers and Testing Team
CERTIFIED TESTING TEAM



Certified RN Test Observers and Testing Team
Options to Secure a Certified Testing Team

To meet facility testing needs and test site availability, there are two options for certified testing team  
Sites must select in advance which option they intend to use (see the Test Site Agreement slide).

OPTION 1 : Use an RN Test Observer and their team from Headmaster’s statewide pool of 
certified RN Test Observers
● Headmaster recruits, trains and evaluates the performance of the RN Test Observers
● Headmaster will secure the certified RN Test Observer and team for agreed upon test event 

requests with the test site

OPTION 2 : Use your own facility staff certified RN Test Observer and testing team
● Facility staff is required to set up and lead test events
● The facility sets up their own test events, dates and times
● The RN Observer cannot be the Program Instructor who trained the students being tested
● Sites can have more than one certified testing team



Navigating Headmaster’s Minnesota Web Page

CANDIDATES

TMU© Links

Candidate Handbook

Knowledge Exam Practice Tests

Challenge Applications

Find a Test Site 

Testing Instructions

ADA Accommodation Request



Navigating Headmaster’s Minnesota Web Page 
Training Program - Test Site Resources (1)

TRAINING 
PROGRAMS -
TEST SITES

Testing Materials

MOCK SKILLS

Test Site Agreement Application 

Test Site Agreement Form

Test Site Equipment List

Large Lab Waiver Submission Tips and Attachments

Test Site Instructions

Understanding Training Program Reports

How to Create a Test Event



Navigating Headmaster’s Minnesota Web Page
Training Program - Test Site Resources (2) 

TRAINING 
PROGRAMS -
TEST SITES

Cup Order Form

How To Guides

● How to Enter Students

● How to Complete 
Student Training

● How to Incomplete a 
Student Record



AFTER BEING APPROVED TO BE A TEST SITE

TRAINING PROGRAM - How to Schedule Candidates



TRAINING PROGRAM - How to Schedule Candidates (1)



TRAINING PROGRAM - How to Schedule Candidates (2)



TRAINING PROGRAM - How to Schedule Candidates (3)



TEST SITE - How to Schedule Candidates



How to Schedule Candidates - Notification



Headmaster Contact Information

Email: minnesota@hdmaster.com

Phone #: (800) 393-8664

Website: www.hdmaster.com

Minnesota MN State TMU Webpage:mn.tmutest.com

Minnesota IN-FACILITY TMU Webpage: mr.tmutest.com

mailto:minnesota@hdmaster.com
http://www.hdmaster.com/
http://mn.tmutest.com/
http://mr.tmutest.com/
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