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CRC APPLICATION PACKET INSTRUCTIONS 

As part of the CRCC computer-based testing initiative, the commission is introducing a streamlined application process to provide efficiency and flexibility for applicants and a shorter time frame for application approval.  We welcome and encourage your feedback as we continue to refine these process improvements.  
Please read the CRC Certification Guide and these instructions carefully before you begin to complete your application packet.  The application packet consists of an application form plus a variety of other verification forms which must be completed by specified individuals.  Therefore, we recommend that you begin this process well before the application deadline.  
You are responsible for ensuring that all appropriate forms and fees are completed and included in your application packet.  If your application packet is incomplete or illegible, it will not be processed until you have submitted the missing information. These instructions and the accompanying checklist are provided as tools to help your accurate and timely completion of the packet.    
Please contact us via e-mail at info@crccertification.com with questions or feedback you have on the process.   

Step 1:  Identify Application Submittal Category 
Read the CRC Certification Guide Section 4 which outlines eligibility criteria for submittal categories.  After careful review of the category requirements, determine the category under which you will apply.   Note the category number on the line below.  You will need to know this category number as you work through the application instructions to ensure you complete all of the necessary forms.
CRC Submittal Category ___ _______

Step 2:  Determine Test Dates and Application Packet Deadline 

The table in this section lists the application packet deadlines and testing dates for the 2011 examination cycles.  The completed packet must be postmarked by the application deadline to be eligible to test during the corresponding testing dates.  The deadline for accepting applications will not be extended for any reason.  Check the box next to the testing dates for which you plan to apply.  Note the application deadline associated with these test dates.
	Check Desired Exam
	Application Packet Deadline

(Applicant must submit application packet postmarked no later than)
	Testing Dates

	 FORMCHECKBOX 

	February 15, 2012
	July 13-21, 2012

	 FORMCHECKBOX 

	May 15, 2012
	October 5-13, 2012

	 FORMCHECKBOX 

	October 15, 2012
	March 1-9, 2013

	 FORMCHECKBOX 

	February 15, 2013
	July 12-20, 2013

	 FORMCHECKBOX 

	May 15, 2013
	October 4-12, 2013


Step 3:  Complete Application Forms and Gather Supporting Documentation
The application packet consists of several forms which need to be completed by other individuals and requires supporting documentation. The following section outlines all of the required forms and documentation and specific instructions for their completion.  It is your responsibility to provide them ample time to ensure your packet is complete and sent by the above deadlines.  Note that all forms are fillable forms that you can save while in the process of completing.  If you prefer, you may print the forms and fill them out by hand.
CRC Application Form

Required from all applicants.
Applicant Instructions:
1. Locate the file named “CRC Application” on the Certification page of the CRCC website at www.crccertification.com.  Download and save the file to your computer.

2. Complete all sections of this form.
3. Be sure to complete the payment section of the form and enclose a check with your application packet if that is your desired payment method.
4. Print the completed form, sign and submit it with your application packet.  

Official School Transcript 

Required from all applicants.  Category G applicants will submit their transcript once they complete their degree.  
Note:  See the CRC Certification Guide for granting college or university accreditation requirements for all submittal categories and specific course requirements for Category D, E, J, K, and R applicants. 
Applicant Instructions:
1. Request an official transcript that shows the granting of your degree.  A transcript will be considered official only if it bears the seal of the college or university and the signature of the school's registrar. The transcript does not need to be sealed.
2. If your degree was granted under a name other than the one that appears on your certification application, the institution should be asked to include your present name with the transcript.

3. If your degree was obtained from a foreign country, please review the CRC Certification Guide for more detailed information on what documentation is required.

4. Include your official school transcript in your application packet.  
Student Status Verification Form 
Required from all Category G applicants.
Applicant Instructions:
1. Locate the file named “Student Status Verification Form” on the Certification page of the CRCC website at www.crccertification.com.  Download and save the file to your computer.  

2. Complete Section 1 titled “Applicant Information,” which includes signing a release statement.  

3. Print and deliver/mail the form to your faculty advisor.  If mailing the form, consider enclosing a self-addressed stamped envelope to expedite the process. 

4. Allow an ample amount of time for your faculty advisor to complete and return the form to you.   
5. Include the completed form in your application packet.
Employment Verification Form

Required from all Category B, D, E K, and R applicants except those who are self-employed. 
Note:  These categories require employment experience ranging from 12 months to 60 months.  You will need to submit more than one form if documenting experience from multiple employers.  See Section 4 and Section 6 of the CRC Certification Guide for information on the length of employment experience necessary for each category and other specific employment experience requirements.  

Applicant Instructions:
1. Locate the file named “Employment Verification Form” on the Certification page of the CRCC website at www.crccertification.com.  Download and save the file to your computer.  

2. Complete Section 1 titled “Applicant Information,” which includes signing a release statement.
3. Print and deliver/mail the form to your current and/or former employers.  If mailing, consider enclosing a self-addressed stamped envelope to expedite the process. 

4. Allow an ample amount of time for the employer(s) to complete and return the form(s) to you.

5. Include the completed form(s) in your application packet.  
Self-Employment Verification Form

Required from all Category B, D, E, K, and R applicants who are self-employed. 
Note:  You will need to submit a Self-Employment Verification Form from a minimum of one and no more than three purchasers of your rehabilitation counseling services.  These purchasers should comprise a majority of your workload and should span the length of employment experience you are required to document.  See Section 4 and Section 6 of the CRC Certification Guide for information on the length of employment experience required for each category and other specific employment experience requirements.
Applicant Instructions:
1. Locate the file named “Self Employment Verification Form” on the Certification page of the CRCC website at, www.crccertification.com.  Download and save the file to your computer.  

2. Complete Section 1 titled “Applicant Information.”
3. Print and deliver/mail the form to purchaser(s) of your services.  If mailing, consider enclosing a self-addressed stamped envelope to expedite the process. 

4. Allow an ample amount of time for the purchaser(s) to complete and return the form(s) to you.
5. Include the completed form(s) in your application packet.  

Employment Verification for Educators
Required from all Category J applicants. 

Note:  This category requires 36 months of full-time employment* in a rehabilitation counselor education program, subsequent to earning the master’s or doctoral degree.  This category also requires the supervision of a student and/or direct clinical work with a population of individuals with disabilities as defined by CRCC. 

 * Full-time employment is defined as 8 semesters; 12 quarters; or 3 contractual periods of 12 months.  You will need to submit more than one form if documenting experience from multiple employers.  

Applicant Instructions:

1.
Locate the file named “Employment Verification for Educators” on the Certification page of the CRCC website at www.crccertification.com.  Download and save the file to your computer.  

2. Complete, date, and sign Section 1 titled “Applicant Information”. 

3. Print and deliver/mail the form to your department head in which the school’s Rehabilitation Counselor Education Program is housed. If mailing, consider enclosing a self-addressed stamped envelope to expedite the process. 

4. Allow an ample amount of time for the employer(s) to complete and return the form(s) to you.

5. Include the completed form(s) in your application packet.  

Supervision Verification Form

Required from all Category B, D, and E applicants.
Note:  A CRC who has supervised you for at least twelve months must complete this form.  If you currently do not meet this requirement, see the alternate approach for acquiring the required supervision in the Provisional Supervision Form below.
Require from all Category R applicants.
Note:  A CRC who has supervised you for at least twenty-four months must complete this form.  If you currently do not meet this requirement, see the alternate approach for acquiring the required supervision in the Provisional Supervision Form below.
Applicant Instructions:

1. Locate the file named “Supervision Verification Form” on the Certification page of the CRCC Website at www.crccertification.com.  Download and save the file to your computer.  

2. Complete Section 1 titled “Applicant Information,” which includes signing a release statement.  

3. Print and deliver/mail the form to your CRC supervisor.  If mailing the form, consider enclosing a self-addressed stamped envelope to expedite the process. 

4. Allow an ample amount of time for the supervisor to complete and return the form to you.

5. Include the completed form in your application packet.  

Provisional Supervision Form
Required from all Category B, D, and E applicants who have not been supervised for at least twelve months by a CRC. 
Required from all Category R applicants who have not been supervised for at least twenty-four months by a CRC.
Applicant Instructions:

1. Applicants applying under Category B, D, and E - Locate the file named “Provisional Supervision Form” on the Certification page of the CRCC website at www.crccertification.com.  Download and save the file to your computer.
2. Applicants applying under Category R - Locate the file named “Category R - Provisional Supervision Form” on the Certification page of the CRCC website at www.crccertification.com.  Download and save the file to your computer.
3. Complete Section 1 titled “Applicant Information,” which includes signing a release statement and read Section 2, “Overview:  Provisional Supervision Plan and Contract.”

4. Print and deliver/mail the form to your CRC supervisor.  If mailing the form, consider enclosing a self-addressed stamped envelope to expedite the process.

5. Complete Section 3 of the form titled “Provisional Supervision Plan and Contract” with your CRC supervisor either face-to-face or by phone.

6. Allow an ample amount of time for the supervisor to sign and return the form to you.  

7. Include the completed form in your application packet.  

Internship Supervision Verification Form 

Required from Category B and E applicants who are seeking to meet category requirements using a combination of internship and employment experience.
Applicant Instructions 

1. Locate the file named “Internship Supervision Verification Form” on the Certification page of the CRCC website at www.crccertification.com.  Download and save the file to your computer.  

2. Complete Section 1 titled “Applicant Information,” which includes signing a release statement.  

3. Print and deliver/mail the form to your faculty advisor or site supervisor.  If mailing the form, consider enclosing a self-addressed stamped envelope to expedite the process. 

4. Allow an ample amount of time for the supervisor to complete and return the form to you.  

5. Include the completed form in your application packet.  

Test Accommodation Request Form 

Required from all applicants who requested testing accommodation in the CRC Application.  

Note:  Documentation by a qualified professional is also required.  See Section 11 in the CRC Certification Guide for detailed information on how to document a request for accommodations. 
Applicant Instructions:

1. Locate the file named “Test Accommodation Request Form” on the Certification page of the CRCC website at www.crccertification.com.  Download and save the file to your computer.  

2. Complete all sections of the form.  Note that this form is a fillable form that you can save while completing.  If you prefer, you may print this form and fill it out by hand.  

3. Provide documentation from a qualified professional verifying your functional impairment.  This documentation must include all required information as noted in Section 11 of the CRC Certification Guide.   

4. Print the completed form and sign.  Include the form and the required documentation in your application packet.

Step 4:  Verify That You Have A Complete Application Packet 
Use the following checklist to verify that you have included all necessary documents in your application packet prior to mailing it to CRCC.  Your application will not be processed unless it is complete.  Incomplete applications may cause you to miss your targeted test cycle.  
	Application Forms and Supporting Documentation 
	Who needs to include this in the application packet? 
	Is this form or document ready to submit?

	CRC Application
	All Applicants
	 FORMCHECKBOX 


	Payment
	All Applicants
	 FORMCHECKBOX 


	Official Transcript
	All Applicants Except Category G Applicants Who Will Submit Their Transcript When They Complete Their Degree
	 FORMCHECKBOX 


	Course Descriptions / Syllabi
	Category D, E, J, K, and R Applicants
	 FORMCHECKBOX 


	Student Status Verification Form 
	Category G Applicants
	 FORMCHECKBOX 


	Employment Verification Form(s)
	Category B, D, E, K, and R Applicants Except Those Who Are Self-Employed
	 FORMCHECKBOX 


	Self-Employment Verification Form(s)
	Category B, D, E, K, and R Applicants Who Are Self-Employed
	 FORMCHECKBOX 


	Employment Verification for Educators
	Category J Applicants
	 FORMCHECKBOX 


	Supervision Verification Form
	Category B, D, E, and R Applicants
	 FORMCHECKBOX 


	Provisional Supervision Form
	Category B, D, and E Applicants Who Do Not Meet The CRC Supervision Requirements For The Supervision Verification Form
	 FORMCHECKBOX 


	Category R - Provisional Supervision Form
	Category R Applicants Who Do Not Meet The CRC Supervision Requirements For The Supervision Verification Form
	 FORMCHECKBOX 


	Internship Supervision Verification Form 
	Category B and E Applicants Who Are Seeking To Meet Category Requirements Using A Combination Of Internship And Employment Experience
	 FORMCHECKBOX 


	Test Accommodation Request Form
	All Applicants Who Requested Accommodation(s) In The Application
	 FORMCHECKBOX 


	Accommodation Documentation
	All Applicants Who Requested Accommodation(s) In The Application
	 FORMCHECKBOX 



Step 5:  Submit Application and Payment

Once you have verified that you have all of the required application materials, mail the completed packet with payment to the following address (regular mail, overnight carrier, or registered/certified mail):
Commission on Rehabilitation Counselor Certification
1699 E. Woodfield Road

Suite 300

Schaumburg, IL 60173

(847) 944-1325
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