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Introduction
The Commission on Rehabilitation Counselor Certification (CRCC) is committed to maintaining exemplary standards of practice for professionals who practice in vocational evaluation, work adjustment, and career assessment.  The Commission strives to elevate the quality of services provided to consumers so each and every professional takes pride in his or her chosen field, and so each and every consumer receives services that enhance his or her vocational opportunities. 

Hence, CRCC believes that individuals certified as vocational assessment professionals (CVEs, CWAs, and CCAAs) should continue to expand their skills in order to enhance the quality of the services they provide.  Therefore, CRCC’s certification renewal requirements are designed to encourage vocational assessment professionals to continue their professional education through the attainment of continuing education in order to help them serve their clients more effectively. 

Those who choose to renew their certification are required to achieve 80 clock hours of continuing education within the five-year period of certification. 

In order to maintain a high quality of continuing education opportunities, CRCC has a pre-approval process for continuing education programs/activities.  Organizations that sponsor continuing education and training are encouraged to seek pre-approval of their programs/activities, which signifies to all certified individuals that the programs/activities are appropriate to use toward meeting the requirements of their certification renewal program. 

This Continuing Education Pre-Approval Manual is designed to describe the requirements and procedures involved for those organizations that wish to seek pre-approval of their programs/activities. 
Approval Requirements
The following requirements must be met prior to the granting of approval and issuing of an approval number. 

(
The program must be no less than one clock hour in duration.  A clock hour is defined as 60 
minutes of instruction time and excludes opening/closing remarks, coffee breaks, social hours, meals, etc. 

(
The focus of the program must be to increase the participant’s knowledge of or skill in the practice of vocational evaluation, work adjustment, and/or career assessment consistent with at least one Continuing Education Focus Area for the certification for which approval is being sought.
(
The purpose of the program must be clearly defined in terms of expected outcomes/learning objectives. 

(
The program must include an evaluation component completed by the participants.  This is an evaluation of the program’s value – not an assessment of the participant’s learning skills. 

(
It is CRCC’s philosophical belief that all programs must be held in accessible, barrier-free locations so that no one with a disability is excluded from participation.   CRCC strongly encourages all programs to comply with relevant federal, state/provincial, and local laws related to serving individuals with disabilities. 

Approval Process
CRCC reserves the right to monitor the programs and activities for which it has granted approval and to withdraw its approval from any program or activity that is offered or presented in a manner that is inconsistent with approval requirements.  The approval process is as follows: 

(
Complete the application in full.  The application is located at the end of this manual and is also 
available at www.crccertification.com.  The completed application must be submitted with the  
requested documentation and the appropriate fee(s).  Any applications submitted that are not 
accompanied by the appropriate fee(s) and/or required materials will be returned. 

(
Approval must be obtained/granted for each program/activity.  For example, a training program that is two hours in length and given on one day is considered one program/activity.  Likewise, a conference consisting of a variety of sessions given over a period of three days is also considered one program/activity. 

(
Applications requesting retroactive approval (the program/activity has already occurred), will be reviewed up to a maximum of 6 months after the completion of the program/activity.  Applications submitted beyond the 6-month maximum will be ineligible for consideration.

(
Applications must be postmarked 30 days prior to the 
initiation date of the program/activity in order to guarantee CRCC’s review and approval before the program date.  Applications received with less than a 30-day lead time will be reviewed on a first come, first serve basis. 

(
The continuing education program/activity is valid through the approved calendar year (December 
31), provided that no substantive changes are made to the content or format of the program/activity.  A sponsor must re-apply each year for any program/activity that requires approval for subsequent years.

(
Programs/activities for which approval is granted will be considered pre-approved only for individuals holding a CVE, CWA, or CCAA certification. 

Issuing the Approval Number
Organizations seeking approval will be provided with an approval number(s) and a sample verification of completion form.  The verification of completion form distributed to each participant must contain the approval number(s) as well as all other descriptors located in the sample verification of completion form.  The verification of completion form is to be distributed only at the close of the program/activity.  The assigned approval number(s) is not to be printed on any general distribution handouts or mailing information. 

NOTE:  Authorized providers are required to maintain participant records for those programs approved by CRCC for a period of five years.  Participant records are defined as a list of participant names and continuing education hours awarded for each program.

Criteria for CE Offered Solely Through Written Means 
Continuing education offered solely through written means (e.g., self-study courses) is subject to application of the following criteria where the course/article must meet the minimum number of words/questions in order to obtain the stated number of hours. 

	Number of Words 
	Number of Multiple-Choice Questions 
	Number of Hours Approved 

	Up to 10,000 
	10 
	2 

	10,000-20,000 
	15 
	4 

	20,000-30,000 
	20 
	6 

	Every 10,000 Thereafter 
	5 Additional Questions 
	2 Additional Hours 


Articles that appear in a peer-reviewed journal where the article is read and a minimum of five questions are answered and submitted for credit are awarded a flat 3 clock hours. 

If the organization requesting approval is dissatisfied with the number of hours awarded, provided that the number of hours awarded is a minimum of 15 hours, the organization may submit an appeal to the Appeals Committee.  The burden to prove why additional hours should be awarded remains with the organization requesting approval. 
Appeal Process
If the organization requesting approval is dissatisfied with the number of hours awarded or the placement within the focus areas, the organization may submit an appeal to the CRCC Appeals Committee.  The request for such an appeal must be sent to the commission in writing within 30 days of notification of program approval. 
If the organization is dissatisfied with the decision of the Appeals Committee, the case may be directed to the full Commission.  However, requests for such an appeal must be sent to the commission in writing within 30 days of the decision by the Appeals Committee.  The decision of the full Commission is final.
Type of Instruction

Conference

A series of seminars or workshops spanning the course of one or more consecutive days.

Seminar/Workshop

A lecture or presentation delivered to an audience on a particular topic or set of topics.
Self-Study Course

An educational course that is provided in written format where at the conclusion participants complete an examination based on the course content.

Webinar

A live presentation, lecture, workshop or seminar that is transmitted over the Web and allows interaction between the presenter and the audience.

Webcast

A recorded presentation, lecture, workshop or seminar that is transmitted over the Web and does not allow interaction between the presenter and the audience.

NOTE:  CRCC acknowledges it is the responsibility of the certificant to actively participate in a program for the benefit of furthering their professional education.  However, CRCC encourages all providers of continuing education to actively monitor participation in a program prior to awarding credit to certificants.
Program Review Fee
The review fee for the Standard Approval Category Application for CVE, CWA, and CCAA is $65.00 per program/activity.  All fees are non-refundable.
Domain Focus Areas for Continuing Education
Certified Vocational Evaluation Specialist (CVE)

1.
Principles of Vocational Evaluation

· Development and use of situational and community-based assessment

· Concepts of teaching/training/educating/presenting

· Characteristics of work performance and work behavior

· General principles of learning and learning assessment

· Modification and accommodation of evaluation techniques

· Assistive technology devices and services

· Systematic behavioral observation skills and techniques

· Concepts of work adjustment and work hardening

· Service delivery systems common to vocational evaluation

· Community resources and support programs

· Individualized vocational evaluation planning

· Employer and workplace needs and standards

· Program evaluation and research

· General theories of career development and vocational decision-making

· Vocational evaluation philosophy and process

· Adherence to ethical and legal principles/practices of the profession

2.
Standardized Assessment

· Scoring and interpreting standardized tests/instruments

· Selection and administration of standardized tests/instruments

· Statistical concepts related to reliability, validity, and norming of standardized tests/instruments

· Analysis, synthesis and interpretation of evaluation results

· Principles of psychological measurement

· Legal and ethical uses of standardized tests/instruments

· Factors impacting standardized testing

· Triangulation of evaluation techniques

· General concepts of multiple and emotional intelligence(s)

· Use of work samples and commercial vocational evaluation systems

3.
Occupational Information

· Transferable skills analysis

· Standardized occupational information and classification systems

· Labor market research and analysis

· Job analysis and task analysis

· Job development and job placement

· Forensic applications of vocational evaluation

· Common benefit systems

· Computer literacy and application skills, including use of web-based resources to obtain occupation, education, or training information

4.
Implications of Disability

· Psychological/psychiatric aspects of disability

· Pharmacology; impact of medications, substance abuse/abuse/addiction on vocational functioning

· Ecological variables that impact vocational functioning

· Medical aspects of disability

· Psychosocial aspects of disability

· Cultural implications of disability

· Functional skills assessment

5.
Professional Communication

· Verbal communication skills to convey information and evaluation results

· Vocational interviewing skills

· Individualizing and prioritizing recommendations

· Written communication skills and vocational evaluation report development

· Vocational counseling techniques and skills

· Basic negotiation and mediation techniques

· Collaboration skills to develop effective partnerships within and across disciplines

· Principles of Case Management

6. Professional Enhancement
Certified Work Adjustment Specialist (CWA)
1. Functional Aspects of Disability

2. Situational Assessment

3. Learning Style

4. Behavior Management

5. Individualized Work Adjustment Planning

6. Work Management

7. Task Analysis

8. Measuring and Documenting Progress

9. Functional Living Skills

10. Job Modification and Restructuring of Work Environment

11. Community-Based Vocational Training

12. Social Aspects of Disability

13. Professional Enhancement

Certified Career Assessment Associate (CCAA)

1. Occupational Information

2. Functional Aspects of Disability

3. Vocational Interviewing

4. Modifications and Accommodations

5. Standardized Testing

6. Job Analysis and Training Analysis

7. Behavioral Observation

8. Assessment of Learning

9. Functional Skill Assessment

10. Professional Enhancement

RECOMMENDED CITATION
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http://www.crccertification.com/filebin/pdf/CVE_CWA_CCAA_CEPre-Approval Manual201107.doc

CRCC 
STANDARD APPROVAL CATEGORY APPLICATION
FOR CVE, CWA, AND CCAA
Organizations seeking pre-approval of continuing education opportunities must complete this two-page application for each program/activity.
Applications must be submitted 30 days preceding the date of the program/activity.

	


Credential – Please choose all credentials that you seek to obtain continuing education hours for the program/activity listed below:

 FORMCHECKBOX 

CVE
 FORMCHECKBOX 

CWA
 FORMCHECKBOX 

CCAA

	


Organization Information 
     
      

Organization Offering Program/Activity     





Sponsor Code (if known) 

     
      

Business Address








Telephone Number 

     
      

City/State or Province/Zip or Postal Code     





Facsimile Number 

     
      

Program Contact Person / Email Address (Required)



Organization Website
	


Program/Activity Information 
     
      

Program/Activity Title        







Location 

     
      

Actual Number of Clock Hours of Training (Excluding Opening/Closing

Start Date of Training 


Remarks and Breaks)












     











End Date of Training

Type of Instruction:
 FORMCHECKBOX 
  1-Conference

 FORMCHECKBOX 
  3-Self-Study Course
 FORMCHECKBOX 
  5-Webcast
 FORMCHECKBOX 
  2-Seminar/Workshop
 FORMCHECKBOX 
  4-Webinar
If Solely in Written Format: Indicate Number of Words      
Indicate Number of Questions      
	


Documentation to be Attached 
(
One copy of promotional material such as direct mail flyer or marketing brochure. 

(
An outline or agenda, if not contained within the promotional material, to include a breakdown of clock
hours.
(
An overview or summary of learning objective(s).
(
A copy of exam administered for Self-Study Course.

(
A copy of the evaluation form to be given to participants. 
(
A check made payable to CRCC in the amount of $65.00. 

Relation to Domain Focus Areas – The program/activity must apply to one of the following domain focus areas.  A full listing of the areas related to each domain focus area can be found on pages 5-6.  Please check the domain focus area for each credential that applies to the program/activity for which you are seeking approval. 

CVE:

 FORMCHECKBOX 
  Principles of Vocational Evaluation (01)
 FORMCHECKBOX 
  Occupational Information (03)
 FORMCHECKBOX 
  Professional Communication (05)

 FORMCHECKBOX 
  Standardized Assessment (02)
 FORMCHECKBOX 
  Implications of Disability (04)
 FORMCHECKBOX 
  Professional Enhancement (06)
CWA:

 FORMCHECKBOX 
  Functional Aspects of Disability (01)
 FORMCHECKBOX 
  Work Management (06)
 FORMCHECKBOX 
  Community-Based Vocational

 FORMCHECKBOX 
  Situational Assessment (02)
 FORMCHECKBOX 
  Task Analysis (07)

Training (11)

 FORMCHECKBOX 
  Learning Style (03)
 FORMCHECKBOX 
  Measuring & Documenting Progress (08)
 FORMCHECKBOX 
  Social Aspects of Disability (12)

 FORMCHECKBOX 
  Behavioral Management (04)
 FORMCHECKBOX 
  Functional Living Skills (09)
 FORMCHECKBOX 
  Professional Enhancement (13)

 FORMCHECKBOX 
  Individualized Work Adjustment Planning (05)
 FORMCHECKBOX 
  Job Modification & Restructuring




of Work Environment (10)

CCAA:
 FORMCHECKBOX 
  Occupational Information (01)
 FORMCHECKBOX 
  Standardized Testing (05)
 FORMCHECKBOX 
  Assessment of Learning (08)

 FORMCHECKBOX 
  Functional Aspects of Disability (02)
 FORMCHECKBOX 
  Job Analysis and Training Analysis (06)
 FORMCHECKBOX 
  Functional Skill Assessment (09)

 FORMCHECKBOX 
  Vocational Interviewing (03)
 FORMCHECKBOX 
  Behavioral Observation (07)
 FORMCHECKBOX 
  Professional Enhancement (10)

 FORMCHECKBOX 
  Modifications and Accommodations (04)
	


Payment Information
CHECKS: Checks must be made payable to CRCC and returned with a completed application and required documentation.  A service fee of $35.00 will be assessed for all checks returned for insufficient funds or for charges made to closed accounts.  CRCC’s tax identification number is 36-3733179. 

CREDIT CARD PAYMENT:  Complete this section if you wish to charge the fees due to your VISA, MasterCard or American Express.

Charge $65.00 to my:
 FORMCHECKBOX 
  VISA
 FORMCHECKBOX 
  MasterCard
 FORMCHECKBOX 
  American Express

Card #      
Expiration Date       

Authorized Signature     
Date       

	


Statement of Understanding 
I hereby certify that I have read, understand, and agree to abide by the requirements as stated within the Continuing Education Pre-Approval Manual.  Furthermore, I certify that I have completed the application and attached the required documentation.  I understand that no program/activity will be reviewed unless accompanied by the required documentation, to include the appropriate non-refundable processing fee. 

I understand that CRCC reserves the right to monitor programs/activities for which it has granted continuing education approval and to withdraw such approval from any program/activity that is offered or presented in any manner that is inconsistent with the approval requirements.  I also understand that any approval granted for this program/activity is valid for only one calendar year (January 1 through December 31).  If the program/activity is changed in any way during that year, I agree to seek approval from CRCC. 

     
     
Authorized Signature
Date 

     
     
Printed Name
Title

Revised 07/2011
All applications must be mailed to the following address (regular mail/overnight carrier, registered mail/certified mail):





Commission on Rehabilitation Counselor Certification


1699 E. Woodfield Road


Suite 300


Schaumburg, IL 60173


(847) 944-1325








All communication will be to the email address that is provided on this form.  Therefore, be sure it is correct.
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