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FORWARD


PREVENTION CERTIFICATION

Alcohol, Tobacco and Other Drug (ATOD) Abuse Prevention Certification has been established in the State of New Hampshire to: provide for consumer protection, promote public confidence, promote professional growth and development, and to provide an internationally recognized professional credential for prevention practitioners.  Prevention is defined as a proactive process which empowers individuals and systems to meet the challenges of life events and transitions by creating and reinforcing healthy behavior and lifestyles and by reducing risks contributing to alcohol, tobacco and other drug misuse and other related issues.

The purpose of prevention certification is to recognize and ensure that substance abuse prevention practitioners meet competency standards established by the International Certification Reciprocity Consortium (IC&RC) and the New Hampshire Prevention Certification Board.

This application manual contains the requirements, procedures and forms for the Certified Prevention Specialist (CPS).

The Certified Prevention Specialist certification is a beginning-level certification. Any advanced certifications adopted by the Certification Board in the future will require candidates to possess a CPS.  Those seeking certification but who do not have extensive experience in the field of ATOD prevention should aspire to fulfill the requirements of the Certified Prevention Specialist.

Recertification for the Prevention Specialist is every two years and requires an additional forty (40) hours of continuing education in the area of ATOD prevention.

All experience and education is based on the five IC&RC Prevention Performance Domains.  They are:
1. Planning and Evaluation
2. Education and Skill Development
3. Community Organization
4. Public and Organizational Policy
5. Professional Growth and Responsibility

The job tasks for each Performance Domain are detailed in the IC&RC section of this manual.

Questions about the certification process should be directed to the New Hampshire Prevention Certification Board at the address below:

	NH Prevention Certification Board
P.O. Box 1088
Manchester, NH  03105
(603) 828-8958
nhpreventcert@gmail.com




Application Process

The application process for the Certified Prevention Specialist has two primary steps:
1. Submitting a complete application:  Documentation of experience, education, supervised practical experience and adherence to the Code of Ethical Standards must be completed using the forms provided in the Application section of this manual.  
· Two (2) copies of the entire completed application, plus the original application, must be submitted to the NH Prevention Certification Board.   This can be submitted up to six months after the IC&RC Prevention Specialist Exam is taken.
· The Peer Review Committee meets monthly to review applications.
· A non-refundable $150 certification fee is required at the time of application or when scheduling to take the exam. The certification fee includes IC&RC reciprocity and examination fee.  Applicants who do not pass the IC&RC exam on the initial attempt will be charged $80 to retake the exam or if your application is not complete within six months of taking the exam.  Insufficient applications will be returned and a $25 fee will be assessed for each subsequent review.
2. Successful completion of the IC&RC Prevention Specialist Exam.  The IC&RC               
exam is offered quarterly:  March, June, September and December. Regardless  of when the exam is taken, your certification is not effective until your application is submitted and approved by the Peer Review Committee.  Certification dates are recorded as the date of final approval closest to the next quarterly testing date for consistency throughout the state.







IC&RC Performance Domains

Domain I: Planning and Evaluation
1. Assessing community needs
2. Developing a prevention plan
3. Selecting strategies to meet the needs of target populations
4. Applying sound prevention theory and practice
5. Identifying funding sources
6. Reviewing evaluation options
7. Conducting evaluation activities
8. Documenting project activities and outcomes
9. Refining the prevention program

Domain II: Education and Skill Development
1. Tailoring education and skill development
2. Connecting prevention theory  and practice using current research and program models
3. Maintaining fidelity when replicating research-based prevention programs
4. Developing culturally competent education and training
5. Conducting education and skill development activities
6. Educating consumers by providing accurate and appropriate information
7. Disseminating appropriate information through prevention materials
8. Providing prevention information to professionals

Domain III: Community Organization
1. Defining the community through demographics and core values
2. Identifying key community members
3. Identifying/engaging community leaders
4. Identify needs and resources
5. Developing a prevention plan through collaboration with members of the community
6. Supporting the community through technical assistance
7. Developing the capacity of the community

Domain IV: Public and Organizational Policy
1. Identifying/informing policy makers
2. Planning public policy initiatives
3. Gaining support of decision makers
4. Establishing a relationship with media/being a credible resource
5. Promoting advocacy for prevention

	Domain V: Professional Growth and Responsibility
1. Attaining knowledge of current prevention theory and practice
2. Networking with colleagues/others in the field
3. Adhering to legal and professional standards
4. Recognizing community norms to ensure sensitivity to unique needs
5. Developing cultural competence.

Requirements for Certification

1.	EXPERIENCE

A. Experience Requirements

       For applicants who possess a Bachelors Degree or higher:
1. 2,000 documented hours of ATOD abuse prevention-related experience in the IC&RC Prevention Performance Domains.
2. Of those 2,000 documented hours, a minimum of 120 hours of supervision is required. Within the 120 hours, a minimum of 10 hours is required in each of the five Prevention Performance Domains. 
        

Documenting experience and supervision:
· Supervised hours must be documented on the Documentation of Supervision form found in the application material. Each supervisor performing supervision must complete the documentation form.
· Demonstration of experience in each of the Prevention Performance Domains must be made by the applicant in the Narrative section of the application.

B. Types of Experience
1. Experience may be on either a paid or voluntary basis, with no more than 50% coming from volunteer experience.
2. Experience and supervision must be gained from a position whose primary job description includes substance abuse prevention.  
      (See page 3 for a definition of Prevention.)

C. Computation of Experience Hours
Use the hour equivalents below to calculate the total number of hours of experience:
	a).  1 year  	= 2,000 hours
	b). 1 month	=    167 hours
	c). 1 week 	=      40 hours

Requirements for Certification (continued)

2.	EDUCATION

A. Education Requirements: Education is defined as formal, structured instruction in the form of workshops, seminars, institutes, in-services, college/university credit courses and Prevention Certification Board approved distance education.

For applicants who possess a Bachelors Degree or higher (COPIES OF TRANSCRIPTS MUST ACCOMPANY THE APPLICATION):

	Hours
	Educational Discipline

	
	Please see a detailed description of each educational discipline on our website at www.nhpreventcert.org and below 

	50 hours
	ATOD –must be Alcohol, Tobacco, or Other Drug Prevention specific. 


	15 hours
	Cultural Competency 


	43 hours
	Prevention Practice and Theory


	6 hours
	HIV/AIDS Training

	6 hours
	Prevention Ethics Training (must have been taken within the year prior to submitting application)

	120 Total
	




Note:  In order to submit undergraduate or graduate coursework for credit toward the 120 training/education hours, any Bachelors Degree or higher level of work must have been completed within the past five (5) years of submitting an application.  No more than 40 classroom hours can be applied toward the 120 hours of training/education from undergraduate/graduate work.
.  
Educational Disciplines for CPS Credentials

ATOD:  The history, uses, trends and pharmacology of stimulants, depressants, psychotherapeutic drugs, alcohol, tobacco and various other substances as well as the psychological, biological and social aspects of substance abuse.  Appropriate intervention for prevention and treating substance abuse in special populations is also acceptable.

Cultural Competency:  May focus on the aspects of culture that include not just the recognition of diversity among racial and ethnic groups and language differences, but also recognizing the importance of gender, age, socio-economic, sexual orientation, religious, geographic and political difference across the state.

Prevention Practice and Theory:  Can include, but is not limited to, workshops on sustainability, planning, development, community engagement, collaboration, implementation of evidence based programs, practices and strategies, assessment, capacity building, grant writing and evaluation.

Ethics:  Must be specific to Prevention Ethics and based on the Code of Ethical Standards for the initial certification.  Recertification ethics trainings can include any ATOD related ethics workshops.

HIV/AIDS:  Must provide participants with basic and updated information about HIV and AIDS.  This includes risk factors, modes of transmission, signs and symptoms, prevention, the relationship between HIV and AIDS.  Updated information on mother-to-child transmission and prevention and an overview of the epidemic.


For applicants who do not possess a Bachelors Degree please see number 3 on page 8.

Types of Allowable Education
a. Education is defined as any training the applicant received as a student in a formal, facilitated group setting.   Examples:  college courses, in-service education, workshops, and on-line trainings.  
b. All education must be relevant to the five IC&RC Performance Domains.  
c. A “contact hour” is defined as at least 50 minutes of formal learner-trainer interaction.
d. Acceptable sources of education include:
· Courses or Continuing Education Units from an accredited college or university. No more than 80 classroom hours can be applied toward the 240 hours of training/education from undergraduate/graduate work.
· Education approved by an IC&RC member board
· CAPT on-line trainings or other approved on-line trainings listed on our website
· Education sponsored by State of New Hampshire Departments, such as the NH Training Institute, which is relevant to the IC&RC Prevention Educational Disciplines
· Education sponsored by Substance Abuse Coordinating Agencies, 
such as community mental health and human service organizations, which is relevant to the IC&RC Prevention Performance Domains 
· All workshop, in service education, on-line training or college course certificates of completion that are not sponsored by the NH Training Institute must be submitted with a syllabus, agenda, or workshop description from the training as proof of its’ appropriateness for the discipline chosen.

If you don’t have certificates of completion for any workshops, you must fill out the form titled For Undocumented Training found in the application materials and have your supervisor or program director sign the bottom to verify that you have attended these workshops.  Listing education on this form should be the exception in your documentation. Only 30% (36 hours) of total education can be applied with this form. PREVENTION ETHICS TRAINING MUST BE DOCUMENTED, AND MAY NOT BE LISTED ON THIS FORM. You should make every effort to locate missing verification of educational hours before using this form. This form can also be used to document in-services.


















3. For applicants who do not possess at least a Bachelors Degree

Education- see definitions and examples above in section two PLUS:

Candidates without a Bachelor’s Degree must have their employer/supervisor complete the following forms on pages 10 and 11, to document an additional 2,000 experience and supervision hours, as well as document an additional 120 hours of training in the disciplines as outlined below.   These documents are also in the application.

Experience- see definitions and examples above in section one PLUS:

1. Candidates must have their employer/ supervisor document a total of 4,000 hours of ATOD abuse prevention-related experience (this represents an additional 2,000 hours).
2. Candidates must also document that of those 4,000 hours, a total of 240 hours of supervision with a minimum of 20 hours in each of the five Prevention Performance Domains (this represents an additional 120 hours).     
        
	

	Hours
	Discipline

	
	Please see a detailed description of each discipline on our website at www.nhpreventcert.org and on page 7 of this manual

	50 hours
	ATOD –must be Alcohol, Tobacco, or Other Drug Prevention specific. 


	15 hours
	Cultural Competency 


	43 hours
	Prevention Practice and Theory


	6 hours
	HIV/AIDS Training

	6 hours
	Prevention Ethics Training (must have been taken within the year prior to submitting application)

	120 hours
	Can be in any discipline listed above in any denomination as long as the total is 120 hours total

	240 Total
	





















DOCUMENTATION OF ADDITIONAL EXPERIENCE
In cases where an applicant has had experience at more than one site/employer, a separate form should be filled out for each location of experience.


Section I – Applicant Information (All information must be typed or printed)

Name						   

Section II – Program Information

Program Name											

Program Address										

City					State			Zip Code			

Daytime Phone Number					

Section III – Documentation of Experience (Attach a copy of the applicant’s job description on, or attached to, program letterhead)

Applicant’s Position										

Beginning Date							Ending Date			

Write below the average number of direct and indirect hours per week the applicant spent in the ATOD prevention activities of planning and evaluation, education and skill development, community organization, public and organizational policy, and professional growth and responsibility.  
(Full time ATOD Prevention Specialist may enter 40 hours) 					

Section IV

By signing below, I attest that the applicant named in Section I worked as a Prevention Professional at this program providing prevention services, and I endorse this candidate for certification.


												
Signature of Supervisor or Program Director			Date



Certified Prevention Specialists who are receiving an Educational Waiver are required to have 
4,000 total hours of ATOD-related Prevention experience.
NOTE: Volunteer experience can only count for 50% of total experience (2000 hours).
 
This form should be used to document the 2,000 additional hours 
not credited in the original application. 
The Program Director or Supervisor of the program in which the experience was gained 
should complete this form.  
If the experience was in several programs, each program should complete a copy of this form.






SUPERVISOR:   Please complete and sign this form and return it to the applicant with a copy of the applicant’s job description, for submission with his/her Certification Application.

ADDITIONAL SUPERVISED PRACTICAL EXPERIENCE
In cases where an applicant has had supervision by multiple supervisors (due to multiple employers/programs), each supervisor should fill out a separate form


Section I – Applicant Information (All information must be typed or printed)

Name: ________________________________________________


Section II – Program Information

Program Name											

Program Address										

City					State				Zip Code		

Daytime Phone Number						


Section III – Documentation of Supervised Practical Experience

Write below the total number of hours Supervised Practical Experience for each of the Prevention Performance Domains listed:

			1. Planning and Evaluation				hours
			2. Education and Skill Development			hours
			3. Community Organization				hours
			4. Public and Organizational Policy			hours
			5. Professional Growth and Responsibility 		hours
			

					TOTAL					hours

Please consult with the prevention certification applicant if additional information 
regarding the content of the Performance Domain is needed.


By signing below, I attest that the applicant received supervised experience in the Performance Domains as listed above, and I endorse this candidate for certification.

												
Signature of Supervisor or Program Director			Date

Certified Prevention Specialists without a Bachelors Degree must have 240 total hours of Supervised Practical Experience in the Prevention Performance Domains, with at least 20 hours in each of the listed
   Performance Domains.  The person or persons supervising the applicant should complete this form.

SUPERVISOR:   Please return this completed form to the applicant for submission with his/her application.




4.	Passing the IC&RC Prevention Specialist Written Examination
IC&RC Information on this exam is found in the chapter on the IC&RC.




5.	CODE OF ETHICAL STANDARDS
A notarized signature is required acknowledging the willingness to follow the New Hampshire Prevention Certification Board Code of Ethical Standards.



6.     	Residence
	Applicant must live or work at least 51% of the time in New Hampshire. 

The NH Prevention Certification Board may certify those outside their jurisdiction ONLY if the Board in the candidates jurisdiction does not offer the particular credential the candidate is seeking, therefore we may certify those living in states near us who do not currently offer the CPS credential.







Code of Ethical Standards

A. Principle 1: Non-Discrimination
1. The Certified Prevention Specialist must not discriminate against service recipients, colleagues, or the general public based on race, religion, age, sex, national ancestry, sexual orientation, economic or handicapping conditions.
2. The Certified Prevention Specialist should broaden his or her understanding and acceptance of cultural and individual differences, in order to render services and provide information sensitive to those differences.

B. Principle 2: Personal Responsibility
1. The Certified Prevention Specialist shall exercise competent professional judgment when dealing with service recipients, colleagues, or the general public and shall maintain their best interest at all times.
2. The Certified Prevention Specialist shall serve as a responsible role model in applying prevention concepts to public and professional relationships.

C. Principle 3: Professional Competence
1. The Certified Prevention Specialist shall provide competent, professional service to all in keeping with the State of New Hampshire Standards.  Competent professional service required:
a) Thorough knowledge of ATOD abuse prevention
b) Skill in presentation and education techniques
c) Thoroughness and preparation reasonably necessary to assure the highest level of quality
d) Service, and
e) Willingness to maintain current and relevant knowledge through ongoing professional education.

2. The Certified Prevention Specialist shall assess personal competence, recognize personal boundaries and limitations, and not offer services beyond his/her skill or training level.

	D.  Principle 4: Professional Standards
The Certified Prevention Specialist (CPS) shall maintain the highest professional standards and:
a) Shall not claim either directly or by implication, professional knowledge, qualifications or affiliations that the CPS does not possess.
b) Shall not lend his/her name to, or participate in, any professional and/or business relationship that may knowingly misrepresent or mislead the public in any way.
c) Shall not misrepresent his/her certification to the public or make false statements regarding their qualifications to the New Hampshire Prevention Certification Board.
d) Must ensure that any materials or products, with which he/she is associated in developing or promoting, whether for commercial sale or other use, are presented in a professional and factual way.
e) Shall recognize the effect of substance use on professional performance and must be willing to seek appropriate treatment for oneself or to support colleague in need of treatment services.
f) Must fairly and accurately report appropriate prevention information to service recipients, colleagues, and the general public, acknowledging and documenting sources, materials and techniques used.
g) Must not misrepresent the work of others.
h) Must not misrepresent one’s own prevention work for personal or professional recognition, funding, or other gain.



E. Principle 5: Public Statements
a. a. The Certified Prevention Specialist must respect the limits of current knowledge in public statements concerning the effectiveness of prevention initiatives, prevention programs, prevention research, and ATOD information.
b. The Certified Prevention Specialist who conducts training in prevention must indicate to the audience the requisite training/qualifications required to properly implement the material, program, or techniques presented/taught in training.

F. Principle 6: Material Credit
a. The Certified Prevention Specialist who participates in the writing, editing, development or production of professional papers, videos/films, pamphlets, books, or any other prevention materials, must acknowledge and document any published or unpublished materials, techniques, or sources used in creating these materials.
b. The use of copyrighted materials without first receiving author approval is against the law and in violation of professional ethics.

G. Principle 7: Recipient Welfare
a. The Certified Prevention Specialist shall maintain objectivity, integrity, and the highest professional standards in:
i. Delivering prevention services.
ii. Providing a supportive environment.
iii. Protecting the welfare and upholding the best interest of both individual recipients and the public.
iv. Maintaining an objective, non-possessive relationship with those they serve and not exploiting them sexually, financially, or emotionally.
v. Maintaining an ability and willingness to make appropriate referrals.

H. Principle 8: Confidentiality
a. The Certified Prevention Specialist has the responsibility to be aware of and in compliance with all applicable state and federal guidelines, regulations, statutes, and agency policies, i.e.
i. Notification of recipient rights
ii. Reporting child abuse and neglect
iii. Reporting misconduct by individuals or agencies
iv. Maintaining client confidentiality and safeguarding from disclosure confidential information acquired during service delivery

I. Principle 9: Professional Integrity
a. The Certified Prevention Specialist should:
i. Never knowingly make false statements to the appropriate licensing/certifying disciplinary authority.
ii. Promptly alert colleague to potentially unethical behavior so said colleague can take corrective action.
iii. Report violations of professional conduct by other prevention professionals to the appropriate licensing/certification disciplinary authority when there is knowledge that the said professional has violated professional standards.

J. Principle 10: Remuneration
a. The Certified Prevention Specialist must establish financial arrangements in professional practice in accordance with the professional standards that safeguard the best interests of service recipients, colleagues, and the public.
b. The Certified Prevention Specialist must not send or receive a commission or rebate or any other form of remuneration for referral of service recipients for professional services.
c. The Certified Prevention Specialist must not exploit one’s relationship with service recipients to promote personal gain or the profit of any agency or commercial enterprise of any kind.


K. Principle 11: Societal Obligations
a. The Certified Prevention Specialist should:
1. Advocate for consistent health promotion and awareness message to the general public
2. Provide factual state-of-the-art ATOD prevention information to the consumers of prevention services
3. Advocate public policy that would help strengthen the overall health and well-being of the community

L. Principle 12: Professional Obligations
a. In addition to adhering to the obligations stated above, the CPS should strive to 
b. maintain and promote the integrity of certification within the State of New Hampshire, 
c. nationally and internationally, and the advancement of the ATOD prevention 
d. profession.



 IC&RC

1.	MEMBERSHIP

B. New Hampshire has membership in the International Certification Reciprocity Consortium/Alcohol and Other Drug Abuse (IC&RC).  The IC&RC’s membership currently exceeds 40 states, the U.S. Military, Indian Health Services, Canada, Sweden, Germany, Bermuda, and the District of Columbia.
C. Membership in the IC&RC allows New Hampshire Certified Prevention Specialists to receive reciprocal certification in other IC&RC member states and countries.


2.	RECIPROCITY
	
A. Definition
1. Each certifying body (including the New Hampshire Prevention Certification Board) belonging to the IC&RC agrees to use the IC&RC’s minimum standards for reciprocity-eligible certifications.  For example, if an IC&RC member board offers a reciprocity-eligible Prevention Certification, the IC&RC’s minimum standards for Prevention Certification must be used.  However, every member board does not have to offer reciprocity-eligible certification established by the IC&RC.
2. Each IC&RC member certifying body agrees to accept the reciprocity-eligible certification(s) of other members if an equivalent certification is offered.
3. The IC&RC has established minimum standards for Prevention Certification.  These minimum standards are for the Certified Prevention Specialist.  However, not all IC&RC members have developed a reciprocity-eligible Prevention Certification.

B. Applying for Reciprocity
1. Contact the New Hampshire Prevention Certification Board for an IC&RC reciprocity application for Prevention Certification.
2. Before mailing the reciprocity application and fee to IC&RC, verify that the new certification board offers a reciprocity-eligible Prevention Certification by contacting the New Hampshire Prevention Certification Board.


















IC&RC (continued)

3.	IC&RC WRITTEN EXAMINATION

F. Examination Content
a. The exam is 150 multiple-choice questions.  The major Performance Domains addressed in the exam are:
i. Planning and Evaluation
ii. Education and Skill Development
iii. Community Organization
iv. Public and Organizational Policy
v. Professional Growth and Responsibility
b. The job tasks for each Performance Domain are detailed later in this section.

G. Study Guide & Substance Abuse Prevention: The Intersection of Science and Practice
The prevention skills and knowledge addressed in the IC&RC exam can be found in the IC&RC Study Guide for Prevention Specialist Written Examination. Study Guides are available on loan from the NH Prevention Certification Board, or can be purchased for $90.  The loan fee is $15 and can be applied toward the purchase price should an applicant choose to own this resource. 

The Substance Abuse Prevention: Intersection of Science and Practice book is also available for loan through the NH Prevention Certification Board, or can be purchased for $80.  The loan fee is $15 and can be applied toward the purchase price should an applicant choose to own this resource.

These resources can be borrowed by sending a check to our office for $15 (per resource) with your application. Study Guides and other resources can only be requested for loan once an application has been received and must be returned the day of testing in its’ original condition.  

H. Examination Dates and Locations
The examinations are given quarterly in March, June, September and December. Exam dates and location will be given to you at the time of application.

I. Examination Registration and Fees
a. Applications may be obtained by contacting the New Hampshire Prevention Certification Board.
b. The fee for the IC&RC Prevention Specialist Written Examination is included in your application cost. An additional charge of $80 will be assessed if you are re-taking the exam after not passing on your initial attempt.
c. The registration application and fee must be received at the NH Prevention Certification Board six (6) weeks in advance of the examination date.  Those interested in registering to take the exam are encouraged to call Prevention Certification Board staff at 603-828-8958 to get the exact deadline registrations are due for upcoming exams.
d. Unfortunately, due to IC&RC rules, testing fees are non-refundable, even in emergency situations.  If there is a need to cancel after a test is ordered for your certification, you will be required to pay an $80 fee for the re-ordering of the test for the next regularly scheduled testing date.

J. Special Circumstances
a. Individuals with disabilities and/or religious obligations that require modifications in test administration may request specific procedural changes.
b. The request must be submitted in writing to the New Hampshire Prevention Certification Board no fewer than 120 days prior to the scheduled test date.
c. Official documentation of the disability or religious issue must be submitted with the request.  Candidates should contact the New Hampshire Prevention Certification Board regarding what constitutes official documentation. 

























































RECERTIFICATION

1.	RECERTIFICATION REQUIREMENTS

A. General Information
1. All prevention certifications expire in the month of issuance two years from the date of certification.
2. Forty (40) hours of continuing education in the Disciplines is required every two years for recertification. Six (6) hours must come from an approved Ethics Training. As noted on page 7, recertification ethics trainings can include any ATOD related ethics workshops.  While not required for recertification, the NH Prevention Certification Board recommends additional HIV training on a regular basis as part of a prevention professional’s continued education.
3. The Prevention Recertification Form should be used when applying for recertification. 
4. A recommitment to the Code of Ethical Standards is required. Applicants are to resubmit a signed, notarized copy of the Code of Ethical Standards.
5. A non-refundable $75.00 recertification fee is required at the time of each recertification.
6. The Certified Prevention Specialist Certificates may be renewed as often as needed.

B. Alternatives
1. Up to 50% of the education hours for recertification may be met through the   
    following alternatives:
	A). Teaching
(1) Up to twelve (12) hours spent in teaching and/or training at educational events related to the Educational Disciplines may be applied to CEU’s.
(2) Twelve (12) hours is the maximum allowance of hours from teaching/training that may be used every two year period.
(3) The numbers of contact hours applicable is equal to the number of contact hours for the educational event.

























RECERTIFICATION (continued)

2.	EXPIRATION OF CERTIFICATION

A. Notification
1. Certified Prevention Specialists will be notified by mail or email 60-90 days prior to the upcoming expiration date.  This is a courtesy reminder and failure to receive this reminder does not negate the responsibility to recertify in a timely manner.
2. Failure to recertify will result in the loss of the Prevention Certificate.

B. Exceptions
1. Recertification can be applied for up to 180 days after the expiration date by:
a) Meeting recertification requirements,
b) Completing the recertification application,
c) Paying the appropriate recertification fee, and
d) Paying a late fee of $25.00.
2. If the Prevention Specialist is successfully recertified, the new recertification date will be the same as if the recertification had occurred in a timely manner.
3. If the application for recertification is made within 180 days after the expiration date, the following requirements must be met:
a) Meeting recertification requirements,
b) Completing recertification application,
c) Signing and notarizing a copy of the Code of Ethical Standards,
d) Paying the appropriate recertification fee of $75.00,
e) Paying a late fee of $25.00, and
f) Documenting the completion of 20 additional hours of continuing education in the Disciplines per year since the beginning of the last certification period.
4.  If the Prevention Specialist fails to re-apply within 180 days after the expiration date, the Prevention Specialist must go through the original certification process referenced on page 6 of this manual.

C. Recertification Extensions
1. The expiration date of a Prevention Certification may be extended for up to 90 days under the following conditions:
a) A medical condition, documented by a physician, which has severely limited normal activities for at least 30 days within the last 180 days prior to the recertification expiration date.
b) Unemployment for a period of at least 90 days within the year prior to the expiration date.
c) Time off from work due to a relative’s home care needs (e.g. spouse, parent, child, grandparent, or live-in companion) for at least 30 days within the last 180 days prior to the expiration date.

2. Application for extensions must be made in writing on or before the certification expiration date.










REVOCATION OF PROVIDER STATUS

A. Violation of Board Provisions
1. The practice of fraud or deceit in procuring or attempting to obtain Prevention Certification under the NH Prevention Certification Board
2. Violation of the Code of Ethical Standards
3. Violating any provision of the NH Prevention Certification Board or any substantive rule adopted by this Board

B. Revocation Hearing Procedure
1. Specific allegations are to be made in writing to the Chairperson of the Non-Profit Board of Directors, who will forward all information to the Revocation Hearing Committee.  The allegation received shall be recorded by the Board of Directors and shall contain the following information:
a. Provider’s name
b. Name of the complaining party
c. Date of complaint
d. Brief statement of complaint
2. The Board of Directors will appoint a three-person Revocation Hearing Committee, consisting of certified prevention professionals.  No member shall be appointed to the Revocation Hearing Committee who has a potential conflict of interest with either side.  All potential conflicts of interest will be discussed prior to the appointment.
3. The Provider will be informed in writing of any Board of Directors review and will be asked to provide documentation.  This may include, but not be limited to:
a. Records pertaining to specific course offerings
b. Records of course offerings
c. Financial records pertaining to a specific course offering(s)
d. Documentation of faculty and their credentials
4. The Provider has thirty (30) days to forward all requested documentation to the Board of Directors.  A Revocation Hearing Committee meeting will be held within three (3) months.  Failure to comply with said request will place the Provider on inactive status, and any training credits during this time will not be accepted by the NH Prevention Certification Board.
5. The Provider can appeal the Revocation Hearing Committee decision, in writing, to the Board of Directors.  A final determination will be made at that time, and the Provider may be represented at the meeting.  The Board of Directors will hear the appeal within three (3) months of the appeal request. 

C. Applicant Appeals 
1. When an applicant is denied certification, questions the results of the portfolio review, questions examination results, or is subject to an action by the NH Prevention Certification Board that he or she deems unjustified, the applicant has the right to an inquiry and appeal.
2. If an applicant deems that an action taken by the NH Prevention Certification Board is unjustified, he or she is entitled to written summary from the NH Prevention Certification Board that explains the reasons for the action.  All correspondence will be sent certified return receipt mail, with a postmark date being the date from which the thirty (30) days shall be counted.  If the applicant does not agree with the Certification Board decision, he or she may request an Appeals Hearing.
3. The applicant may appeal the decision to the Non-Profit Board of Directors within thirty (30) days of receipt of the summary, notice of denial, or any other action deemed unjustified by sending a certified letter to the Chairperson of the Board of Directors at the Board mailing address. 



 
D. Appeals Hearing Procedure
1. If a request for an Appeals Hearing is submitted to the Board of Directors within the specified timeframe, the Board of Directors will appoint a three-person Appeals Hearing Committee, consisting of prevention certified professionals.  No member shall be appointed to the Appeals Hearing Committee who has a potential conflict of interest with either side.  All potential conflicts of interest will be discussed prior to the appointment.
2. Within twenty-one (21) days after the Board of Directors receives a request for an appeal, an Appeals Hearing into the facts contained in the Certification Board’s decision shall be scheduled, and the Chairperson of the Board of Directors shall send by certified mail a notice of the Appeals Hearing to the complainant.  The Appeals Hearing shall be scheduled no less than twenty-one (21) days and no more than ninety (90) days from the date of the Appeals Hearing notice.
3. The notice of the Appeals Hearing shall advise the complainant of the following:
a. The date, time, and the location of the Appeals Hearing and the identity of the Appeals Hearing Committee members.
b. At the complainant’s own expense, the complainant may be represented by Counsel at the Appeals Hearing.
c. The NH Prevention Certification Board’s representative shall present evidence in support of its recommendation at the Appeals Hearing.  Such evidence shall be limited to the issues contained in the summary issued to the complainant prior to the appeals process.
d. The complainant may present and rebut evidence and present and cross-examine witnesses.
e. The Appeals Hearing Committee shall not be bound by common law or statutory rules of evidence, and the Appeals Hearing Committee may consider all evidence having reasonable probative value.
f. The Appeals Hearing Committee will base its decision upon the evidence presented at the Hearing.
g. Any request by the complainant for postponement of the Appeals Hearing must be immediately served in writing to the Chairperson of the Board of Directors.  The decision to grant or deny such request is discretionary with the Board of Directors.
h. There shall be no contact prior to the Appeals Hearing between the complainant and any NH Prevention Certification Board members for the purpose of discussing in any way the Certification Board’s decision, or the appeal.
i. The Appeals Hearing shall be closed to the public.
4. Failure of the complainant to attend the Appeals Hearing shall be deemed a waiver of the appeal.  In such cases, the Appeals Hearing will be dismissed and the decision of the NH Prevention Certification Board shall take immediate effect.
5. Within twenty-one (21) days after the completion of the Appeals Hearing, the Appeals Hearing Committee shall prepare a written decision containing Findings of Fact and a Conclusion.  The Board of Directors shall mail a copy of the decision to the complainant by certified mail.  The decision of the Appeals Hearing Committee shall be deemed that of the NH Prevention Certification Board, shall be effective upon issuance or at such date as the Appeals Hearing Committee shall specify, and shall be final, without further action by the NH Prevention Certification Board.
6. At any time prior to the issuance of the Appeals Hearing Committee’s written decision, the complainant and the NH Prevention Certification Board, acting through its representative, may enter into a consent order.  Such consent order shall state the nature of the complaint and the details of the agreement and shall supersede any prior decision in the case. 
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