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Instructions for Part Two of the CWIC Assessment and Certification Process

December 2011
Congratulations on your successful completion of all Part One assessment activities (exams and practical exercises)!  You are now a Provisionally Certified CWIC or Community Partner.  Your provisional certification means two important things:

· First, if you are a WIPA CWIC, you are now qualified to begin providing direct Work Incentives Planning and Assistance services to SSA beneficiaries.

· Secondly, your provisional certification means that you are now eligible to begin Part Two of the assessment and certification process.  Part Two of the process is the final step in achieving full CWIC or Community Partner certification.
As noted in the Instructions for Part 1 of the CWIC Assessment and Certification Process document that you received prior to attending the Initial Training class, Part Two of the process requires submission and successful review of three Benefits Summary Analyses (BS&As) during the 12 month period immediately following successful completion of the Part One online assessments.  Participants will only be granted full CWIC or Community Partner certification following successful completion of this case review requirement.    Participants who do not submit their three BSAs by the due dates indicated and do not  successfully complete the Part 2 BS&A requirements as outlined in this document will not be CWIC or Community Partner Certified and their Provisional Certification status will expire immediately.  
This document provides important, detailed written guidelines for the development and submission of the Benefits Summary and Analysis reports, including required time frames for submission.   Please review the information carefully before beginning and contact your VCU Technical Assistance Liaison / instructor with any questions you may have.
Please note:  The Benefits Summary & Analysis reports you submit must be developed exclusively through your own work.  You are not permitted to work with other CWICs or your Project Manager to complete the reports. If it is determined that a participant has not submitted their own independent work on the BS&A, he or she will not pass the assessment and will not be fully certified!  
If an accommodation or any type of support is needed to participate in and complete Part Two of the assessment and certification process, please contact Julie Schall as soon as possible to discuss support needs and make necessary arrangements.  The VCU National Training Center staff must be notified of any accommodations or supports provided to certification candidates in advance.  Julie Schall may be reached at 804.827.0741 or at jaschall@vcu.edu.
Instructions for Development and Submission of Your Benefits Summary and Analyses:

Part Two of the CWIC Assessment and Certification process tests your ability to apply the concepts contained in Unit 3 of Module 6 in the CWIC Training Manual related to developing written Benefits Summary & Analysis reports.   While your ability to apply these concepts was tested in Part One using a standard case study, Part Two of the certification process takes the assessment process to the next level by evaluating your ability to apply the concepts in developing Benefits Summary & Analysis reports for actual SSA beneficiaries you are serving. 

For each of the Benefits Summary & Analysis reports that you will submit over the next 12 month period, you are required to select a beneficiary whom you are serving in the performance of your WIPA duties.  This means that you will select three separate SSA beneficiaries and submit a Benefits Summary & Analysis report for each of them. 

In order to evaluate your progress in learning and applying the BS&A concepts, you are required to submit one Benefits Summary & Analysis at a time, and to achieve a passing score on each BS&A before moving to the next.  At a minimum, you must submit one BS&A per quarter for each of the first 3 quarters following the Part One Assessment period.  Specifically, the timeframe for submission of BS&A reports for provisionally certified CWICs and community partners are as follows:

Quarter 1

Benefits Summary & Analysis Submission #1 Due

Quarter 2

Benefits Summary & Analysis Submission #2 Due

Quarter 3

Benefits Summary & Analysis Submission #3 Due

Please note that the timeframes listed above are deadlines for submission of your Benefits Summary & Analysis reports.  It is not a requirement that you wait for these dates to submit your reports.  You may submit each of your three BS&A reports prior to these deadlines, however, please remember that you must be notified that you have achieved a passing score on any previous BS&A submissions before submitting your next report.

It is your responsibility to ensure that each of your three BSAs is submitted by the deadline indicated.  If you are unable to meet one or more of the submission deadlines identified above for any reason, you are responsible for contacting your VCU Technical Assistance Liaison / instructor prior to the due date to discuss possible accommodations or extensions.  Extensions in due dates will be provided for WIPA staff awaiting their security clearance from SSA.  

Important:  Participants who do not submit their BS&A by the deadlines provided above and do not contact their Technical Assistance Liaison / instructor regarding an extension, will not be eligible to continue participation in the CWIC and Community Partner certification process and their Provisional Certification status will be revoked immediately.

Guidelines for Selecting the Beneficiary Cases
Careful consideration must be taken in choosing the cases that you will use for this assignment.  Please comply with the following requirements when choosing the three cases to submit.
All of the following requirements must be met:

· These must be real cases that you are working on or have worked on since achieving Provisional Certification.  

· The beneficiary that you select for each of the three BS&A reports is/was currently working or is/was actively seeking employment.  Do not select cases in which the beneficiary is pursuing self-employment for submission.
· At a minimum, at least one of the cases you select must involve an SSI beneficiary, one case must involve a Title II disability beneficiary, and one case must involve a concurrent beneficiary.

· There was/is current or anticipated involvement with an employment provider; One-Stop Career Center, state VR agency, Employment Network, etc.

· The case involves anticipated or actual use of work incentives.

In addition to meeting all of the above requirements:

· Some form of other federal, state, or local benefits is being received in addition to SSA cash benefits and Medicare/Medicaid;

and / or

· There was/is at least one existing benefits issue to be resolved.

Guidelines for Preparing the BS&A Reports

Once you have chosen an appropriate case for each of your submissions based on the above guidance, please comply with the following directions in the preparation of your BS&A reports:

· It is recommended, but not required, that you use the BS&A format that is provided as an attachment to this instructions document.   You can also access this form on the Resources page of the WIPA National Training Center web site:

                                          http://www.vcu-ntc.org/resources/listContent.cfm/58/0
We recommend that you use this format to help ensure that all areas being graded are covered.  If you choose to use an alternative format, please keep in mind that the WIPA National Training Center staff grading your BS&A must be able to find the information in each section of the grading rubric provided later in this document.  Additionally, you will be graded on organization of the material.

· All three of the BS&A reports you submit must have been developed exclusively through your own work.  You are not permitted to work with other CWICs or your Project Manager to complete this assignment or to submit a case which you did not develop.

· Both content and style count in this assessment. Please check your sentence structure, grammar, and spelling before you submit your final report.  This assignment should represent your very best professional writing abilities.  

· In your BS&A you must include a section that describes ALL types and amounts of benefits received and how those benefits were verified.  In addition, you will need to submit an intake form and BPQY or other verification documentation for Social Security benefits.  All verification forms that you are able to secure for other benefits received should be submitted as well.  All personally identifying information on these documents must be masked or deleted before submitting!

· You must include SSI calculation sheets and/or Title II charts to illustrate the impact of wages on benefits based upon the beneficiary’s stated occupational goal. 

· If you included pamphlets, fact sheets or any other handouts to supplement the information in the BS&A, you must clearly identify these within the narrative of the report.

· If you have questions about any of the directions or guidance provided on case selection or BS&A report development, you should contact your assigned instructor.

Guidelines for Submitting Your BS&A Reports

· It is imperative that you mask or preferably delete all identifying demographic information from all documents submitted! (name, Social Security number, address)

· Do not send copies of paycheck stubs or any other personal information or correspondence related to the beneficiary.

· You are required to submit your BS&A report electronically (via email) to your assigned instructor.   While it is preferred that the accompanying required documents be submitted via email as well, several options for submission of these documents are available.  You may fax all accompanying required documents to your instructor, or send hard copies of these documents through the regular U.S. mail.  If you opt to submit the additional required documents via fax or U.S. mail, please note that all of these documents pertaining to a particular beneficiary’s BS&A report should be submitted together as a package.

How Your Work will be Evaluated and Scored:  

The passing score for all three of the Benefits Summary and Analysis submissions is 80%.  
Your instructor will review your Benefits Summary & Analysis report and assign up to the maximum points allowable for each of the following criteria: 

	BSA Content Criteria (possible 65 points)

Complete and accurate information is provided in each of the following content areas:
	Points

	What I have verified about your current benefits with Social Security and other agencies (as needed)  
	6

	What you told me about your current employment situation and/or your future employment plans or goals  
	6

	How your employment situation and/or plans may affect your Social Security cash benefits 
	12

	How your employment situation and/or plans may affect your health insurance (Medicare and/or Medicaid) 
	12

	How your employment situation and/or plans may affect other benefits you receive (Food Stamps, HUD rental subsidies, etc.)  
         OR

Benefits Issues Not Related to Employment 
**NOTE: if the BSA has BOTH other benefits and issues, each part is worth 6 points each.  This section has a total value of 12 points only.
	12

	Employment Services and Supports You May Need / Use of Work Incentives
	12

	Important Things for You to Remember (important dates or deadlines, reporting, record keeping)  
	5

	Criteria Related to Effectiveness of Information Presentation (possible 35 points)
	Points

	The BS&A is comprised of relevant, individualized, case-specific information and advice on current benefits status and the effect of earned income on benefits. 
	5

	The BS&A includes individualized recommendations about relevant, specific work incentives or provisions that the beneficiary may utilize now or in the future to increase the benefit of working or ease the transition from reliance upon benefits to greater self-sufficiency. 
	5

	SSI information is kept separate from Title II information.  A separate section on Medicaid, Medicare, or other health insurance is included.  
**NOTE: if the beneficiary is NOT concurrent and will not become concurrent via use of PASS, these 5 points will be re-distributed one to each item in this section and this item changed to zero.
	5

	Sample SSI/title II calculation sheets are attached as needed and correctly identify the impact of wages on benefits. 
	10

	The narrative is sufficient to address the presenting issues, but not too long.  The report should include at least 3 pages, but no more than 5 pages of single spaced, typed narrative, excluding attachments or calculation sheets.  Please use 12 point font with 1 inch margins unless beneficiary’s needs dictate different font size.  
	5

	The BS&A is written in clear, concise and understandable language.  
	5

	TOTAL 
	100


Within two weeks from receipt of your submission of each BS&A report, your VCU instructor will grade your submission and provide you with your score and written feedback on your work.  If you achieve a passing score on your first submission, you may move forward on development of your next BS&A report.  

If, however, you do not achieve a passing score on your first submission, you will be provided an opportunity to revise the BS&A and accompanying documents and submit again.  As you are provided with only two attempts to achieve a passing score on each of the Benefits Summary and Analysis reports, it is imperative that you review the written feedback provided on your first attempt and contact your VCU instructor to debrief and address any questions you may have before moving forward with your second attempt.
You will have two weeks from the date that your grade and feedback are provided on your submission to revise and submit your final attempt.  If you are a WIPA CWIC / staff person and on the final attempt a passing score is still not achieved, a conference call will be set to discuss additional supports and next steps.  In addition to yourself and the VCU TA Liaison / instructor, your supervisor and SSA Project Officer will be involved in this discussion. 

If you are a Community Partner staff, and do not achieve a passing score on your final attempt, your provisional certification will be revoked immediately and you will not be eligible for full CWIC Certification.  Your participation in the assessment and certification process will end at this point in time, and to pursue certification at a later date, it will be necessary to attend the CWIC Initial Training session once again, and begin the certification process over again with the class.

Full CWIC Certification will be granted participants as soon as they have submitted and achieved a passing score on all three of the required Benefits Summary and Analysis reports.  You will be notified of your certification status within 30 days of submission of your final Benefits Summary and Analysis report.  
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