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Instructions for Part One of the CWIC Assessment and Certification Process
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In order to be certified to provide work incentives planning and assistance services to SSA beneficiaries, new CWICs must participate in the intensive four-day CWIC Initial Training session and, immediately following participation in the training, successfully complete a series of assessment activities.  

The assessment activities that you will be participating in are designed to evaluate your initial proficiency in each of the main competency areas addressed in the CWIC Training Manual and taught during the initial training class.  There are two parts to the assessment process, including:  

· Part One of the CWIC Certification process takes place in the 8-week period immediately following your return from the training class and involves completing a series of online competency based assessments.  Successful completion of all assessments during this 8-week period results in Provisional CWIC Certification.

*** WIPA Project CWICs achieving Provisional CWIC Certification may begin providing direct services to SSA beneficiaries.

· Part Two of the process requires submission and successful review of three Benefits Summary Analyses during the 1 year period following successful completion of the online competency based assessments.  Participants will only be granted full CWIC certification following successful completion of this case review requirement.  

These assessment phases, specific activities, and time frames are described below.

Please note:  The exam answers and assignments 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 certification assessments. If it is determined that a participant has not submitted their own independent work on the assessments, he or she will not pass the assessment and will not be certified!  
If an accommodation or any type of support is needed to participate in and complete 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.

Part One of the CWIC Assessment and Certification Process
Part One of the CWIC Assessment and Certification Process is comprised of two distinct phases.  

Phase One: CWIC Initial Assessment Exams   

The first phase of the assessment and certification process involves completing a series of five exams.  These exams correspond with the first five CWIC competency areas and modules in the CWIC training manual:

1. Promoting and Supporting Employment Outcomes for SSA Beneficiaries with Disabilities 

2. Partnering with Community Agencies and Conducting Community Outreach 

3. Understanding Social Security Disability Benefits, Other Federal Benefits and Associated Work Incentives 

4. Providing Healthcare Planning and Counseling 

5. Conducting Quality Assurance/Continuous Quality Improvement Activities 

Each of the five exams are written exams that include both multiple choice, true / false, and short essay responses to questions.  All parts of the exam are “open-book”, meaning that you are permitted to use your CWIC training manual while working through the questions.  

While all five exams must be completed by a specific due date, there are no time limits for completing the individual exams.  You may work at your own pace and take as much time as is necessary during the one-week period.  
CWICs and community partner staff are required to achieve a passing score of 80% on all five of the exams to successfully complete Phase One of the certification process.  If a passing score is not obtained, they will be provided an opportunity to retake the exam(s).  Please note:  only two attempts are provided to achieve a passing score on each of the exams.  If a CWIC or community partner has questions related to the exam(s) and any feedback provided on their initial attempt, they should contact their VCU technical assistance liaison to debrief before moving forward with their second attempt.  

If on the second attempt, a passing score is still not achieved by a WIPA CWIC, a conference call will be set to discuss additional supports and next steps.  The CWIC, their supervisor, the SSA Project Officer, and the VCU technical liaison will be involved in this discussion. 

If a community partner staff person is not successful in achieving a passing score on his or her second attempt, he or she will not be eligible for CWIC Certification and participation in the assessment and certification process will end.  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.

Phase One Calendar:

Week 1

Participants complete all Module 1 – 5 exams 
Week 2

Exams graded and results posted in grade book
Week 3

Participants retake exam(s) as necessary 

Phase Two:  Module 6 Portfolio 

Following successful completion of all Phase One exams, CWICs and community partners are eligible to begin the Phase Two assessment.  Phase Two of the initial competency assessment process involves a series of four practical assignments covering the various aspects of providing effective work incentives planning and assistance services.  These materials are covered in Module 6 of the CWIC training manual. 

The four assignments will be completed over a four-week period, with one week being allocated to each assignment.  There is one practical exercise developed to test each of the four major competency areas contained in Module 6 of the CWIC training manual.  These exercises include the following:

Assignment 1:
Case study practical assignment involving how to handle                 

                          
various requests for service and conducting caller triage
Assignment 2:
Submission of a written Benefits Summary &

                         
Analysis based on a specific case study
Assignment 3:
Submission of a Work Incentives Plan based on a specific               

                                   
case study
Assignment 4:
Case study practical assignment involving long-term 

                         
benefits management with critical touch-points and

                         
problem solving
Participants are required to pass all four Module 6 assignments to attain final certification.  The passing score for all four of the Module 6 assignments is 80%.  

Again, CWICs and community partners are provided with only two attempts to achieve a passing score on each of the Module 6 assignments.  If a participant has questions related to the assignment(s) and any feedback provided on their initial attempt, they should contact their VCU technical assistance liaison to debrief before moving forward with their second attempt.  

Phase Two Calendar:

Week 3


Module 6, Assignment 1 due 
Week 4


Module 6, Assignment 2 due 
Week 5


Module 6, Assignment 3 due
Week 6


Module 6, Assignment 4 due
Week 7


Scoring completed and results posted in grade book

How Will I Access the Assessment Tools and Information?

Part One of the CWIC initial assessment and certification process will be implemented and managed using the Blackboard Learning System.  Blackboard is a web-based learning system.  An email will be sent providing you with a username and password to access Blackboard, as well as information on how to log on to the system and assessment site.  

To support you in beginning the process and answer any questions you may have regarding Blackboard and / or the assessments, a conference call is scheduled one week prior to each CWIC Initial Training. It is mandatory for all individuals attending the CWIC Initial Training to participate in this call.  Additionally, it is strongly recommended that your WIPA Project Manager / supervisor join the call as well.   

Who will be grading my exams and assignments and how will I know how I am doing?

A member of the VCU Technical Assistance team will be assigned to review and score each of the assignments you complete.  In most instances, this will be the same person who serves as technical assistance liaison for your region.  

Your assigned technical assistance liaison will serve as your primary point of contact for any questions or difficulties you may be experiencing throughout the assessment process.  

When and how will I be notified of my provisional certification status?

Please remember that successful completion of the Part One assessments will result in provisional CWIC certification.  Provisional certification permits CWICs to begin providing direct services to beneficiaries while they continue with Part Two of the certification process.  

The final Phase One assignments will be graded within one week after submission. You will be notified via email within 24 hours after the assignments are graded of your provisional certification status.  Please note that no certificate is provided upon achieving provisional certification.
Part Two of the CWIC Assessment and Certification Process

Following successful completion of all Part One assessment activities (exams and practical exercises), CWICs and community partners are eligible to begin Part Two of the assessment and certification process. 
Part Two of the process requires submission and successful review of three Benefits Summary Analyses during the 12-month period immediately following successful completion of the Part One online assessments.  Participants will only be granted full CWIC certification following successful completion of this case review requirement.  

At the point in time that you have successfully completed the Part One assessments, you will be provided detailed written guidelines for the development and submission of the Benefits Summary and Analysis reports, including due dates for submission. 
The passing score for all three of the Benefits Summary and Analysis submissions is 80%.  Again, CWICs and community partners are provided with only two attempts to achieve a passing score on each of the Benefits Summary and Analysis reports.  If a CWIC or community partner staff has questions related to the Benefits Summary and Analysis and any feedback provided on their initial attempt, they should contact their VCU technical assistance liaison to debrief before moving forward with their second attempt.  

Full CWIC Certification will be granted to participants as soon as they have submitted and achieved a passing score on all three of the required Benefits Summary and Analysis reports.  While participants are provided a full year to complete this requirement of the certification process, it is possible to complete this requirement and achieve certification more quickly.  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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