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Preface
This booklet is from the complete NCTRC Certification Standards: Part IIT — Recertification and Reentry. Materials included
focus on the Prerequisites for Recertification, Renewal, Recertification and Reentry.

There are four other booklets which make up the complete set of NCTRC Certification Standards The booklets were created to
provide specific information for various users of the NCTRC Certification Standards. The other parts are:

Q Part I: Information for New Applicants

Q Part II: Exam Information

Q Part IV: NCTRC Disciplinary Standards and Process
Q Part V: NCTRC National Job Analysis

All candidates for NCTRC certification and CTRS certificants are responsible for reading and understanding the complete
NCTRC Certification Standards. These booklets were designed as an additional aide to specific areas of standards and application
processes.

NCTRC’s Certification Standards are updated periodically. Candidates are responsible for making sure they have the most current
information and that they meet the current standards when they apply for certification. The most current NCTRC Certification
Standards can be found at www.NCTRC.org. The date of this publication is January 2012.

NCTRC NONDISCRIMINATION POLICY

It is the policy of NCTRC, its Board of Directors, committee members, and staff to comply with all applicable laws, which
prohibit discrimination in employment or service provision because of a person’s race, color, religion, gender, age, disability,
national origin, or because of any other protected characteristic.

NCTRC TRADEMARK NOTICE

"NCTRC®", "National Council for Therapeutic Recreation Certification®", "CTRS®", and "Certified Therapeutic Recreation
Specialist®" are the registered trademarks of the National Council for Therapeutic Recreation Certification. Unauthotized use
of any NCTRC trademark or confusingly similar mark is strictly prohibited.

NCTRC does not warrant or guarantee the provision of competent services by CTRSs; NCTRC certification helps to
demonstrate the certificant has met the requirements for the profession.

NCTRC CONFIDENTIALITY POLICY

NCTRC does not release names and contact information on record to individuals and/or organizations for educational
and/or research purposes without the expressed written permission of the applicant/certificant. When the release is authot-
ized, the names and addresses are printed on mailing labels as requested by organizations sponsoring educational programs,
conferences and special research studies.
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Introduction

The National Council for Therapeutic Recreation Certification® (N CTRC®) encourages applications from all qualified indi-
viduals interested in becoming a Certified Therapeutic Recreation Specialist. While NCTRC cannot watrant an individual’s
abilities in professional practice, certification will help identify the individual who possesses the necessary knowledge for com-
petent practice in therapeutic recreation.

STOP! If you are not a CTRS or a Reentry candidate. If you were previously certified but have not held an active
CTRS credential for over two years, you will need to apply as a “New Applicant”. If you previously applied for
certification, but have never held an active CTRS credential, you will need to apply as a “New Applicant”. Recer-
tification is only available to CTRSs. Reentry is only available to former CTRSs who’s recertification expiration
date is less than two years old. For information for New Applicants, please obtain PART I: Information for New
Applicants for the CTRS before proceeding further. If you are a new applicant for the CTRS credential you will
need to apply for Professional Eligibility first. Part of your Professional Eligibility application will be your regis-
tration for the NCTRC Exam.

Please read this booklet of NCTRC Certification Standards thoroughly. If you have any questions about the NCTRC certification
process or the information contained in this part of the NCTRC Certification Standards, please contact NCTRC at (845) 639-
1439. NCTRC’s national office is open Monday through Friday from 9:00 a.m. to 5:00 p.m. eastern time. Internet access is
available at www.NCTRC.otg ot you can reach NCTRC by sending an email to nctrtc@NCTRC.org .

Prerequisites

GENERAL

NCTRC's voluntary credentialing program evaluates the educational and experiential qualifications of therapeutic recreation
professionals. As a condition of eligibility for NCTRC certification and recertification, each candidate agrees to the following:

e To Comply with ALL NCTRC Standards, Policies and Procedures. NCTRC may deny certification or recerti-
fication, revoke certification or recertification, ot issue other sanctions when a candidate does not comply with any
of NCTRC's Certification Standards including these Prerequisites.

e To Adhere to NCTRC Application and Notification Requirements. Each candidate for CTRS certification
must truthfully complete and sign the appropriate application provided by NCTRC. Candidates and certificants
must notify NCTRC in writing within sixty (60) days of any change in name, address, telephone number, and any
facts bearing on eligibility, certification, recertification, or reentry. Each individual bears the burden of showing and
maintaining compliance at all times. Candidates and certificants must provide NCTRC with confirmation of compli-
ance with NCTRC requirements as requested by NCTRC. In order to confirm receipt of communication required
by NCTRC, Candidates should use certified mail, return receipt requested, or other verifiable method of delivery for
communications to NCTRC.

e To Report Pending Litigation, Sanctions, and/or Criminal Convictions. Candidates must notify NCTRC
within sixty (60) days of any civil or criminal indictment or charge pending before a state or federal regulatory agency
ot judicial body, including but not limited to the following actions to the extent such actions relate to therapeutic rec-
reation ot public health and safety: investigation of any civil or criminal action; filing of any civil or ctiminal charge;
indictment or litigation; conviction; plea of guilty; plea of no contest (nolo contendere); or investigation or discipli-
nary action by a health care organization, professional organization, or other private or governmental body.

e To Respect the Property of NCTRC. The examinations, certificates, certification cards, logo, emblem, and the
name ‘“National Council for Therapeutic Recreation Certification," the designation "Cettified Therapeutic Recreation
Specialist," and abbreviations relating theteto are all the exclusive property of NCTRC and may not be used in any
way without the express prior written consent of NCTRC. In the event of suspension, limitation, revocation, or res-
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ignation from NCTRC, or as otherwise requested by NCTRC, each individual shall immediately relinquish, refrain
from using, and cotrect at his or her expense any outdated or other inaccurate use of NCTRC's cettificate, certifica-
tion catd, logo, emblem, the name "NCTRC," the designation "Certified Therapeutic Rectreation Specialist," "CTRS,"
and related abbreviations.

e To Authorize the Release of Information by NCTRC. The individual candidate or certificant agrees that
NCTRC and its officers, directors, committee members, employees, agents, and others may communicate any and all
information relating to the candidate’s application, certification, and review thereof including, but not limited to,
pendency or findings of violations of NCTRC's Certification Standards, to state and federal authorities, licensing
boards, employers, other certificants, and others.

® To Waive Claims Against NCTRC. Each candidate and certificant agrees that he or she waives, releases, dis-
charges, and exonerates NCTRC, its officers, directors, employees, committee members, panel members and agents,
and any other persons authorized by NCTRC for any action taken pursuant to the NCTRC Certification Standards and
policies and procedures from any and all claims or liability, including, but not limited to, claims or liability arising out
of: (i) the furnishing or inspection of documents, records and other information; and (ii) any investigation, review, or
decision regarding an application or certification made by NCTRC.

Renewal, Recertification and Reentry

Annual Renewal Requirements

ANNUAL MAINTENANCE APPLICATION AND FEE

Each year of the five year certification cycle, each Certified Therapeutic Recreation Specialist (CTRS) must submit an Annual
Maintenance Application and fee as designated by the Board of Directors. The Annual Maintenance Application and fee must
be submitted by the due date (either May 1 or November 1). In the fifth year of the certification cycle, the maintenance fee
must be submitted as part of the recertification application.

INACTIVE CERTIFICATION

If the certificant's Annual Maintenance Application and fee ate not postmarked to NCTRC by June 30 or December 31, the
certification will become inactive and the certificant will not be able to use the “CTRS” designation. Inactive professional cer-
tification may be reinstated at any time during the five-year certification cycle by paying the current reinstatement fee plus any
delinquent annual maintenance fees. Inactive certification may not be reinstated following expiration of the five-year certifica-
tion cycle. During any cycle of time that the certification is inactive, the individual is prohibited from: (i) representing that the
individual is a "Certified Therapeutic Recreation Specialist” or "CTRS"; and (ii) agreeing to serve as a supervisor for a pro-
posed internship requiring a supervisor that is NCTRC CTRS certified.

CTRS Recertification Requirements

The CTRS recertification process allows professional certificants to maintain continuing professional competence in
therapeutic recreation. It is each certificant's responsibility to collect and maintain all recertification materials over their
five-year cycle of certification. Certificants must document specific continuing education credits as deemed acceptable by
the Recertification Standards and an appropriate number of professional work hours in therapeutic recreation or suc-
cessfully complete the NCTRC Exam. The decision for a five-year recertification cycle was based on expert opinion and
the results of the 1987 Job Analysis. This initial decision was reinforced by subsequent Job Analysis studies and reviews
that indicated that the five year recertification cycle correlates directly with observed changes within the profession of
therapeutic recreation. All recertification hours must be earned during the recertification cycle. No credit is given for any
continuing education, professional experience, or reexamination earned prior to or following the end of the certification
cycle. It is also the certificant's responsibility to submit a completed recertification application before the end
of the five-year recertification cycle. The recertification application must include the annual maintenance fee.
The certificant should also be prepared to submit official documentation pertaining to all completed continu-
ing education hours if called upon to do so during the audit process. Recertification Options: Each CTRS must
complete one of two options to renew certification at the end of the five-year cycle.
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Option Description
1 Professional Experience and Continuing | Minimum of 480 hours of professional experience and a
Education in Therapeutic Recreation Minimum of 50 hours of continuing education
2 Reexamination Passing score on the NCTRC Certification Exam

Professional Experience Component

If this component is selected for recertification, a minimum of 480 hours of therapeutic recreation professional experience
must be earned within the five-year recertification cycle. The hours can be accumulated through the performance of one or
several of the following professional roles:

Direct Service Provider — delivers service directly to clients or groups as a therapeutic recreation specialist by performing as-
sessments, developing and implementing individual programs and treatment plans, documenting the assessments and inter-
ventions, working on an interdisciplinary team, performing outreach activities, etc.

Supervisor — supervises therapeutic recreation personnel in the direct delivery of service to clients.
Administrator — administers a department or a division that includes therapeutic recreation.
Educator — teaches courses or a program in therapeutic recreation at a university, college, etc.

Consultant — performs consulting services in therapeutic recreation for organizations, educational institutions, agencies or
corporations.

Volunteer — volunteer services performed in any of the various roles described above.

Professional Service (Paid or Volunteer) — includes professional activities such as service on professional boards, councils,
legislative work, standards development, curriculum development, research activities etc., as this service relates to therapeutic
recreation.

Student — completes advanced internships or supervised training. (Note: while assuming a student role for advanced study, it
is important to note that these individuals are, in fact, active CTRSs and have already demonstrated basic competence to hold
the credential and are not entry-level students to the profession.)

Please note that the professional experience must be in therapeutic recreation. If the experience does not reference the above
job titles and does not appear to be therapeutic recreation according to the NCTRC Job Analysis Task Areas, then the certifi-
cant should provide an explanation of how the work experience is related to therapeutic recreation. Full-time as well as part-
time professional experience will be accepted for recertification. NCTRC may verify professional experience through the em-
ploying agency personnel department or immediate supervisor.

Continuing Education Component

The CTRS is required to complete professional level (baccalaureate level or higher) educational opportunities to maintain and
enhance knowledge and skill to practice. These include completing educational contact hours, specifically at professional con-
ferences, workshops, symposia and seminars. The CTRS may earn continuing education credits for authoring professional
publications, giving professional presentations, and completing academic courses. The CTRS may also earn continuing educa-
tion credits for participating in officially sanctioned NCTRC test development, item writing and other certification test related
activities.

The content of Continuing Education opportunities must relate directly to the current NCTRC Job Analysis Knowledge Ar-
eas (see page 11 for the Job Analysis) Credits are measured according to the equivalency of an educational contact hour (60
minutes of actual classroom/instructional time, excluding registration time and breaks). NCTRC will also recognize continu-
ing education units (CEU’s) and translate these into credits as follows:

1 contacthour = 0.1 CEU = 1 credit
10 contact hours = 1.0 CEU = 10 credits

NCTRC offers an approval process for completed continuing education hours prior to the submission of a formal recertifica-
tion application. NCTRC’s Continuing Education Pre-Approval Review Process allows certificants to submit completed con-
tinuing education prior to recertification to determine whether it meets cutrent recertification requirements. This process will
allow for early confirmation of continuing education to individuals who ate not certain if previously completed education will
count towards NCTRC Recertification requirements. The application form is available at www.NCTRC.org under Standards
and Publications.
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The standards require that if requested to do so as part of the audit process, a CTRS must submit an official document(s) (no?
a copy) of continuing education credit which indicates their name, attendance date (which must be within the 5 year cycle), title of the
course or program and contact hours (i does not have to be awarded in CEU crediz). 1f the CTRS is unable to obtain such a docu-

ment, then the sponsor or instructor of the program must provide a written statement including all the necessary information
mentioned above, on agency letterhead.

Continuing Education credit earned at conferences, symposia, seminars, etc. are automatically accepted for Recertification if
the continuing education is pre-approved by NCTRC via the CEU Pre-Approval Program. All other CEU credit earned by
CTRSs must be submitted to NCTRC in accordance to the NCTRC Recertification Standards. All earned CEU credit must
be based upon the current International Association for Continuing Education and Training JACET) Standards. The title of
the course or program, as listed on the official document, is critical to whether it can be used toward NCTRC Recertification.
The title must be related to one of the NCTRC Job Analysis Knowledge Areas. In order to match the title with the items, the
title must be clear and reflective of the program. If it is not, the certificant will need to submit the program brochure with the
continuing education materials. Certain continuing education will not be accepted toward NCTRC recertification. This in-
cludes CPR, First Aid, Infectious Disease Control, Life Saving, and activity or other skill-based courses. Intervention skill ses-
sions/courses will be accepted when the majority of the focus is on using the therapeutic recreation process.

A certificant may also accumulate recertification continuing education credits by completing academic courses, professional
publications and presentations.
ACADEMIC COURSES FOR CONTINUING EDUCATION CREDIT

An individual may earn continuing education credits for an academic course taken for credit or taken as an audited course. An
official academic transcript or grade report will serve as documentation of the successful completion of this criterion. Con-
tinuing education credits for completing academic courses for credit and audited academic courses are as follows:

Academic courses for credit: Audited academic courses:

1 semester credit = 15 CE hours = 15 credits 1 semester credit = 8 CE hours = 8 credits
1 trimester credit = 14 CE hours = 14 credits 1 trimester credit =7 CE hours = 7 credits
1 quarter credit = 10 CE hours = 10 credits 1 quarter credit = 5 CE hours = 5 credit

The content of academic courses must be linked directly to the therapeutic recreation knowledge areas delineated in the cur-
rent NCTRC Job Analysis. An individual may earn continuing education credits for an academic course taken for credit or
taken as an audited course.

PUBLICATIONS AND PRESENTATIONS FOR CONTINUING EDUCATION CREDIT

A certificant may request credit for professional publications and presentations. Credit will not be given for material presented
multiple times. Credit will not be given for the same publication duplicated in different formats. When a certificant presents,
continuing education credit will not be given for attending that session. The certificant may only receive credits for either
making the presentation or attending the educational session, but not for both. Continuing Education Credit Values for Pro-
fessional Publications and Presentations:

TYPE OF PUBLICATION CREDITS
Pupblished professional book (original or subsequent editions) 25
Authored unpublished masters or doctoral thesis 20
Published editor of a professional book or professional journal 15
Published professional book chapter (original or subsequent editions) 15
Authored article in refereed journal 15
Published book review 10
Editorial review of professional journal article 5
Published research abstract or proceeding 5
Published article in non-refereed professional state, regional or national 5
magazine

Published professional newsletter article 2
Presentation at professional conference (credits per presenter per hour) 2
Presentation of a research or program poster 2

No more than 25 credits of the Continuing Education Component credits will be awarded for publications and presentations.
The content of publications and presentations must be directly related to the NCTRC Job Analysis Knowledge Areas. Agency
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presentations or in-services that are directly related to one’s job duties are not accepted as professional presentations. Com-
munity service presentations to service clubs and parents groups are not accepted as professional presentations.

The table below shows the type of continuing education accepted and the “acceptable proof” the applicant must submit for
the recertification audit. Continuing education credits will not be awarded without original documentation, as described below.

DOCUMENTATION NEEDED FOR CONTINUING EDUCATION CREDITS FOR RECERTIFICATION

CATEGORY DESCRIPTION ACCEPTABLE PROOF FOR CREDITS
Academic Credit Academic coutses offered by an Official transcript or grade report. If the course title does not appear to be related
Courses accredited educational institution. to the Job Analysis Knowledge Areas, course outline should be submitted.
Content must relate to Job Analysis
Knowledge Areas.

Therapeutic Recrea-
tion Continuing

Programs, courses, symposia with
therapeutic recreation content di-

Official documentation of continuing education credit which must include certi-
ficant’s name, attendance dates, and title of course or program, contact hours, or

Education Programs | rectly related to Job Analysis written certification by the instructor. If the coutse or program title is not reflec-
from Conferences Knowledge Areas. tive of the knowledge areas from the Job Analysis, a content outline should be
and Workshops submitted. CPR, First Aid, Infectious Disease Control, Life Saving or other such
skill or activity courses will not be accepted.
Publications * "The content must relate to Job Copy of publication or a copy of the title page, table of contents and publication
Analysis Knowledge Areas. The date. If publication is in the process of being published, a publisher’s notice of
CTRS must be author, co-author, acceptance is permissible.
ot editor.

Presentations *

Seminars, conferences, or original

Each 60 minutes of lecture given is equal to 2 continuing education credits.

papers. The CTRS can be a guest When there are multiple presenters, each presenter receives 2 credits for each 60
lecturer, primary presenter or a minutes of lecture. Submit evidence of presentation (ie., program announce-
panel participant. Credit will notbe | ment, brochure), date, exact number of contact hours, and a letter confirming
given for repeat or multiple presen- | that the presentation was completed (e.g;, a thank you letter, session evaluation).
tations of the same material.
Content must relate to Job Analysis
Knowledge Areas.

Poster Presentations | Credit will not be given for repeat Poster presentations are given 2 continuing education credits.
or multple poster presentanions of Submit evidence of presentation (program announcement, brochure and letter
the same material. . .

confirming the presentation was completed).

Content must relate to Job Analysis
Knowledge Areas.

*No more than 25 CE credits in the areas of Publications and /ot Presentations will be allowed toward Recettification Requitements.

Reexamination Component

If the reexamination component is chosen, the certificant will be required to take the current examination used for profes-
sional level certification. The same passing score will be used on the test as is used with new candidates. The certificant will
also be required to pay the current test administration fee.

Certificants who choose to take the NCTRC exam for recertification may only take the last scheduled exam prior to their re-
certification expiration date. For example, certificants within the November recertification cycle can only take the October
exam for recertification. Certificants within the May recertification cycle can only take the May exam for recertification. If a
passing score is not obtained, the CTRS certification will be forfeited. An individual who does not pass the exam for recertifi-
cation will have the opportunity to regain the CTRS credential by taking the exam through the Reentry program.

Recertification Interpretive Guidelines

Academic Courses for Credit: Course work taken at a college or university for academic credit and documented by an offi-

cial transcript or grade report. Course content must be linked directly to the therapeutic recreation knowledge areas delineated
in the current NCTRC Job Analysis.
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Activity Skill Session/Coutse: An activity skill session/course is whete the focus of learning is on the experiential aspects of
the activity. The majority of educational content is on learning, practicing, and/or participating in the activity skill.

Audited (not graded) Academic Course Work: Audited academic course work is taken at a college or university and no
academic credit is awarded. No grade is recorded, and tests or examinations are not required. An official transcript from the
college or university must indicate “audit”. Course content must be directly linked to the therapeutic recreation knowledge
areas delineated in the current NCTRC Job Analysis.

Continuing Education Provider or Authority: NCTRC accepts the continuing education from education providers who
follow the International Association for Continuing Education and Training (IACET) Criteria and Guidelines for continuing
education, whether they are officially sanctioned by IACET or not.

Continuing Education Unit: One CEU = ten contact hours of participation in an organized continuing education expeti-
ence, under responsible, qualified direction and instruction. The International Association for Continuing Education and
Training (IACET) is the caretaker of the CEU. IACET assumes responsibility for refining and disseminating information
about the CEU. Through IACET programs, publications, research, and technical assistance, the Association assists organiza-
tions in correctly utilizing the criteria.

Guest Lecturer at a College or University: Presenting a lecture to an undergraduate or graduate class on a topic related to
the NCTRC National Job Analysis Knowledge Areas. The lecture must be a minimum of 60 minutes and must be verified by
the College or University.

IACET (International Association for Continuing Education and Training): The International Association for Con-
tinuing Education and Training is the internationally recognized organization for standards and certification for continuing
education and training. The IACET Criteria and Guidelines for Quality Continuing Education and Training Programs are
available for free at www.iacet.org. NCTRC uses these criteria and guidelines as an indicator of quality continuing education.

Intervention Skills Session/Courses: A therapeutic recteation intervention skill session/coutse may incorporate an activity
skill, but the majority of the focus is on using the therapeutic recreation process through facilitation techniques that restore,
remediate and/or rehabilitate functioning. The education content of an intervention skills session/coutse must incorporate
diagnostic and assessment information and involve the therapeutic recreation intervention planning and implementation proc-
ess through the use of intervention modalities that adhere to professional standards of practice.

Job Analysis Task Areas: The NCTRC National Job Analysis Task Areas define the skills used by a professional Certified
Therapeutic Recreation Specialist on the job. The tasks represent necessary competent practice. NCTRC uses these Job Task
Areas as criteria for determining therapeutic recreation professional experience regardless of whether it is paid or volunteer.
Professional experience used for recertification purposes must relate to the Job Analysis Task Areas.

Job Analysis Knowledge Areas: The NCTRC National Job Analysis Knowledge Areas define the knowledge required to
petform the Job Analysis Tasks used by a professional Certified Therapeutic Recreation Specialist on the job. The knowledge
areas are the basis for educational and testing requirements at NCTRC. NCTRC uses these Job Knowledge Areas as criteria
for determining whether continuing education is related to therapeutic recreation.

Length of Continuing Education: Each continuing education session must be 60 minutes or longer. Sessions of less than
60 minutes will not be accepted by NCTRC regardless of the content.

Professional Experience: Each CTRS is a professional in the field of therapeutic recreation. Professional experience in
therapeutic recreation is required to be at a level suitable to an individual holding a baccalaureate degree or higher.

Professional Experience Documentation: There are several ways to document professional experience in therapeutic rec-
reation. For those who are employed full or part time in a traditional therapeutic recreation job title, verification would be
confirmed by the personnel or human resource department of the agency. If there is a question of job duties, a copy of the
official agency job description should be submitted. For individuals who volunteer in a therapeutic recreation program, an
official volunteer log should be kept of the exact dates and times of volunteer hours in therapeutic recreation. At the time of
recertification, submit the log signed by the CTRS supervisor or staff member at the agency. For those who volunteer profes-
sional service in therapeutic recreation, a log should be kept of committee work or other activities and, at the time of recertifi-
cation, the log should be verified and signed by the Executive Director or President of the therapeutic recreation organization.
Documentation is essential to show that you have met the recertification requirements.

Professional Level Education: It is required that CTRSs will complete professional level (baccalaureate level or higher) con-
tinuing education. Professional level continuing education is defined as opportunities that are either sponsored by an organiza-
tion representing professionals that have an entrance requirement of a four year degree or a continuing education experience
that is primarily designed for an audience that possesses a bachelors degree or higher. Recertification should demonstrate that
the CTRS is maintaining and enhancing knowledge and skill as related to the content areas of the NCTRC Job Analysis.
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Professional Service Experience: Volunteer service for a professional organization. The volunteer service must be in thera-
peutic recreation and a log must be kept to verify the hours of volunteer service. The log must be verified by the professional
organization (usually the executive director, chair of board of directors, conference coordinator, etc.). Examples of profes-
sional service experience may include: committee work for a professional therapeutic recreation organization at the local, state,
regional or national level, committee work for a therapeutic recreation conference, being a member of a board of directors for
a professional therapeutic recreation organization.

Publication Definitions:

Published professional book: A scholatly publication in therapeutic recreation; includes books used as texts in academic
programs and theoretical/conceptual content so long as the content relates to the NCTRC Job Analysis. Also includes revis-
ing a book on TR practice relating to the NCTRC Job Analysis.

Authored unpublished masters or doctoral thesis: A scholarly work for academic credit documenting original research
related to the NCTRC Job Analysis.

Published editor of a professional book or professional journal: Editing a book or a journal related to TR practice and
the NCTRC Job Analysis. Name of editors must be published in the book or journal or supported by letter from the pub-
lisher.

Published professional book chapter: Publishing an original or revised chapter in a book related to TR practice and the
NCTRC Job Analysis.

Authored article in refereed journal: Authoring articles related to therapeutic recreation practice and the NCTRC Job
Analysis published in a refereed journal using blind, peer review of manuscripts.

Published book review: A book review published in a refereed journal.

Editorial review of professional journal article: Editorial review of professionally prepared manuscript submitted for pub-
lication in a peer-refereed journal related to TR practice and the NCTRC Job Analysis.

Published research abstract or proceeding: A published synopsis of original research or conceptual theory that reflects a
presentation of the original work. Content must relate to the NCTRC Job Analysis.

Published article in non-refereed professional state, regional or national magazine: Published articles on TR practice in
a state, regional or national professional publication. Content must relate to the NCTRC Job Analysis.

Published professional newsletter article: A published article that discusses a topic related to the NCTRC Job  Analysis.

Presentation at professional conferences: Presentations made at a professional conference, workshop or seminar with con-
tent related to TR practice. Presentations earn 2 credits for each 60 minutes of lecture. When there are multiple presenters
each presenter may earn 2 credits for each 60 minutes of lecture. Credit will only be awarded once for each original presenta-
tion and will not be given for repeat presentations of the same topic.

Presentation of a research or program poster: A poster presentation is the sharing of research, conceptual, or program-
matic information through a visual display. Presenters interact with conference attendees during the display time. The poster
presentation at a conference must telate to TR practice and may be either refereed/jutied or non-refereed/non-juried.

Refereed or Juried Publication: Publications which use blind review, peer review and editing for manuscript critique.

Repeated Presentations: A presentation that is presented to a different audience where no significant changes have been
made to the content of the presentation. Minor changes to the content, such as updating a few pieces of information, are
considered a repeated presentation. Credit is not given for repeated presentations.

Reprinted Publication: An article or abstract printed in multiple publications (state society magazine, professional newslet-
ter, professional journal) with no significant changes made to the content of the article or abstract. Credit is not given for
reprinted or multiple publications of the same material.

Volunteer Professional Experience: Volunteer service provided in a therapeutic recreation program. Volunteer profes-
sional service may be delivered directly to clients (implementing a therapeutic recreation program) or may be a non-direct ser-
vice (supervision or administration of therapeutic recreation personnel). Volunteer professional service may also be in the
form of consultation of therapeutic recreation practice for organizations, educational institutions, agencies or corporations.
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RECERTIFICATION REVIEW PROCEDURES

NCTRC will notify each certificant approximately 60 days before the end of the five-year certification cycle.
Recertification applications may be submitted no eatlier than 12 months prior to the certification due date
(either May 1 or November 1) and no later than the expiration date (either June 30 or December 31). The
submission of recertification applications to NCTRC postmarked after November 1 or May 1 respectively,
will be assessed a recertification fee. There will be no waiver of this fee. Recertification applications post-
marked after the respective expiration dates of December 31 or June 30 will not be accepted by NCTRC.

Please do not send records of continuing education to NCTRC unless you are requested to do so as part of

the audit process. NCTRC will not maintain partial records of recertification requirements (i.e., collect CEU

credit slips).

Upon receipt of the recertification application, NCTRC will select at random a percentage of applications for audit. The pur-
pose of the audit is to verify the completion of all continuing education hours listed on the recertification application. Certifi-
cants who are selected for audit will be directly notified by NCTRC via postal mail. Certificants will have 30 days to submit
their continuing education materials for the audit process. Failure to submit the continuing education materials in a timely
manner will result in a denial of recertification. If you are not selected for audit, you will not need to submit your continuing
education documents. NCTRC randomly audits a percentage of recertification applications. Therefore, certificants should not
rely on the recertification status or application of other certificants (or prior recertification applications) in selecting courses
and CEUs for recertification. For audited recertification applications only, courses and CEU offering will be reviewed by
NCTRC on a case-by-case basis. Professional NCTRC staff holding the CTRS credential will review recertification applica-
tions to determine whether NCTRC’s recertification criteria are met. At any time during the recertification application review,
the Executive Director may request additional information from the certificant.

Once review of an application is complete, the NCTRC Executive Director shall inform the certificant of either (i) the
decision to grant recertification to the certificant, or (ii) an adverse decision on the recertification application. An adverse
decision includes decisions denying eligibility to sit for the examination for recertification purposes and decisions deny-
ing recertification for any reason. The recertification decision will be mailed to the certificant within eight to ten weeks
of the recertification deadline provided NCTRC receives the complete application before the last 90 days of the certifi-
cant's certification cycle. Recertification applications received within the last ninety days may take longer to review. Re-
sults of recertification reviews will not be provided over the telephone. Individuals who are denied recertification have
the right to appeal the decision or regain their CTRS status via the Reentry program.

RECERTIFICATION APPEAL PROCEDURES

Upon receipt of an adverse determination, a certificant has 45 days to request and submit an appeal application. If a certificant
does not submit an appeal application and all supporting documentation requesting an appeal of the determination within 45
days, the certificant forfeits any right to an appeal of the adverse determination. There is no additional filing fee to request an
appeal at this stage. Please see Recertification Appeals Procedures on page 16 for complete information on requesting an appeal ap-
plication form and how and when to file an appeal for the denial of an application for Recertification. Individuals whose Re-
certification denial decision is not overturned by the appeal process may regain their CTRS status via the Reentry program or
by applying as a new applicant.

RECERTIFICATION EXTENSION

Extension of Recertification Due Date. NCTRC requires strict adherence to recertification application deadline dates.
In the event that an individual has completed the recertification requirements but has missed the recertification deadline
date due to an extenuating circumstance or emergency beyond the person’s control, a 30 day extension of the application
deadline may be granted based on a case by case review of pertinent documentation regarding the situation. Official
documentation must verify the occurrence of the circumstance and the documented dates must confirm that the conflict
occurred immediately prior to the recertification application due date. The recertification application and all related con-
tinuing education materials must be submitted with the request for an extension. If the request for an extension is de-
nied, the application and recertification materials will be returned with instructions for the NCTRC Reentry Program.

Extension of Recertification Cycle. In the case when a serious health condition or extreme personal emergency has
prevented an individual from completing all recertification requirements, a request for extension may be made in writing
to the Standards Hearing Committee within 30 days of the recertification application deadline. A detailed description of
the serious health condition or extreme emergency must be accompanied by official documentation regarding the cit-
cumstance. The extension application and pertinent documentation will be reviewed on a case by case basis by the Stan-
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dards Hearing Committee. Once a decision is rendered notification will be mailed to the applicant from the NCTRC
office. If the extension request is granted a recertification application will be due one (1) year after the original recertifi-
cation due date. The recertification application and all continuing education materials will be due at that time. The
NCTRC exam may be taken for recertification during the extension period. Exam registration due dates are listed on the
NCTRC website at www.NCTRC.org.

If an extension is granted for medical or health related issues, submission of an Authorization and Attestation form
completed by the treating professional confirming fitness to practice will be required. This form may be submitted at the
time the extension is granted, or when the recertification application is submitted. The determination of active certifica-
tion status will be based on the receipt of this form. NCTRC reserves the right to withhold active certification
status for those individuals who are unable to provide the signed Authorization and Attestation form at the
time that the extension is granted.

Reentry Requirements

Reentry is a process whereby certain individuals whose certification recently expired, may qualify for eligibility to take the
NCTRC CTRS certification examination, without needing to meet the current educational and experiential requirements for
initial certification. Reentry certification eligibility is limited to only those candidates who:

1. Were CTRS certified within two years prior to their application for reentry; and

2. Apply for reentry eligibility to take a CTRS cettification examination that is scheduled to be administered
within the two years immediately following expiration of their CTRS certification.

Reentry candidates are subject to all requirements of, and must maintain compliance with, the NCTRC Certification Stan-
dards, except they shall not be required to demonstrate that they meet the current educational and experiential requirements
for initial certification. Instead, NCTRC will accept the results of the prior certification application review, for the purposes of
determining eligibility to take the certification examination for reentry. The exam must be completed before expiration of the
two-year period following expiration of their CTRS certification. Reentry candidates must pay all fees for test registration and
for any delinquent annual fees from the last recertification cycle, and meet all other requirements to take the certification ex-
amination.

Reentry candidates who successfully pass the examination will be granted CTRS certification for another five-year cycle, sub-
ject to the requirements of the NCTRC Certification Standards. Reentry candidates who do not pass the examination may
apply again to sit for the examination under these reentry provisions, so long as they take the examination during the two-year
period immediately following expiration of their CTRS certification. Reentry candidates who do not pass the examination
during the two-year cycle immediately following expiration of their CTRS certification, will not be certified under these reentry
provisions.

EMERGENCY SITUATIONS DURING THE REENTRY PERIOD

The NCTRC Executive Director and the Chair of the NCTRC Standards Hearing Committee (and, in limited cases, the Chair
of the Board of Directors) have complete discretion in deciding whether to grant an extension. Only reentry candidates who
have registered for and missed the last exam offered during their reentry cycle may be granted an extension of the reentry cy-
cle. The reentry candidate must notify NCTRC of the event within 60 days of the event’s occurrence. If NCTRC extends a
candidate’s reentry deadline cycle, the candidate must register, pay for, and comply with all requirements and deadlines for the
next regularly scheduled CTRS examination. The reentry cycle will only be extended until NCTRC releases the results of the
next regularly scheduled examination. Under no circumstances will NCTRC extend the reentry cycle more than one examina-
tion cycle. During the extended reentry cycle, the candidate is not certified by NCTRC and may not represent that they hold
NCTRC certification.

2007 NCTRC Job Analysis Job Tasks and Knowledge Areas for the Certi-
fied Therapeutic Recreation Specialist

A benchmark for any profession is its ability to routinely monitor its own practice through an ongoing process of self-
regulation. Paramount to this process is the establishment of a credentialing program that enabled the profession to safeguard
consumers by stating who is competent to practice. The establishment of a valid job analysis is essential to the integrity of a
credentialing program and an exam program.

In 2007, NCTRC completed its third comprehensive Job Analysis Study. The list of tasks below are the current tasks per-
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formed by the Certified Therapeutic Recreation Specialist. These job tasks represent the therapeutic recreation process. The
knowledge base for therapeutic recreation practice forms the basis of the NCTRC exam content and is used to evaluate pre-
service and continuing education for therapeutic recreation.

Job Tasks of the Certified Thera-
peutic Recreation Specialist

Professional Roles and Responsibilities

1. Establish and maintain therapeutic relationship with
person served

2. Create and maintain a safe and therapeutic envi-
ronment

3. Maintain CTRS credential

4. Participate in in-service training and staff develop-
ment

5. Maintain knowledge of cutrent TR/RT trends,
techniques, methods, issues, and professional and
legal standards

6. Enhance professional competence through addi-
tional credentials and/or contribution to TR/RT
field (e.g., professional presentations, research, at-
tending conferences)

7. Adhere to professional standards of practice and
code of ethics

8. Participate in quality improvement process (e.g.,
exit interviews, customer service satisfaction, peer
reviews)

9. Participate in agency/professional committees

Assessment

10. Request and secure referrals from professionals or
other sources

11. Obtain and review pertinent information about
person served (e.g., records or charts, staff, support
system)

12. Select and/ot develop assessment methods based
on needs of the person served and setting (e.g., in-
terview, observation, task performance, established
instruments)

13. Conduct assessments using selected methods to
determine physical, social, affective, cognitive, lei-
sute, and/or lifestyle functioning

14. Analyze and interpret results from assessments

15. Integrate, record, and disseminate results gathered
to appropriate individuals (e.g., petson served,
treatment team)

Planning Intetventions and/ot Programs

16. Discuss results of assessment and involve the per-
son served or appropriate others (e.g., parent or le-
gal guardian, support system, treatment team,
service providers) in the design of individualized in-
tervention plan

17. Develop and document individualized intervention
plan with goals, objectives, evaluation criteria, and
discharge/transition plan

18. Develop and/ ot select interventions and ap-
proaches to achieve individual and/or group goals

19. Develop and/ ot select protocols for individual or
group session

20. Utilize activity and/or task analysis prior to intet-
ventions/programs

21. Select adaptations, modifications and/or assistive
technology

Implementing Interventions and/or Programs

22. Explain the purpose and outcomes of the interven-
tion/program and steps to be followed to the pet-
son served

23. Implement individual and/or group sessions, pro-
tocols, and/ot programs

24. Use leadership and facilitation techniques to maxi-
mize therapeutic benefit (e.g., role-modeling, reflec-
tive listening)

25. Monitor and address safety concerns throughout
the intervention/program

26. Observe person served for response to interven-
tion/program and note important data (e.g., intet-
action with others, group, or therapist)

27. Monitor effectiveness of individual and/or group
intervention/program plans and make modifica-
tions as needed

Evaluate Outcomes of the Interventions and/or

Programs

28. Evaluate changes in functioning of the person
served

29. Determine effectiveness of individual intervention
plan and adjust as needed

30. Revise individualized intervention plan as necessary
with input from the person served and appropriate
others (e.g., parent or legal guardian, support sys-
tem, treatment team, service providers)

31. Evaluate individual's need for additional, alternative
ot termination of setvices

32. Determine effectiveness of protocols, modalities,
and/or programs for targeted groups

Documenting Intervention Services

33. Record behavioral observations, progress, function-
ing, and intervention outcomes of the person
served

34. Document unusual occurrences, accidents and inci-
dents relating to risk management

35. Document protocols, modalities and/ot program
effectiveness
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Working with Treatment and/or Setvice Teams

36. Provide information to team members concerning
the range of available TR/RT setvices

37. Communicate information regarding person served
to team members in a timely and appropriate man-
ner (e.g., behavioral changes, functional status)

38. Cootrdinate or integrate intervention plan with
other service providers for the person served (e.g.,
care planning)

39. Develop and provide collaborative services with
other team members as necessary (e.g., co-
treatment)

Organizing Programs

40. Maintain equipment and supply inventory

41. Plan and coordinate support services (e.g., transpor-
tation, housekeeping, dietary)

42. Maintain program budget and expense records

43. Develop and distribute schedules (e.g., programs,
special events, programming changes)

Managing TR/RT Services

44. Comply with standards and regulations (e.g., gov-
ernment, credentialing, agency, professional)

45. Conduct an initial and/or on-going organizational
needs assessment for TR/RT service delivery (e.g.,
populations served, internal and external resources)

46. Prepare and update comprehensive TR/RT wtitten
plan of operation (e.g., programs, risk management,
policies and procedures)

47. Confirm that programs are consistent with agency
mission and TR/RT Setvice philosophy and goals

48. Recruit, train, educate, supervise, and evaluate pro-
fessionals, paraprofessionals and/or volunteers
(e.g., plan in-service training, develop staffing
schedules)

49. Provide staff development and mentorship

50. Develop, implement and/or maintain TR/RT in-
ternship program in accordance with legal require-
ments and professional guidelines

51. Prepare, implement, evaluate, and monitor TR/RT
service annual budget

52. Support research programs or projects

53. Prepate and report quality improvement data

54. Write summary repotts of TR/RT Services

Public Awareness and Advocacy

55. Establish and maintain network with organizations
and advocates (e.g., community agencies, universi-
ties, allied health professions)

56. Advocate for rights for persons served (e.g., access,
inclusion, independence, transportation)

57. Provide education to the community (e.g., explana-
tons of purpose of program/interventions; initiat-

ing opportunities to expand community awareness
of value of TR/RT; organization of TR/RT set-
vice)

58. Promote the agency, TR/RT setvices and the pro-
fession through marketing and public relations

Required Knowledge Areas for
the Certified Therapeutic Recrea-
tion Specialist

Foundational Knowledge

1. Theories of play, recreation and leisure

2. Social psychological aspects of play, recreation and
leisure

3. Diversity factors (e.g., social, cultural, educational,
language, spiritual, financial, age, attitude, geogra-

phy)

4. Human growth and development throughout the
lifespan

5. Theories of human behavior and theories of behav-
ior change

6. Leisure throughout lifespan

Leisure lifestyle development

8. Concepts and models of health and human services
(e.g., medical model, community model, education
model, psychosocial rehabilitation model, health
and wellness model, person-centered model, Inter-
national Classification of Functioning)

9. Cognition and related impairments (e.g., dementia,
traumatic brain injuty, developmental/learning dis-
abilities)

10. Anatomy, physiology, and kinesiology and related
impairments (e.g., impairments in musculoskeletal
system, nervous system, circulatory system, respira-
tory system, endocrine and metabolic disorders, in-
fectious diseases)

11. Senses and related impairments (e.g., vision, hear-
ing)

12. Psychology and related impairments (e.g., mental
health, behavior, addictions)

13. Normalization, inclusion, and least restrictive envi-
ronment

14. Architectural batriers and accessibility

15. Societal attitudes (e.g., stereotypes)

16. Legislation (e.g., Americans with Disabilities Act,
Individuals with Disabilities Education Act, Older
Americans Act)

17. Relevant guidelines and standards (e.g., federal and
state regulatory agencies)

18. Principles of group interaction, leadership, and
safety

19. Principles of behavioral change (e.g., self-efficacy
theory, experiential learning model)

~
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Practice of Therapeutic Recreation/Recteation
Therapy

20.

21.

22.

23.

24.

25.

26.

27.
28.
29.
30.
31.
32.
33.
34.

35.
36.

37.

38.

39.

40.

41.

42.
43,
44,
45,
46.

47.

Concepts of TR/RT (e.g., holistic approach, recrea-
tive expetience, special/adaptive recteation, inclu-
sive recreation, using recreation as a treatment
modality)

Models of TR/RT setvice delivery (e.g., Leisute
Ability model, Health Protection/Health Promo-
tion model, TR Service Delivery model)

Practice settings (e.g., hospital, long-term care,
community recreation, correctional facilities)
Standatds of practice for the TR/RT profession
Code of ethics in the TR/RT field and accepted
ethical practices with respect to culture, social, spiri-
tual, and ethnic differences

Impact of impairment and/or treatment on the
person served (e.g., side effects of medications,
medical precautions)

Criteria for selection and/or development of as-
sessment (e.g., purpose, reliability, validity, practi-
cality, availability)

Implementation of assessment

Behavioral obsetrvations related to assessment
Interview techniques for assessment

Functional skills testing for assessment

Current TR/RT/leisure assessment instruments
Other inventories and questionnaires (e.g., stan-
dardized rating systems, developmental screening
tests, MDS, FIM, GAF)

Other sources of assessment data (e.g., records or
charts, staff, support system)

Interpretation of assessment and record of person
served

Sensory assessment (e.g., vision, hearing, tactile)
Cognitive assessment (e.g., memory, problem solv-
ing, attention span, otientation, safety awareness)
Social assessment (e.g., communication/interactive
skills, relationships)

Physical assessment (e.g., fitness, motor skills func-
tion)

Affective assessment (e.g., attitude toward self, ex-
pression)

Leisure assessment (e.g., barriers, interests, values,
patterns/skills, knowledge)

Documentation of assessment, progtess/functional
status, discharge/transition plan of petson served
(e.g., SOAP, FIM)

Nature and diversity of recteation and leisure activi-
ties

Purpose and techniques of activity/task analysis
Leisure education/counseling

Selection of programs, activities and interventions
to achieve the assessed needs of the person served
Activity modifications (e.g., assistive techniques,
technology and adaptive devices, rule changes)
Modalities and/ ot interventions (e.g., therapeutic
recreation/recreation therapy activities, leisure skill

development, assertiveness training, stress man-

agement, social skills, community reintegration)
48. Facilitation techniques and/or approaches (e.g.,

behavior management, counseling skills)

Organization of Therapeutic Recrea-
tion/Recreation Therapy Service

49. Program design relative to population served

50. Type of service delivery systems (e.g., health, leisure
services, education and human services)

51. Methods of writing measurable goals and behav-
ioral objectives

52. Role and function of other health and human set-
vice professions and of interdisciplinary approaches

53. Documentation procedures for program account-
ability, and payment for services

54. Methods for interpretation of progress notes, ob-
servations, and assessment results of the person be-
ing served

55. Evaluating agency or TR/RT Setvice program

56. Quality improvement guidelines and techniques
(e.g., utilization review, risk management, peer re-
view, outcome monitoring)

57. Components of agency ot TR/RT Setvice plan of
operation

58. Personnel, intern, and volunteer supervision and
management

59. Payment system (e.g., managed care, PPO, private
contract, Medicare, Medicaid, DRG)

60. Facility and equipment management

61. Budgeting and fiscal responsibility

Advancement of the Profession

62. Histotical development of TR/RT

63. Accreditation standards and regulations (e.g.,
JCAHO, CARF, CMS)

64. Professionalism: professional behavior and profes-
sional development

65. Requirements for TR/RT credentialing (e.g., cettifi-
cation, recertification, licensure)

66. Advocacy for persons served

67. Legislation and regulations pertaining to TR/RT

68. Professional standards and ethical guidelines pet-
taining to the TR/RT profession

69. Public relations, promotion and marketing of the
TR/RT profession

70. Methods, resources and references for maintaining
and upgrading professional competencies

71. Professional associations and organizations

72. Partnership between higher education and direct
service providers to provide internships and to pro-
duce, understand and interpret research for ad-
vancement of the TR/RT profession

73. Value of continuing education and in-service train-
ing for the advancement of the TR/RT profession
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DEFINITION OF TERMS

Given the diversity and varied settings in which TR/RT setvices are practiced, it becomes a challenge to select terminology
that is inclusive of the entire profession. The list provided here represents terms chosen to describe aspects of practice and the
persons served. These terms are broad-based and can be applied to all settings and populations served. The intent here is to
“include” rather than “exclude” any aspect of the profession.

Therapeutic Recreation/Recreation Therapy: all references to TR/RT in this document are intended
to be used interchangeably.

Persons Served: a patient, client, consumer, participant or resident.

Individualized Intervention Plan: an individualized plan of care or intervention for a person served by a qualified
TR/RT professional (CTRS) based on assessed strengths and needs, and includes goals, objectives and intervention
strategies aimed at fostering desirable and necessary outcomes.

Treatment/Setrvice Teams: also referred to as “intervention team”, and “multidisciplinary, interdisciplinary,
transdisciplinary team”. A treatment team is a group of qualified professionals who provide individual and collective
treatment to address the needs of a specific individual receiving service.

Standards of Practice: statements of professional expectations for service delivery in order to assutre systematic
provision of recreation therapy services. Such statements are set by the organizations representing
the specific profession.

Inclusion: a planning process in which individuals with disabilities have the opportunity to participate fully in all
community activities offered to people without disabilities. Inclusion requires providing the necessary framework
for adaptations, accommodations and supports so that individuals can benefit equally from an experience.

Outcomes: observed changes in an individual’s health status and functional abilities as a result of services. Out-
comes must be measurable, achievable, documented, meaningful, and linked to professional intervention.

Standards of Knowledge, Skills and Abilities for the CTRS:

1. possess knowledge of the theories and concepts of therapeutic recreation, leisure, social psychology, and human
development as related to the nature and scope of health and human service delivery systems and the ability to inte-
grate these in a variety of settings.

2. possess an essential knowledge of the diversity of the populations including diagnostic groups served within the
therapeutic recreation process, including etiology, symptomatology, prognosis, treatment of conditions and related
secondary complications. Possess a basic understanding of and ability to use medical terminology.

3. have a thorough understanding of the assessment process utilized within therapeutic recreation practice including,
but not limited to, purpose of assessment, assessment domain (including cognitive, social, physical, affective, leisure,
background information), assessment procedures (including behavioral observation, interview, functional skills test-
ing, a general understanding of current TR/leisure assessment instruments, inventories and questionnaires and other
sources of commonly used multidisciplinaty assessment tools, including standardized measures), selection of in-
strumentation, general procedures for implementation and the interpretation of findings.

4. have a basic understanding of the published standards of practice for the profession of therapeutic recreation and
the influence that such standards have on the program planning process.

5. possess detailed knowledge of the intervention planning process, including program or treatment plan design and
development, programming considerations, types of programs, nature and scope of interventions, and selection of
programs to achieve the assessed needs and desired outcomes of the person served.

6. possess basic knowledge related to the implementation of an individual intervention plan, including theory and ap-
plication of modalities/interventions and facilitation techniques/approaches.

7.  have a fundamental knowledge of methods for documenting and evaluating persons served, programs, and agencies.

8. possess a broad understanding of organizing and managing therapeutic recreation services including, but not limited
to, the development of a written plan of operation and knowledge of external regulations, resource management,
components of quality improvement, as well as basic undetstanding of staff/volunteer management.




9. be able to identify and understand the components of professional competency within the realm of therapeutic rec-
reation practice, including requirements for certification, ethical practice, public relations, and the general advance-
ment of the profession.

10. possess fundamental knowledge of how the TR process is influenced by diversity and social environment.
11. possess fundamental knowledge of assistive devices/equipment and activity modification techniques.

12. possess fundamental knowledge of group interaction, leadership, and safety.

Recertification Appeals Procedures

Upon receipt of an adverse determination, a certificant has 45 days to submit an appeal application requesting an appeal of
that determination. Upon receipt of the letter from the certificant requesting an appeal, NCTRC staff will mail the complete
appeals application to the individual. If a certificant does not submit an appeal application and all supporting documentation
requesting an appeal of the determination within 45 days, the certificant forfeits any right to an appeal of the adverse determi-
nation. There is no additional filing fee to request an appeal at this stage.

GROUNDS FOR AN APPEAL. The grounds for an appeal are /mited to:

e Demonstrate that the Certification Standards were not propetly applied; and/ot

e Provide information that was not presented previously and which sustains the minimum credits required for recerti-
fication.

Appeal Instructions

General Instructions: All requests for recertification appeals must be typed or printed on the NCTRC Recertification Appeal
Application. Appellants should submit complete and accurate information. All materials submitted to the Standards Heating
Committee for review become the property of NCTRC and may not be returned. Appellants should retain a copy of the ap-
peal sent to NCTRC. All information submitted in an Appeals Application and in supporting appeal materials must be true
and correct. If it is found that false or inaccurate information has been presented, the appellant’s request for recertification will
be denied and the individual may be denied eligibility for future certification.

To verify professional experience for recertification: If an appellants professional experience was not accepted in the re-
view of a recertification application, this may be appealed by providing official documentation of acceptable therapeutic rec-
reation experience. The majority of professional experiences that are not accepted in review are denied because of
questionable description of duties and responsibilities in therapeutic recreation, and inadequate information regarding the ex-
act dates or total hours. Appellants appealing recertification denials on professional experience must provide official docu-
mentation of duties, dates or hours through the following:

e official agency job descriptions and/or vetification of job desctiption,

e documentation from the agency regarding the exact beginning and end dates of the experience, the number of hours
completed, and/or the nature of therapeutic recreation responsibilities completed at the agency.

All letters from the agency should be typed on official agency letterhead and signed by the immediate supervisor at the agency.

If the supervisor is no longer employed at the agency, a written letter may be obtained from the supervisor at his or her cur-

rent place of employment along with a letter from the original agency to verify that the supervisor was employed during the

time of the appellant’s professional experience.

To verify academic courses: If an academic course was not accepted towards recertification requirements, the appellant
must submit an official academic transcript to verify academic credits granted. Official course outlines must be submitted if
the appellant wishes the course content to be evaluated based on the NCTRC Job Analysis Knowledge Areas. Please note that
only official course outlines will be reviewed in an appeal to determine the exact content of courses in relation to the NCTRC
Job Analysis Knowledge Areas. Letters from college/univetsity faculty members may be used to further explain outlines but
will not be accepted in place of official outlines. Course catalog descriptions or program brochure descriptions do not gener-
ally provide sufficient information for review within an appeal.

To verify continuing education units/credits: The appellant must submit official documentation to verify that acceptable
credit has been granted and/or that content is relevant to therapeutic recreation knowledge as defined by the NCTRC Job
Analysis Knowledge Areas. To verify that the type of credit is acceptable, the appellant must submit an original certificate or
documentation from the continuing education credit sponsor which demonstrates that credit granted follows the guidelines of
the International Association of Continuing Education and Training (IACET). To verify content, submit the program bro-
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chure or official description of the session or program and a written statement by the appellant of how the content relates to
the therapeutic recreation knowledge areas. Official content descriptions and verification of legitimate continuing education
credit should be provided from the sponsor of the continuing education credit.

Appeal review notice: NCTRC will ensure that applicants are certified according to NCTRC standards. As a result, when
reviewing an Appeals Application, if an error has been made in regard to a fact about a applicnant’s credentials, the Standards
Hearing Committee may correct the error, even when the error is not in favor of the appellant.

APPEAL TO THE STANDARDS HEARING COMMITTEE WITH EXECUTIVE DIRECTOR DISCRETION TO RE-
VERSE DECISION

Upon receipt of additional information, the Executive Director shall review the documentation submitted and has the discre-
tion to determine whether the recertification requirements have been met. The Executive Director shall either: (i) reverse the
prior adverse decision and grant recertification (notifying the appellant of the decision and terminating the appeal); or (ii)
submit the additional documentation to the Standards Hearing Committee for consideration of the appeal.

REVIEW AND DECISION OF THE STANDARDS HEARING COMMITTEE

If the Executive Director does not reverse the prior denial of recertification eligibility and grant recertification, the Executive
Director shall forward the appellant 's entire recertification application and appeal documentation to the Standards Hearing
Committee for review.

The Standards Hearing Committee shall review the appeal. The scope of the Standards Hearing Committee’s review is not
limited to the decision prompting the appeal. The entire application for recertification is subject to review. At any time during
its review of the appeal, the Standards Hearing Committee may request additional information. Following its review, the Stan-
dards Hearing Committee shall make any of the following determinations:

1. 'That the adverse decision was correct and is affirmed;

2. That the adverse decision of the staff is affirmed, but the basis for the adverse decision is modified by the Standards
Hearing Committee;

3. That the adverse decision was not cotrect and that the appellant is recertified.

Within six weeks of the decision of the Standards Hearing Committee, NCTRC staff shall advise the appellant in writing of
the Standards Hearing Committee's final decision regarding the appeal. The written notice shall describe specifically the deci-
sion of the Standards Hearing Committee, as well as any findings by the Committee modifying the appellant’s recertification
credits.

Final Appeal to the NCTRC Board of Directors

A final appeal to the NCTRC Boatd of Directors is only available for decisions of the Standards Hearing Committee which
are alleged to have been rendered in an arbitrary and capricious manner. No other ground for appeal is available. All decisions
by the Standards Hearing Committee, which are not alleged to be or proven to be arbitrary and capricious, are final. The ap-
pellant may appeal any decision of the Standards Hearing Committee which is alleged to have been rendered in an arbitrary
and capricious manner to the NCTRC Board of Directors by submitting a written appeals statement along with the $25.00
appeals filing fee within 30 days of receipt of the decision of the Standards Hearing Committee. NCTRC may file a written
response to the appeal to the Board of Directors. The NCTRC Board of Directors, by majority vote, shall render a decision
on the record, without oral hearing, although additional written documentation may be submitted to support or refute the
allegation of arbitrary and capricious decision-making by the Standards Hearing Committee. The decision of the NCTRC
Board of Directors shall be rendered in writing. The decision of the Board of Directors shall be final. The decision of the
Board of Directors shall be transmitted to the individual by certified mail, return receipt requested or other verifiable method
of delivery.
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NCTRC FEES AND POLICIES

NCTRC certification fees are established by the Board of Directors and subject to change without notice. The cut-
rent fees are effective as of January 2012.

The required fees must accompany each NCTRC application or the application will be returned.

Individuals may pay fees by credit card, personal check, money order, or cashier’s check. Do not send cash. All
checks should be made payable to “NCTRC”.

Write your full name, address and social security number or certification ID on each check, money order, or cashier’s
check.

If you pay by credit card, it is your responsibility to assure payment of the fee. If the credit card information you
have submitted is rejected, you will be assessed $20.00 for the rejected credit card. The subsequent payment must be
submitted by either money order or cashier’s check.

If you pay by personal check, it is your responsibility to assure payment of the fee until the check has cleared the
bank. If a personal check is returned by a bank for any reason, the individual will be assessed $50.00 for the returned
personal check, plus the amount of the check. If a personal check is returned for any reason, the review of the appli-
cation will be discontinued until such time as all fees have been received by NCTRC. Once an application is delayed
because of a returned check, the date of receipt is set by the time all fees are paid and held for the next exam review
deadline.

All fees must be in U.S. dollars. If an individual resides outside of the U.S., the fees must be sent by credit card,
money order or cashier’s check in U.S. dollars made payable to NCTRC. There is an additional fee of $25.00 U.S.
dollars for submitting a check or money order drawn on a foreign bank. Postal Money orders will not be accepted
from foreign countries.

Each applicant or exam registrant must submit individual payment for fees. Checks payable for more than one ap-
plicant will not be accepted.

All certification review fees paid to NCTRC are non-refundable, regardless of review decision or withdrawal of the
application during the review process. A processing fee will be charged if the applicant requests to have their applica-
tion returned prior to the review. The exam fee will be refunded if the applicant is not approved to sit for the exam.
If an individual found eligible requests a withdrawal from the exam, 50% of the exam fee will be retained for admini-
stration cost and 50% will be refunded to the candidate. The exam refund will be made if the exam appointment is
cancelled no later than noon of the second business day before the exam appointment. If you fail to arrive for your
appointment or cancel without giving at least two business days notice, you will forfeit the entire examination fee and
your ATT will be invalidated. Please review the certification standards for further exam information and instructions
regarding withdrawals and exam cancellations.

NCTRC CERTIFICATION FEE SCHEDULE:

New Application for Professional Eligibility* $100.00
New Application Prior to Degree Review fee* $125.00
Returned application processing fee $25.00
Pre Application Coursework Review fee $35.00
Continuing Education Pre-Approval Review fee $35.00
Exam Registration Fee* $300.00
Annual Fee to Maintain Professional Eligibility $80.00
Professional Eligibility Reinstatement Fee $25.00
CTRS Annual Renewal Fee $80.00
Reentry Application $80.00
Specialty Certification Fees:
e Initial Application Fee $100.00
e Annual Renewal Fee $20.00
e Recertification Fee $50.00
CTRS Reinstatement Fee

e for first year of inactivity $25.00
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e for years 2-5 of inactivity $50.00
CTRS Recertification Document Return Fee $15.00
CTRS Recertification Fee (postmarked after due $50.00
date of May 1 or November 1)
CTRS Replacement Pin $10.00
CTRS Replacement Certification Card $10.00
CTRS Replacement Certificate $10.00
Fee for Bank Checks from Foreign Countries $25.00
Fee for Returned Check $50.00
Fee for Rejected Credit Card $20.00

*Notes: The total fee for new applicants applying for professional eligibility and exam registration is $400.00.
If you applying for eligibility prior to degree completion, the total fee required is $425.00.
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Exam Registration for CTRS Recertification

CTRSs applying for Recertification: Applicants may use the NCTRC exam as one of two required recertification
components. Certificants who choose to take the NCTRC exam for recertification may only take the last scheduled
exam prior to their recertification expiration date. For example, certificants within the November recertification cycle
can only take the October exam for recertification. Certificants within the May recertification cycle can only take the
May exam for recertification. If a passing score is not obtained, the CTRS certification will be forfeited. An individual
who does not pass the exam for recertification will have the opportunity to regain the CTRS credential by taking the
exam through the Reentry program. Please review the NCTRC Certification Standards for specific information on recertifi-
cation.

APPLICATION DEADLINES:

Exam Registration forms for CTRSs completing the exam for Recertification are accepted throughout the year. How-
ever, there are deadlines for the specific exams given each year. The NCTRC Exam is offered three times a year during a
five (5) day testing window for the months of January, May and October. The following list provides the scheduled
deadlines and exam dates for the next series of test administrations for CTRSs taking the exam for recertification:

O February 1 for the May exam
O July 1 for the October exam

Your cooperation with NCTRC deadlines is appreciated. If you wish to verify the date NCTRC received your applica-
tion, please send the application by certified mail with return-receipt requested. If your application is incomplete it will
be returned to you and your requested test date may be postponed until the next available test period.

CHECKLIST: PREPARING YOUR APPLICATION FOR RECERTIFICATION

O Review the Certification Standards before completing the Exam Registration Form.

Q Type or print all application materials in ink, not in pencil. Complete all forms as required.

O Be sure to list a current address, daytime and home number, fax number and email address.

Q Keep a copy of your completed Exam Registration Form for your records.

O Send your Exam Registration Form by certified, return-receipt mail to confirm when NCTRC receives it.

NCTRC RECERTIFICATION FEE SCHEDULE:

CTRS Annual Renewal Fee $80.00
Exam Registration Fee $300.00
CTRS Reinstatement Fee
e for first year of inactivity $25.00
e for years 2-5 of inactivity $50.00
CTRS Recertification Fee* (postmarked after due date of May 1 $50.00

or November 1)
Continuing Education Pre-Approval Review fee $
CTRS Replacement Pin $
CTRS Replacement Certification Card $
CTRS Replacement Certificate $10.00
$
$
$

Fee for Returned Check
Fee for Bank Checks from Foreign Countries
Fee for Rejected Credit Card

* Please review the section on Recertification to determine if these fees apply to your application.
Note: The total fee for recertification by the exam component is $380.00.
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Exam Registration for CTRS Reentry

Individuals previously certified applying for the Reentry Program: For those individuals who held active CTRS
certification for five years and did not recertify within the specified time frame, it is possible to sit for and pass the na-
tional exam to regain the CTRS credential. The Reentry period extends for two-years immediately following the five-year
active certification cycle. Review the NCTRC Certification Standards for exact information on reentry requirements.

APPLICATION DEADLINES:

Exam Registration forms for Reentry are accepted throughout the year; however, there are deadlines for the specific
exams given each year. The NCTRC Exam is offered three times a year during a five (5) day testing window for the
months of January, May and October. The following list provides the scheduled deadlines and exam dates for the next
series of test administrations.

O October 1 for the January exam
O February 1 for the May exam
O July 1 for the October exam

Your cooperation with NCTRC deadlines is appreciated. If you wish to verify the date NCTRC received your application,
please send the application by certified mail with return-receipt requested. If your application is incomplete it will be returned
to you and your requested test date may be postponed until the next available test period.

CHECKLIST: PREPARING YOUR APPLICATION FOR REENTRY

O Review the Certification Standards before completing the Exam Registration Form.

Type or print all application materials in ink, not in pencil. Complete all forms as required.
Be sute to list a current address, daytime and home number, fax number and email address.
Keep a copy of your completed Exam Registration Form for your records.

000D

Send your Exam Registration Form by certified, return-receipt mail to confirm when NCTRC receives it.

NCTRC REENTRY CERTIFICATION FEE SCHEDULE:

Reentry Application $80.00
Exam Registration Fee $300.00
CTRS Annual Renewal Fee * $80.00

CTRS Reinstatement Fee
e for first year of inactivity

$
e for years 2-5 of inactivity $
Fee for Returned Check $50.00
$
$

Fee for Bank Checks from Foreign Countries
Fee for Rejected Credit Card

* Please review the section on Recertification to determine if these fees apply to your application.
Note: The base fee for reentry is $380.00.
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