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MICHIGAN CERTIFICATION BOAKLD FOR ADIMCTION FROFESSLOMNALS

NAVIGATING THE
CERTIFICATION

APPLICATION PROCESS



https://www.mcbap.com/

CERTIFICATION: AN ONLINE PROCESS

Applications will be completed through Certemy’s
online application platform.

The entire certification application and renewal
application is completed online and can be accessed from
the MCBAP web site

New applicants can self-enroll into the certification process directly
from the MCBAP web site.


https://www.mcbap.com/
https://www.mcbap.com/

To begin a new application, you can self-enroll into the
certification process directly from the MCBAP web site.

Home  Certifications Development Plans Renewal Education Resources FEthics Exams  IC&RC Reciprocity  Look Up a Professional

CPS - Certified Prevention Specialist

Overview of Requirements -
Application Process

e

Experience - 2,000 hours, full- or part-time providing Substance Use Disorder Prevention services at a program

licensed by the State of Michigan as a substance use disorder services provider, or MCBAP-approved All applications are completed in the Certemy
alternative. Refer to “Experience” section in the application instructions for further explanation. platform. Once approved, the initial certification
m period is valid for a two year period. Before you
d Education - 120 education hours. Of these hours, 24 must be specific to SUD Prevention and the additional 96 start the initial application process, you will need
may be related to the Prevention Domains. Applicants must also complete six (6) hours of face-to-face, MCBAP to decide if you would like to be in a 2 year
Q approved education in prevention ethics. Refer to “Education” section in the application instructions for further renewal cycle or a 3 year renewal cycle starting
explanation. after the initial two year period. Choose the
E Specific education for the CPS must be in the IC&RC Prevention Domain topics and must be specifically General Information for App“cation
< focused on the prevention of alcohol, tobacce, and/or other drug use issues. Key words in course titles are: Ap plicants .
substance abuse, substance use disorder, drug addiction, chemical dependency, alcohol, tobacco, drug use, or d pp|Y| ng for
x co-occurring disorders. General courses in clinical/prevention theory and therapeutic methods will count as * Application Instructions
relatedto SUD prevention specialty services. * PS Performance Domains and Job Tasks
I l ' 0 et E

Supervision - 120 hours of direct supervision in SUD prevention services, specific to the IC&RC/PS Performance C&RC Exam

ag

Domains (with a minimurm of 10 hours in each Domain. Refer to “Supervision” section in the application

Be sure to read the instructions entirely before
instructions for further explanation.

getting started (see link above)

Testing - IC&RC/PS, Prevention Specialist examination
Code of Ethics- Sign and adhere to the current MCBAP Prevention Code of Ethical Standards.

Residency - Must live or work within the State of Michigan fifty-one (51%) percent of the time.

https://www.mcbap.com/
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Upon the selection of the certification applying for, you
will be directed to creating a personal account in
Certemy.

s MCBAP

Do you have an account

I have an account

YES and would like to

sign in

I would like to create

NO a new account in

Certemy


https://www.mcbap.com/

Returning users will come to a login screen on Certemy’s
MICHIGAN CERTIFICATION BOARD FOR ADDICTION PROFESSIOMALS Site' Enter the email & password you Created With your
account.

& MCBAP

Log in to your account


https://www.mcbap.com/

MCB AP After logging in, you will be taken to your dashboard,
showing your application status and steps. On the right-

MICHIGAN CERTIFICATION BOARD FOR ADDICTION PROFESSIOMNALS

hand side are the required steps to be completed for the
online application.

#i MCB AP My Credentials Digital Wallet Transcripts @

e CPS Initial with 3 year renewal [Phase: Initial]

My Credentials

Acronym: CPS

@' g CPs Initial with 3 year renewal [Phase: Initial] Please be sure to read the instru...
_m' Show more
v 11 steps I

Acronym: CPS
11 steps

e Personal Information

Please complete the following information about yourself,

Initial Application for Certified Prevention Spedalist CPS with a 3
year renewal cycle

High School Diploma or Higher

Applicants are required to provide proof of formal education. A
high school diploma (alternative GED) or Associate Degree is...

Professional Work Experience

To meet the experience standard, the applicant must document
2,000 hours of full- or part-time experience (2,000 hours is the...

Supervision

O 0 O
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‘s MCBAP

My Credentials

g CPS Initial with 3 year renewal [Phase: Initial]

mv’ 11 steps

Acronym: CPS

Initial Application for Certified Prevention Specialist CPS with a 3
year renewal cycle

11 steps

Your Active Application. ]

Steps Required to complete
the application..

O 60

O

Certemy Dashboard Overview

Log Out ]

Acronym:
Please be sure t

“Transcripts” contain official
school transcripts sent to
MCBAP.

Personal Information

“Digital Wallet” contains all files &
certificates you have uploaded.

Please complete the following information about yourselT®

High School Diploma or Higher

“My Credentials” shows
the professional’s credentials.

Applicants are required to provide proof of formal education. A
high school diploma (alternative GED) or Associate Degree is...

Professional Work Experience

To meet the experience standard, the applicant must document
2,000 hours of full- or part-time experience (2,000 hours is the...

Supervision

B T T e T B L S

https://www.mcbap.com/
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& MCBAP

MICHIGAN CERTIFICATION BOARD FOR ADDICTION PROFESSIOMNALS

s MCBAP

My Credentials Digital Wallet Transcripts @

Navigating the Application Steps

My Credentials

CPS Initial with 3 year renewal [Phase: Initial]

v
S n 11 steps
v Acronym: CPS
n

Initial Application for Certified Prevention Specialist CPS with a 3
year renewal cycle

(E;ch Credential will identify the number)
of steps needed for application
completion. Steps include information
completion, downloads, supervision
\reports and MCBAP verification. J_

The overall status will say “In
Progress” meaning that there are
steps that need completion.

o

11 steps

O 60

O

CPS Initial with 3 year renewal [Phase: Initial]

Acronym: CPS
Please be sure to read the instru...

Personal Information

Please complete the follaV ian about yourself.

High School Diploma or Highe

Applicants are required to provide proofgh education. A
high school diploma (alteggz D} or Associate Degree is...

Professional Work Experience

To meet the experience standard, the applicant must document

2,000 hours of full- or part-time experience (2,000 hours is the...

Supervision

AN hasien AF dica st cromae simiaem mscFaemniem o LI s s d e

_{ Applicants can see arm
~] access individual steps
on the right side of the
dashboard. To
complete a step, click
on it for detailed
information on how to

Qmplete. /
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Navigating Dynamic Form Steps

Personal Information
* Incomplete @ Dynamic form a 06/27/2022

Please complete the following information about yourself.

CLOSE UPLOAD EVIDENCE DOCUMENT COMPLETE NOW

Some Steps will show this pop up. Select
“Complete Now” to begin entering information to
complete the step.

https://www.mcbap.com/
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Navigating Dynamic Form Steps

Personal Information

* Incomplete @ Dynamic form  [Y 06/10/2022

Please complete the following information about yourself.

Please note, your personal information will only be used strictly for
purpeses of the Michigan Certification Board and for professional
certification. We will not share your information with external
parties.

First Name *

You will receive instructions to follow for
the completion for each step. For this
step, you will input information as
requested and click “Continue” at the
bottom of the page to finish the step.

Middle Name/ Lnitial *

Last Name *

Address 1 *

Address 2

City *

https://www.mcbap.com/
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Navigating Dynamic Form Signature

Some forms will
require a signature.
Utilizing your
computer mouse, sign
in the box labeled
“Signature”.

P i CPS Manual and Ethics Agreement

Read the CPS manual and Code of Ethics, and answer a few
questions.

Signature

Clear

Sign above
URLOAD EVIDENCE DOCUMENT COMPLE] 'E NOW

CLOSE

https://www.mcbap.com/
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& MCBAP

Navigating Steps Color Code

‘P‘ MCBAP My Credentials Digital Wallet Transcripts @ e ('_)
When a Step is complete,

I e CPS Intialwith 3 y5assomemFTPRaRE il the dot will change to green.
y Credentials .,,.,j At this point, the step is

o Acronym: CPS ready for MCBAP to review
*_ CPS Initial with 3 year IEHM Flease be sure to read theg g U. .. o
M’ ) how more and verify that step for the
Acromym: GPS — applicant. Note: Verification
Initial Application for Certified P tion S ialist CPS with a 3 . .
yzlalrarelfei!j;;:lem ertre revention specialis Wi a of the appllcatlon by MCBAP
Personal Information .
e will occur after all steps are

Please complete the following information about yourself. green.

High School Diploma or Higher

Each step has a time frame
Applicants are required to provide proof of formal education. A tO complete (including

EXAMPy

high school diploma (alternative GED) or Associate Degree is...

reminder emails to
Professional Work Experience Complete). A yeIIOW dot
To meet the experience standard, the applicant must document refers to an approaChing due
2,000 hours of full- or part-time experience (2,000 hours is the... date A red dot indicates a

past due incomplete step.

Supervision

O 0 O

T Y o N PP S - SN Sy S J SRS Uy U o | o SRR PRy
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Job Description

* Incamplete @ Evidence file [ 06/27/2022

submit copy of the formal job description for each
position being used for experience/supervision hours,
Evidence requirements

Please upload formal job
description(s)
Upload document{s )

Crop files o attach, or Browse

CLOSE UPLOAD

https://www.mcbap.com/

Navigating Steps With Evidence Files

Steps that require
Evidence Files will
prompt you to the
files by “drag &
drop” or though
uploading the
document.

Once a document
has been uploaded
to Certemy, it will
be located in the
“Digital Wallet”.
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EXAMPLE

Details

Professional Work Experience

4 ircomplets @Lng (supervisor) [ 08/27/2022

lence

To meet the experience standard, the applicant must
docurment 2,000 hours of full- or part-time experience
(2,000 hours is the equivalent of 1 years of full-time
wiork) in the field of prevention of Substance Use
Disorder at 3 program licensed by the state of Michigan.
The exper|
step will be completed by the supervisor(s) you choose,
who can verify your experience (you may invite multiple
supervisors). Please scroll down and click "Invite

o invite authorized individual(s) that can

rmust be within the last ten years. This

ur experience hours, IMPORTANT: When you

& supery
be as descriptive as possible as to what job
title/function you are requesting them to verify

Hours required:

isor, in the "Invitation Text' box, please

2000

Hours completed: 0
Hours remaining: 2000
Supervisor form

Navigating Steps for Supervision Logs

1. These log steps begin by giving instructions for a supervisor
to complete followed by the form the Supervisor will
complete on behalf of the applicant.

2. The applicant will scroll to the end of the form and click on
“Invite Supervisor”.

Invite your supervisor
o Your superyvisor should complete the fonm above in order to

complete the step, Please invite your supervisor by filing in
the following form.

First name *

Last name *

CLOSE INVITE SUPERVISOR

3. After clicking on “Invite Supervisor”, the
applicant will be asked to submit the Name
and Email of the Supervisor being asked to
complete the Log Form.
4. Click on “Send Invitation” to send the form.

Email *

Invitation to Supervisor expires in, days *

Invitation text

CLOSE SEND INVITATION

https://www.mcbap.com/
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“3 MCB AP Navigating Steps for Continuing Education

MICHIGAN CERTIFICATION BOARD FOR ADDICTION PROFESSIOMNALS Pa rt 1

Submitting Continuing
Education is broken down
into several sub-

Submit Hours for ATOD Prevention requirements.

My Credentials Digital Wallet Transcripts @ 5
T

< BACK TO MY CREDENTIALS

Education On the left hand side
24 of the contact hours must be specific to ATOD Preventon . .
# icompiete (§) ecucation [ 0e/27/2022 there are instructions and
120 contact hours are required. 24 of the contact hours must the categories necessary
be specific to SUD Prevention and the remaining 96 contact Activity type * .
hours may be related to the Prevention Performance Domains. to Completlng CEU
Maore information about Performance Comains can be found on .
mchap. com, Six (&) hours must be face-to-face, MCBAR reqUIrementS.
approved Prevention Ethics training. One clock hour of Hours * F

education is equal to (60) minutes of continuous instruction.

Education must be specific ar related to the knowledge and ) : o o
Reporting more than 24 hours will not affect your —]
skills necessary to perform the tasks within each ICRRC prc?gressg / On the rlght hand SIdeI

Prevention Performance Domain, All education must be MCBAP you Wi" be able tO submit

approved and documented. Applicants are responsible for Activity title *

securing and submitting documentation of attendance, the hours according to the

number of contact hours, dates, and a content description.

Education training rmust be within the previous 10 vears of the catego ries they belon g.

date yolur application iz submitied. Activity sponsor/ Provider *

“alue should be multiple of 0.5

120 Hours 0 Hours 0 Hours
Incomplete Fending verification Completed -


https://www.mcbap.com/

Navigating Steps for Continuing Education
Part 2

My Credentials Digital Wallet Transcripts -
v e . @ Proiessional at MCBAP U

[ LV IN |-

< BACK TO MY CREDENTIALS Once a sub-category has

Walue should be multiple of 0.5
Tnduehe: addicfion ~ Reporting mare than 24 hours will not affect your been Chosen’ Complete
(Clicking on the sub-category will e the information
cause the submission category Activity title * concerning the CEUs and
to show on the right side for “Upload” the certificate
submission. D Activity sponsor/ Provider * (and other descriptive
; ATOD Prevention documents if nEEdEd).
0 24 of the contact hours must be specific to ATOD
Prevention Date when the activity was completed * . “ ”
Click on “CONTINUE” to
. .
complete the submission
B Prevention Performance Domains Upload credential file(s) (up to 5 MB) *
90 contact hours may be related to Preventon

Ferformance Domains

Crop files to attach, or Browse

/ Ethics
& hours must be fage-to-face, MZBAP approved
Frevention Ethics fraining.

4

CONTINUE


https://www.mcbap.com/

& MCBAP

= MCBAP

My Credentials

e~
-

CAADC 3 year renewal [Phase: Re—certification)

6 steps
Acromym: CAADC
Certified Advanced Alcohol and Drug Counselor CAADC

Pending verification

Navigating Steps for Continuing Education

Part 1

——— CAADC 3 year renewal [Phase: Re-certification)

Pending verification

Acronmym: CTAADC

&loohol and Drug Counselors must seek re-certification every
thres yesrs in arder to maintsin an active credential.

Uploaded documeant[s)

Certificatel.pdf 257 KE

Certificate2.pdf 204.4 KE
Certificate3.pdf 535.5 KE
Certificatest.pdf 235.8 KE

Certificates5.pdf 54
Certificatet.pdf 2£7.2 KE
Ceartificate7.pdf 717.2 KE
Certificate8.pdf 272.5 KE

& Steps
Update Conta formation

EE) vide updated contact ing ation

SUD SPECIFIC Contiggfing Education

Pending werification o

0\0

The follogMa applies to continuing education for re-cartification
Thirty®0) hours of MCBAP approved continuing training is

Related Continuing Education
Pending werification o

The following applies to continuing education for re-cartification
£n additicnal thirty (30) howrs of MCBAP approved continuing..

There are 2 sections involved

is submitting Educational

Documentation:

1. SPECIFIC Continuing
Education &

2. Related Continuing
Education




Navigating Steps for Continuing Education
Part 2

Once you choose the SUD SPECIFIC
Continuing Education Tab, you will see the
following instructions and the link to
upload CEU information and training
certificates.

% SUD SPECIFIC Continuing Education
f Pending werification @ Log (Professional) B 0a8/08/2023

The following applies to continuing education for re-
certification. Thirty {30) hours of MCBAP approved
continuing training is required to be SPECIFIC to
substance use disorders.

NOTE: Please do not upload your RELATED MCBAP
approved hours, that will be done in the next tab.

Details

When you begin your upload, you will
receive the following box to describe each
uploaded material.

Hours required: 0
Hours completed: 53

08/08/2020 02:32 PM
Howurs Value should be multiple of 0.5 #
3

Training Title *

The Chronclogical Assessment of Suicidal
Ewvents

Agency/Company who Provided Training *

Saginaw Community Mental Health Authority

Date of Completion *

2018-10-15

Upload Certificate of Completion *

Cartificated pdf
540 KB



Part 3

4’ Pending werification @ Log (Professional) R 08/08/2023

The following applies to continuing education for re-
certification. &n additional thirty (30) hours of MCBAP
approved continuing training is required. These
remaining hours can be related to the AADC Performance
Domains. More information about Performance Domains

can be found on: mcbap.com.
Dratails

Hours required:
Hours completed:

08/08/2020 02:32 PM
08/08/2020 02:34 PM

08/08/2020 02:36 PM

08/08/2020 09:49 PM

Navigating Steps for Continuing Education

Upon completing the
SPECIFIC Tab, applicant
will move to the
RELATED Tab with
these instructions.

Notice that the
program monitors the
hours and will list the
upload. All uploads can
also be found in the
“Digital Wallet” link at
the top of the
dashboard.




Navigating Steps by Uploading IC&RC Exam Results

IC&RC Exam Results

* Incomplate @ Evidence file [ 06/27/2022

Applicant will notify the Michigan Certification Board
when they have passed the IC&RC PS exam by
uploading exam results,

Evidence requirements

Please upload IC&RGC

Exam Results

CLOSE CONTINUE

https://www.mcbap.com/

Click on
“Continue” to
upload IC&RC
Exam Passing
Results.
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Navigating the Application Fee Step

licking on the “Application Fee”
will allow you to securely and
easily pay the application fee

Application Fee
Incomplete Fees [ 06/27/2022
# e © o through Certemy.

Applicants are required to pay a $150 application fee,

Fees
If a payment is being paid by a 3"

3RD PARTY PAYMENT UPLOAD EVIDENCE OF PAYMENT Pa rty’ then the applica nt can
identify who will be submitting

the payment.

CLOSE

EXAMPLE

In rare occasions, if someone has
already paid, you can Upload an
Evidence Document regarding the

previous payment.

Note: Applications cannot be

processed without Fee
Sybmission.

https://www.mcbap.com/
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& MCBAP

MICHIGAN CERTIFICATION BOARD FOR ADDICTION PROFESSIOMNALS

EXAMPLE

s MCBAP

My Credentials

*.
[

(PS8 Initial with 3 year renewal [Phase: Imitial]

115tEpSl.........

Acronym: CPS

Initial Application for Certified Prevention Spedalist CPS with & =
year renewal cycle

Final Verification Step

My Credentials Digital Wallet Transcripts o
5d 7 Professional at MCBAP

IC&RC Exam Results

Applicant wil notify the Michigan Certification Board when they
have passed the ICBRC PS exam by uploading exam results.

Data Collection Fonm

This data iz important in identifying the on-going status of
substance abuse workforce in the state of Michigan, The..,

Application Fee

O

Applicants are required to pay a $150 application fee. ¢

Final Verification

0

This step will be completed by the Michigan Certification Board.
This step will update when verification has been completad.

Once all the previous step
are completed (as
identified with a green
dot), then the MCBAP staff
will embark in evaluating
the completed application.

If questions or deficiencies
arise, staff will
communicate them to the
applicant for correction.

Once the Application has
been approved, an official
Certificate will mailed
through the US Postal
Service.
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CONTACT MCBAP:
Website: www.mcbap.com
Phone: 517-347-0891

Email: info@mcbap.com
Fax: 517-347-1288
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