


CERTIFIED PROFESSIONAL APPLICATION PACKAGE
Ohio Environmental Protection Agency

Division of Emergency and Remedial Response

Voluntary Action Program (VAP)

Instructions for the Application for

Certification as a Certified Professional

1. INTRODUCTION

· All Applicants should carefully read these instructions, the Certified Professional Rule (OAC Rule 3745-300-05), and all other information in the Application Package before beginning to complete the Certified Professional Application Form.  Failure to read or understand this information may cause applications to be delayed or denied.

· Applicants MUST demonstrate that they meet the requirements for certification.  Applicants must review their applications to ensure completeness and accuracy.

· The VAP may consider information external to the Application Form and may require an Applicant to appear for a personal interview to answer questions pertaining to an application.

· By applying for certification, applicants who are or become located outside the State of Ohio consent to Service And Personal Jurisdiction of any Ohio court or the Ohio Environmental Board of Review in proceedings which adjudicate any rights or obligations under Chapter 3746 of The Ohio Revised Code.  Applicants also consent to the Right of Entry For Inspection And Investigation by the Director, or his authorized representative, and to the Service of Warrants, for any purpose permitted under Chapter 3746 of The Ohio Revised Code.

· The VAP Rules describe in detail the Qualifications And Standards of Conduct required of Certified Professionals.  If you have questions or need assistance, please call the VAP at (614) 644-2924.


2. QUALIFICATIONS FOR CERTIFICATION

Criteria for Certification: A certified professional is an individual who, by reason of appropriate education, training and experience, is qualified to render voluntary action opinions under the VAP.

Applicants must meet the following minimum requirements to become certified:

· appropriate education

· eight years of relevant professional experience (RPE), three of which are supervisory or project management related

· professional competence and knowledge to perform the tasks required of a certified professional

· good moral character

Applicants must demonstrate that they meet the regulatory requirements for RPE.  Presented below is information describing how the VAP will evaluate the information provided by applicants to support their request for certification.

Relevant Professional Experience: OAC Rule 3745-300-05 defines RPE as “experience obtained through conducting or supervising voluntary actions or projects similar in type and scope to voluntary actions (refer to OAC Rule 3745-300-01 for the definition of voluntary actions).  Such experience must be of a professional grade and character that indicates the applicant is competent to conduct voluntary actions or to render voluntary action opinions.  RPE does not include experience involving non-scientific or non-technical activities associated with assessment or remediation projects such as contract management, budget control, or other similar management activities.”

Section 2 (positions) and Section 3 (projects) are designed to obtain detailed information about the nature of applicants’ work experience and responsibilities.  Applicants must present written evidence and supporting information which establishes that they meet the requirements for certification.

Position-by-position review: To obtain a full and accurate description of an applicant’s RPE, the VAP will conduct a review of each position identified in the application.  “Position” means a set of particular responsibilities, rather than an organizational rank or title.

If a position contains different areas of responsibility, and it is not demonstrated that the entire position meets the requirements for RPE, the position will not be credited as a RPE, unless the VAP determines from the position description that the position may be subdivided into discrete time periods and the timeframes required in the rule are met.

Applicants must answer the questions in Section 2 in a manner that fully describes each position, and should submit at least two Section 3 project descriptions for each position in light of the requirements contained in OAC Rule 3745-300-05.  If the project submitted illustrates some aspects of the RPE definition but not others, the applicant should consider submitting additional corresponding project descriptions that illustrate any missing aspects.

Applicants’ supervisory or project management related experience: OAC Rule 3745-300-05(B)(2)(b) requires that applicants possess “supervisory or project management related experience”.  Recognizing that applicants may direct the work of someone over whom they do not have direct supervisory authority (i.e., directing the activities of teams of workers who work for other firms), applicants should describe the manner and degree to which others’ work was done at the applicant’s direction.  Examples of such a demonstration would include when the applicant employed or otherwise utilized contractors or other consultants to perform some or all of the technical, regulatory, oversight or management aspects of this type of work.

Applicants must set forth in detail precisely when they employee or utilized contractors and what their overall roles were in relation to those contractors.  In addition, they should detail what aspects of the projects were performed by the contractors and how much was performed by the applicant directly.  Applicants must submit Section 3 project descriptions with their demonstration that they meet the three years supervisory and/or project management requirement.


3. THE APPLICATION PROCESS
Non-Confidentiality of Information on the Application Form: The VAP may receive a public records request information concerning an applicant’s application from and/or supporting documentation.  Since the Ohio EPA is a public agency, information on the application is public record and must be released.  The VAP does not anticipate that any of the information requested in the application form may avoid public disclosure.  If an applicant claims that any information should be considered confidential, please provide the statutory basis and information in support of such a claim.  Any information requested to be considered must clearly be marked a s confidential on the documents, or confidentiality will be waived.

VAP action on the application: The VAP will initially review each application for administrative completeness.  If an application is determined to be “incomplete”, applicants will be requested to provide additional information.  The applicant assumes full responsibility for the timely production of all requested information.

Completed applications will be either approved or denied or a request will be made by the VAP for additional information from the applicant or other parties.  Applicants certified under the VAP will receive a certificate and a letter authorizing them to secure the certified professional seal.  Applicants denied under the VAP will receive a letter explaining the reasons for the denial action.

Application Time Frames: Upon receipt of an application, the VAP will conduct a completeness determination within 14 days.  It will take approximately 45 days from the date the application is determined complete for the Agency to issue an action on the application.

Referents and Other Persons: The VAP may contact the referents and other persons listed in the application to obtain additional information about an applicant’s qualifications without notifying the applicant.

Education Credit for RPE: Applicants who have earned advanced degrees from recognized educational institutions may request up to two years of credit towards their RPE.  Applicants must specifically request and provide sufficient information in support of the substitution.

Interviews: The VAP may require a personal interview with an applicant to obtain additional information pertaining to an application.

Proof of Education:   Applicants must submit original transcripts or equivalent documentation form recognized educational institution(s) to verify that they meet the required educational qualifications.  Note that copies made by the applicant of documents received from educational institutions do not meet this requirement.

Reapplication: If the VAP does not certify an applicant, he or she must submit another application and fee to reapply.  Unless the VAP specifies otherwise, applicants my re-apply at any time.

Renewal of Certification: This application must be used for initial certifications only.  A separate renewal application can be found on the VAP web site.

Fees: The VAP must charge fees sufficient to cover costs of the program.  VAP activities must be supported, in part, through fees on those who elect to become certified professionals.  The initial certified professional certification fee is $2,500 and a copy of the check must be submitted with the completed application.  If an applicant has not paid the application fee, the application will be considered incomplete and will not be reviewed until payment is received.

The certification payment is to be made payable to: “Treasurer, State of Ohio/Voluntary Action Program Administrative Fund” and should be sent to:

Ohio Environmental Protection Agency

Office of Fiscal Administration

Lazarus Government Center

50 W. Town Street, Suite 700

Columbus, OH 43215-1049

4. APPLICATION INSTRUCTIONS

The following are detailed instructions for each of the application sections.  The VAP requires typed or printed applications.  Handwritten applications that are not legible will be deemed incomplete.  Applicants should use the first person singular to describe their own work, experience and responsibilities.  Certifications are issued only to individuals, not corporations or other entities.


SECTION 1


APPLICANT INFORMATION

The VAP will use the information provided in this section as an applicant’s official record in its files.  Please type or print in your name, address and telephone number exactly as you want them to appear in your certified professional file.  Each applicant is responsible for the accuracy of the information provided.

If the records submitted to the VAP in support of an application, refer to the applicant under a different name, type or print that name in the space provided.

Use the Applicant’s Education table to summarize your education.  Complete the educational institution, field of study, initials of the type of degree you received (e.g. BA, MS, Ph.D.) And year of graduation.  Attach original transcripts following Section 1.

Your degree must be listed in paragraph (B)(2)(a) of the certified professional rule (OAC rule 3745-300-05) as a qualifying degree.  If your degree is not listed and you want the VAP to consider approving that degree, explain why the degree should be considered equivalent to those in the rule on a separate page and attach that page following Section 1.  Each applicant must justify the approval of a degree not contained in the rule as equivalent to the listed degrees, based on courses, program requirements, or other basis.

Applicants must answer each question in the section regarding moral character and proficiency.  If you answer “yes” to any question, explain the circumstances in full detail on a separate page and attach it following Section 1.


SECTION 2


RELEVANT PROFESSIONAL EXPERIENCE


POSITION DESCRIPTIONS

Section 2 asks you to explain in detail the type and scope of your experience, and includes questions regarding the responsibilities of the position, your role in selecting investigative methods, your supervising experience, the degree to which you exercised independent judgment, and other information that will enable you to demonstrate that the requirements for certification are met.  The VAP will apply the definition of “RPE” contained in rule 3745-300-05(12) in performing its evaluation.

Complete one copy of Section 2 for each of your positions which constitute RPE.  Use discrete time periods for each of your positions.  No position should overlap with any other positions.  You may make copies of this section as needed.

Describe your most recent position first, then work back in time, numbering them consecutively in the upper right hand box on page 3 of the application form.

You are urged to provide enough information so that the Agency can make an informed evaluation of your responsibilities over time.  I f your responsibilities have changed over time, please submit additional copies of Section 2 and accurately describe any changes in responsibilities.

Provide the general information requested about the position, including the name and telephone number of your supervisor.

The question regarding average number of hours worked does not refer to the number of hours of RPE; it refers to the number of hours in the position.  If you worked in the position for an average of less than 20 hours per week, list the average number of hours that you worked.

Include a short description of your field(s) of expertise.  The VAP will evaluate your application to become a certified professional in part based upon your claimed fields of expertise.  The VAP will closely examine your application and supporting documentation to ensure that you have sufficient expertise within the claimed field or fields of expertise to render voluntary action opinions.

Section 2 asks questions regarding the nature of your responsibilities in this position.  Answer these questions thoughtfully and carefully.  Please provide supporting information in other parts of the application to establish that you have exercised sufficient responsibilities in a proficient manner.  Be as specific as possible in yours answers.  Use the first person singular whenever appropriate.

At the bottom right of page 3, list the number of years and months in this position.  I f you worked in the position for an average of less than 20 hours per week, you must pro rate your experience.  Divide the average number of hours you worked per week by 20 and multiply that fraction times the number of months you were in this position.

Note that the VAP’s regulations do allow educational credit for RPE.  In order to claim advanced degrees as RPE, the applicant must demonstrate that course work and any thesis or dissertation work from obtaining that degree meets the requirements for RPE.  This demonstration should be attached to Section 4.








SECTION 3


RELEVANT PROFESSIONAL EXPERIENCE 


PROJECT DESCRIPTIONS

Section 3 illustrates the depth of an applicant’s RPE, and includes questions regarding the application of technical expertise, the nature and extent of contamination, and the applicant’s role in the project.

Complete at least five (5) or more copies of Section 3 describing your application of technical knowledge and competence in voluntary actions or projects similar in type and scope to voluntary actions or projects similar in type and scope in voluntary actions.  In the upper right hand box of page 4 of the application form, number each project description.

Submit at least two project descriptions for each Section 2 position.

Carefully select projects that accurately convey your professional competence and knowledge in voluntary actions or projects similar and type and scope to voluntary actions.

Provide all information requested about the project, including identification of the client.  Do not leave any lines or boxes unfilled.  Be aware that while listing a client as “confidential” does not render your application incomplete, if you choose to refrain from listing a client the VAP’s ability to verify the information you provide may be impaired and may result in the denial of an application if the VAP cannot sufficiently verify an applicant’s project experience.

You need to provide one writing sample per application, not per project description.  Select a writing sample that best reflects your qualifications.


SECTION 4


RELEVANT PROFESSIONAL EXPERIENCE


SUMMARY OF POSITIONS

Section 4 summarizes the positions from Section 2 and corresponding projects from Section 3 to allow you to claim your years and months of RPE.

Using the position numbers from Section 2, provide a short description of each position; then list the elapsed time for each position in years and months,

Then list the numbers of the Section 3 (project descriptions) that correspond to each position, and indicate the month and year that each project started and finished (that information will be the same as the project duration described in each Section 3 form.)

Total the elapsed time for all claimed Section 2 positions in the Box 1 at the bottom of the Page 5.  The resulting number is the time you are claiming as RPE.

Next, if applicable, list any credits for education that you have claimed in Box 2, then total the years and months for RPE.  The VAP’s certified professional rule allows applicants who have earned advanced degrees to credit that education towards the requirements for RPE only if the applicant can demonstrate that the advanced degree(s) constitute RPE.  Credit may be claimed only for completed degrees.

Attach the demonstration to this section that course work from obtaining an advanced degree meets the requirements for RPE.


SECTION 5


OPTIONAL STATEMENT OF QUALIFICATIONS

You may write a statement of up to 250 words in length in Section 5 providing additional information in support of your demonstration of RPE.  For guidance, see definition of RPE in OAC rule 3745-300-05(A)(12).


SECTION 6


PROFESSIONAL AND PERSONAL REFERENCES


SUMMARY OF REFERENCES
OAC rule 3745-300-05 requires references to determine the applicant’s professional competence and personal character.  List the name, address and telephone number of the six people that are submitting professional and personal references on your behalf.  Personal referents must not be related to the applicant.

The application package contains 4 professional and 2 personal reference forms.  You must provide return envelopes for each reference.  Send one reference form to each referent and a self addressed, stamped envelope.  Each referent will complete the forms, sign the back of the sealed envelope, and return them to you.  You will then submit the six sealed references as part of the completed application.

Before sending each of the reference forms fill in the information about each referent on page 1.

To each referent send the following items:

· the reference form

· the two page description of the certified professional program provided in this package

· a self-addressed, stamped return envelope

Be sure to arrange for each referent to return to you their completed reference from sealed inside the return envelope with the referent’s signature across the back of the envelope.  You will then submit these six sealed envelopes as part of your application.

SECTION 7


INITIAL TRAINING

Attach a copy of the certificate you received documenting attendance at one of Ohio EPA’s initial training courses.  Your application will not be processed until this requirement is met.


SECTION 8

AFFIDAVIT

When all sections of the application are ready to submit, complete the affidavit and send the complete application to the VAP.
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PROFESSIONAL REFERENCE FORM







Certified Professional Applicants
Dear                                                   :

Name of Referent
The individual named below is an applicant for certification as a certified professional by the Ohio EPA’s Voluntary Action Program (VAP) and has indicated you as a professional reference.  Certified professionals receive certification under the VAP pursuant to OAC rule 3745-300-05 and, when certified, have the authority to render voluntary action opinions under the VAP.

The applicant must return your reference to the VAP as part of his or her complete application package.  To maintain confidentiality of your reference during the application process, insert the completed reference form in the return envelope provided by the applicant, seal the envelope, sign your name across the seal on the back of the envelope, and return the sealed envelope to the applicant.

Included is a short description of the VAP program for your convenience.  Ohio EPA appreciates your responses.  Should you have any questions about the application process, please contact the VAP staff at (614) 644-2924.

FOR CLARITY, A PRINTED OR TYPEWRITTEN RESPONSE WOULD BE APPRECIATED.
· The applicant must complete the following information before sending this form to the referent:

Name of Applicant:                                                                                                  
Name of Referent:                                                                                                   
Referent’s Title:                                                                                                       
Referent’s Business Name:                                                                                     
Referent’s Address:                                                                                                 
Referent’s Telephone No.:(         ) -                                                  
The referent must complete the following section.  These questions concern the professional capabilities and character of the applicant.  Please answer as accurately and candidly as possible.  Attach a separate sheet if you need additional space to fully answer each part.  Please label the attached sheet to identify the part(s) which you are continuing.

· 
How long have you been professionally associated with the applicant:     

 __/__to __/__.



(mo/yr    to    mo/yr)
· 
What is your business and/or professional relationship with the applicant?

· Please indicate approximate dates for the period(s) during which you have personally known the applicant and have a direct knowledge of the applicant’s professional work.

· Do you have knowledge of any information that would bring into question the applicant’s professional competence, professional maturity, history of ethical practice that the VAP should consider before it makes a certification decision for this applicant? If you answer yes to either of these questions, please explain the circumstances below or on a separate page.

· Please describe the extent to which the applicant’s work consisted of assessments and/or remedial actions involving hazardous substances and petroleum products.  Please also describe the nature of the responsibilities exercised by the applicant.

· Did the applicant make technical decisions and/or recommendations for assessments and/or remedial actions involving hazardous substances and petroleum products.

· What role did the applicant have in the selection of methodologies for assessments and/or remedial actions involving hazardous substances and petroleum products?

Referent Signature:                                                         Date:                           
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PERSONAL REFERENCE FORM







Certified Professional Applicants
Dear                                                   :

Name of Referent
The individual named below is an applicant for certification as a certified professional by the Ohio EPA’s Voluntary Action Program (VAP) and has indicated you as a personal reference.  Certified professionals receive certification under the VAP pursuant to OAC rule 3745-300-05 and, when certified, have the authority to render voluntary action opinions under the VAP.

The applicant must return your reference to the VAP as part of his or her complete application package.  To maintain confidentiality of your reference during the application process, insert the completed reference form in the return envelope provided by the applicant, seal the envelope, sign your name across the seal on the back of the envelope, and return the sealed envelope to the applicant.

Included is a short description of the VAP program for your convenience.  Ohio EPA appreciates your responses.  Should you have any questions about the application process, please contact the VAP staff at (614) 644-2924.

FOR CLARITY, A PRINTED OR TYPEWRITTEN RESPONSE WOULD BE APPRECIATED.
· The applicant must complete the following information before sending this form to the referent:

Name of Applicant:                                                                                                  
Name of Referent:                                                                                                    
Referent’s Address:                                                                                                 
Referent’s Telephone No.: (         ) -                                                  
· The referent must complete the following section.  These questions concern the character of the applicant.  Please answer as accurately and candidly as possible.  Attach a separate sheet if you need additional space to fully answer each part.  Please label the attached sheet to identify the part(s) which you are continuing.

· How long have you known the applicant:
__/__to __/__.










(mo/yr   to   mo/yr)
· What is your relationship with the applicant?

· Are you in any way related to the applicant?

· In general, describe the applicants’ character.

· Do you know of any circumstances which reflect adversely on the integrity or character of the applicant?

· Do you know of any circumstances which reflect favorably on the integrity or character of the applicant?

Referent Signature:                                                         Date:                           
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