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VAPHS CPE PROGRAMS 2021 -2022

The GENERAL ADMISSIONS POLICY for Clinical Pastoral Education (CPE) at Veterans
Affairs Pittsburgh Healthcare System (VAPHS) is as follows:

POLICY: To assure that VAPHS CPE program is open and non-discriminatory, the CPE
program is open to persons regardless of race, gender, age, faith group, national origin, sexual
orientation, or disability.

REQUIREMENTS: Student(s) accepted into the CPE programs shall be able with reasonable
accommodations to perform duties and responsibilities as contained in the position description
for the CPE student/resident. In addition, the student(s) will need to maintain sufficient physical
and emotional health to deliver spiritual/pastoral care within a governmental culture.

As per VA policy, the VA does not have volunteer chaplains. Therefore, CPE students are
classified as either a Chaplain Intern, which is Without Compensation (WOC) employee (those
in extended or intensive units), or a Chaplain Resident, which is a temporary, at will employee
that receives a stipend with benefits. Both are considered temporary employees without any
official standing in the federal system. However, the student is covered by the federal
government for malpractice or liability issues.

Additional requirements may include but are not limited to the following:

1. A completed ACPE application.

2. An admission interview with a qualified interviewer for persons applying for an initial
unit of CPE. The interview along with the application determines the person’s readiness
for clinical learning.

3. Ordination is preferred by a faith community or commission to function in ministry by an
appropriate religious authority as recognized by the National VA Chaplain Service.
Ecclesiastical Endorsement is not required.

4. A letter (or official communication such as an email) indicating that you are authorized
by your faith group to provide spiritual care as a student and are accountable to your faith
group. This communication is not a requirement for application or to be interviewed but
is required before a student can begin the CPE educational process.

5. For extended or intensive units, a minimum education of a bachelor’s degree is required.
Theological or religious degree is preferred.

6. Fulfillment of education or experience requirements established by the ACPE accredited
Center.

7. Acceptance by an ACPE center accredited for appropriate program type. VAPHS is
accredited to offer Level I, Level Il, and Certified Educator CPE.

8. Successfully completing any required background checks and processes as stipulated by
Human Resources. Although unlikely, there is a possibility that a student could be
accepted as a student in the program but unable to meet the established regulations of
Human Resources.

9. U.S. Citizenship.
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PROGRAMS AND ACCREDITATION
Programs

Extended/Intensive Classes
The Summer Intensive Unit requires 40 hours per week, for 10-12 weeks, and an
Extended Unit requires 27 hours per week for 14-16 weeks.
The CPE program at VAPHS offers Level I/11 and Certified Educator (CES) training.

Residencies
A one-year paid full-time residency may be available for those that qualify.

Accreditation
CPE at VAPHS is accredited by:
Association of Clinical Pastoral Education, Inc. (ACPE):
CPE 55 Ivan Allen Jr. Boulevard, Suite 835, Atlanta, GA 30308
/ACCREDITED/ 404-320-1472.
All satisfactorily completed work will be registered and certified by ACPE.

SPECIFICS FOR EACH TYPE OF CPE PROGRAM

SUMMER AND EXTENDED CPE UNITS

Requirements: The following are minimum requirements for the SUMMER and
EXTENDED unlts of CPE at VAPHS. The student must be a seminary student or an ordained,
licensed, endorsed or commissioned clergy person, or a member of
a vowed religious community, or a qualified lay person who is
engaged in or preparing for pastoral ministry. Information about
applying and the necessary materials which you are required to
write to accompany the ACPE Application Form are found on the

: ACPE, Inc. website. When you write to address items #2 - #5, be
sure to be detailed and thorough. With items # 2 and #3, be sure to include the relationships,
dynamics, critical events and experiences from your family of origin and personal history that
have shaped your self-understanding. We need to know as much as possible about you prior to
interviewing you for a process education learning experience.
*Dates, availability of units, and numbers of open positions are subjected to change without

notice.*

WHEN AND WHAT IS ASUMMER AND EXTENDED CPE UNIT?

SUMMER INTENSIVE: End of May/June through August—10 to 12 weeks
SUMMER EXTENDED: (if offered) May through August (12-16 weeks)
EXTENDED FALL.: September through December (14-16 weeks).
EXTENDED WINTER:  January through April (14-16 weeks).
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WHAT IS A SUMMER INTENSIVE UNIT?
1. Anintensive, 40 hours per week, Sunday through Thursday (or Monday through Friday
at Educator’s discretion) learning experience for 10 — 12 weeks. There are no “On Call”
responsibilities.

WHAT IS AN EXTENDED CPE UNIT?
1. An Extended CPE unit is 27 hours per week for 14 to 16 weeks. One day is spent at the
CPE Center engaging in the group process educational learning. The remaining hours
(approximately 18 — 20) are spent doing direct clinical ministry and preparing for the
educational day, which consists of writing verbatim presentations, paper preparations,
etc. The clinical ministry is done within VAPHS. The days and hours for clinical ministry
within the VA system are flexible and worked out with the student according to
schedules, availability, etc. The day for the group seminar educational work is
determined by educator availability and scheduling of room and resources. Often an
extended unit is scheduled for Mondays, which has been helpful to those in parish
ministry.
2. Applications deadlines: October 1 for Winter/Spring Extended Units; March 1 for
Summer Units; July 1 for Fall Extended Units
3. Students are not charged tuition for any unit (extended, intensive, and resident) of CPE
offered at VAPHS. The educator may require the student to purchase the student’s own
copy of one (1) book (selected by the educator) to be used as the primary text for the unit.
The student may also be required to pay an Assessment Fee of $100.00 per unit, which
pays for any standardized tests or measurement instruments that the educator includes as
part of the educational experience of the unit. The student will be informed prior to the
first day (start) of the unit that the Assessment Fee is required.
4. Application Process for SUMMER and EXTENDED CPE Units
A. Go on line to obtain the application form. Complete the face sheet and the required
writing.

B. Sign the acknowledgment that you have received a copy of the Annual Notice as
provided below.

C. Send the completed application in its entirety with Annual Notice
acknowledgment via email or by postal service to:
Chaplain Mark Eberly, robert.eberly@va.gov
VAPHS, Heinz Division (125-A)
1010 Delafield Rd.
Pittsburgh, PA 15215

D. Once the application is received, reviewed, and deemed complete, then an interview
may be scheduled. If you are accepted, you will be required to send a letter or email
confirming your acceptance to hold your place in the CPE program. No additional fee
is required.
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FIRST AND SECOND YEAR RESIDENCY

Applications are currently being accepted until May 1 for the upcoming residency year.

There are four (4) first year positions and three (3) second year position. This is subject to
change depending on allocation from the Office of Academic Affiliation. We should receive
notice of the allocations before February 1 of each year.

1.

2.

3.

4.
5.

The residency is full time (40 hours per week) with a current stipend of $30,809 plus
eligibility for shared benefits. With VA employer shared cost regarding benefits, FICA,
the total is $37,767.

The student receives credit for four units for each year satisfactorily completed.

The program is Monday through Friday with rotated Sunday worship obligations and on
call rotation.

No fee is required to apply. Applications deemed incomplete will not be considered.
The fee for registering the unit will be incurred by the VAPHS.

APPLICATION PROCESS FOR THE RESIDENCY PROGRAM

1.
2.

3.

o

One prior unit of CPE is a prerequisite for the residency program.

See the previous information about application in applying for summer and/or extended

units, #4 (p. 4).

A Master of Divinity or equivalency is required. If equivalency is needed, the student

must apply for it through a major Chaplain Certification Cognate organization (APC,

NACC, NAJC, etc).

You must submit all of your previous CPE evaluations of units completed, both the

student and your educator’s.

Include a verbatim that demonstrates your provision of spiritual care.

Write a paragraph regarding your reason(s) for wanting a CPE residency, what you

believe are your essential learning goals, and what your professional plans are once

completing a residency.

A letter from your religious faith group indicating that you are in good standing and have

their endorsement for pursuing a CPE residency.

Additional required material for the Second Year Residency:

A minimum of four CPE units satisfactorily completed.

All Certified Educator and Student Final Evaluations.

Two verbatim presentations.

Rationale for a specialized second year Residency and professional goal(s).

Letter of recommendation from your Residency Supervisor for a second year

Residency.

For 2" Year Mental Health Residency, please include a two-page, double-spaced

paper describing your previous experiences in mental health. Include personal

experiences, work in the field, and relevant training/education.

G. Submit documentation of the process for the student to move from Level | to Level Il
Outcomes (e.g. Presenter’s Report and CAR from mock committee).

moow>

n

. Send the application in its entirety to: Chaplain Mark Eberly with address above (p. 3).

Application materials that are missing portions of the above requirements will not be
considered.
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10. Second year residents may receive a slightly higher stipend than first year residents. HR
will notify you if this is the case.

CERTIFIED EDUCATOR CPE

APPLICATION REQUIREMENTS
(No Openings at this time)

1. Itis best to speak directly with the CPE Director about any interest in the Certified

Educator CPE. VAPHS is accredited to provided Certified Educator CPE.

2. Please review the REQUIREMENTS as listed at the beginning of this document for
entry into our CPE program. These must be met.
3. Review the requirements for Certified Educator CPE from the ACPE Standards and

Certification Manual.

4. Membership in ACPE as a Spiritual Care Professional is required prior to applying for

Certified Educator CPE. Please include documentation with application materials.

5. Prepare the following materials:

a. Certified Educator ACPE application and all required writing.

b. A minimum of 4 satisfactorily completed CPE units. Submit all evaluations from
these units—educator’s and student’s.

c. Documentation indicating completion of Level | and Level I CPE.

d. The Presenter’s Report and Committee Action Report from any previous
committees (including consultations).

e. Letter of Recommendation to pursue Certified Educator CPE from a previous
ACPE Certified Educator (Supervisor).

f. Copy of M.Div. diploma (or documentation of equivalency).

Ecclesiastical Endorsement for the VA (all categories) to pursue Certified
Educator CPE.

h. Signed verification that you have received the Annual Notice of VAPHS (below).
Include the entire Annual Notice document with the signature page.

i. A completed Admission Competencies Assessment Form (by the applicant) that
will be used to evaluate the prospective student’s readiness to enter into the
certification process.

Materials should be professionally presented using an electronic portfolio.
An onsite interview about readiness for the certified educator process.
8. An additional onsite consultation may be needed concerning readiness for Certified

Educator CPE.

APPLICATION DEADLINE FOR EXTENDED CPE
> Fall Extended: July 1
> Winter/Spring Extended: October 1
> Summer Units: March 1
> Fall Extended: July 1

APPLICATION DEADLINE FOR RESIDENCY CPE
> May 1

~No
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SPECIAL NOTICE: When a student satisfactorily completes a CPE program at VAPHS, the
Center guarantees its students the right to inspect and review educational records, to seek to
amend them, to specify control over release of record information, and to file a complaint against
the program for alleged violations of the Family Education and Privacy Act (FERPA). In
addition, the student has the right to object to record content. If not negotiable, the written
objection will be kept with and released with the record. Grades are exempted from this right.

Violations of these protocols may be reported to the Chair of the Accreditation Commission
at: ACPE, 55 Ivan Allen Jr. Boulevard, Suite 835, Atlanta, GA 30308.

The 2018 Annual Notice has been included below. Please note that each student prior to
admission is required to acknowledge in writing that the student has received the notice prior
admission.
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2021 ANNUAL NOTICE of
Family Education Rights and Privacy Act (FERPA)

The Family Education Rights and Privacy Act (FERPA) applies to all ACPE CPE programs.
FERPA addresses privacy not confidentiality issues. The VAPHS CPE Program must publicize
Annual Notice (see below) of its protocols for proper handling of student records. The guidelines
found below outline the implementation of protocols and the required Annual Notice.

Annual Notice: This Annual Notice is published annually prior to the start of the program and
appears in the VAPHS CPE Student Handbook.

Content:

I. This ACPE CPE center, VAPHS CPE Program, guarantees to its students the rights to
inspect and review their education records, to seek to amend them, to specify control
over release of record information, and to file a complaint against the program for
alleged violations of these Family Education and Privacy Act (FERPA) rights.

Il. What constitutes directory information at this center and how to opt out;
Directory Information is student information not generally considered harmful or an invasion of
privacy if released. The VAPHS CPE Program defines the “directory information” that will be
released without specific consent below unless a student “opts out.”
¢ Common directory information includes: name, center address and service, center
issued email address, home address, home telephone, center issued pager, CPE
Residency status, and photograph.

o All other information is released only with the student’s written, signed, dated consent
specifying which records are being disclosed, to whom, and for what limited purpose.

Before releasing information, students must have received this Annual Notice. Current students
can restrict certain directory information and/or record access, within the limits necessary to
meet the requirements of their Position Description, at any time during attendance in the
program. Restrictions must be honored even after the student’s departure.

Subject to this annual notification, the student’s name, address, denomination and unit of CPE
successfully completed will be sent to the ACPE office on the student unit report at the
completion of each unit of CPE..

Students may request to “opt out” of the following and still remain in compliance with ACPE and
VHA Standards:
¢ Chaplain Service Bulletin Board, printed business cards, Chaplain Service Bulletin
listings, Chaplain Service flyer listings, National VA Chaplain Service Directory

lll. The definition of student records;

e A studentrecord is: (1) any record (paper, electronic, video, audio, biometric etc.)
directly related to the student from which the student’s identity can be
recognized; and (2) maintained by the education program/institution or a person
acting for the institution.
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ACPE requires that the CPE student record include the face sheet with directory
information and the CPE educator’s evaluation report.

Student records shall be defined in three ways; current student records, completed
student records and student records after ten years.

o Current student record shall consist of a copy of this Annual Notice, ACPE
Application (including the face sheet with directory information), Letter of
Acceptance, Application for Federal Employment OF 612, Declaration of Federal
Employment OF 306, DVA Statement of Understanding for CPE, Agreement for
Training SOP125-16B, the CPE educator’'s CPE unit evaluation and a copy of the
unit completion certificate.

o The student record of those who have completed the program shall include the
face sheet with directory information, the CPE educator’s evaluation report and a
copy of the completion certificate.

o After ten years, the center will destroy the student record except for a face sheet
with identification information.

Note of Distinction:

CPE Certified Educator Process notes: The CPE Certified Educator’s Process notes are
not at any time part of the student permanent record. These notes are material written by
the educator or students, such as weekly review discussions, student input to their
evaluations, mid-term review papers, learning contracts, verbatim and case histories.
These items may or may not contain information about other persons, including other
students, but will either be destroyed or maintained separately by the Certified Educator.
Only in the rare case that information needs to be maintained for grievance or legal
concerns would these items be maintained beyond the end of a program.

IV. Details of the center’s record’s management protocols. Include:
A student has the right to object to record content. If not negotiable, the written objection
will be kept with and released with the record. Grades are exempt from this right.

If the VAPHS CPE Program was to close, the National ACPE accreditation chair will
arrange for the secure storage of all student records. The Accreditation Commission
Chair and ACPE office will be informed of the records’ location.

The VAPHS CPE Program shall keep student records for at least ten years. These
records shall not be open to anyone outside the VAPHS CPE Program except with the
student’s written request. (Note “Exceptions” below). After ten years, the center will
destroy the student record except for a face sheet with identification information.

Health records (mental and physical) must be kept in locked, limited access files
separate from other student records. Their use and release is also subject to ADA and
HIPAA. Certain safety and employment records are also subject to other federal
regulations and state laws and are kept separately.

Material written by students, such as verbatim and case histories that contain
information about other persons, including other students, will either be destroyed or, if
they are part of the student’s record, will have the identifiable information about
everyone other than the student redacted.

8
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o FERPA requires students be able to review their record within 45 days of student’s
request (may be less). Record inspection cannot be denied based on the student’s
inability to come to the site or outstanding financial obligations. In the latter case, a
center can note on the copy sent, “not available for official use.” When a student record
contains identifiers of another student, those must be redacted.

e Students may copy their records by placing their request in writing to the VAPHS CPE
Program Director.

V. Define within the center who constitutes an “education official” and what constitutes
“a legitimate education interest.” Within the center, these people may have access to
student records without student consent.
¢ Educational Officials include the Designated Education Officer (ACOS/E), Designated
Learning Officer, Affiliations Coordinator, Affiliations Partnership Council, CPE
Professional Advisory Group, VAPHS CPE Program Director, VAPHS CPE
Administrative Assistant, Human Resources Staffing Specialist, Employee Relations
Specialist, Human Resources Officer — Internal, VAPHS Administration and VAPHS
General Council.

e Legitimate educational interest would include all issues of educational oversight,
conduct, performance, occupational health, VA security and legal concerns.

VI. Violations of these protocols may be reported to the Chair of the Accreditation
Commission at: ACPE, 55 Ivan Allen Jr. Boulevard, Suite 835, Atlanta, GA 30308.

Exceptions: Certain exceptions concerning the release of information exist to protect the
health or safety of the student or others, and for the purpose of accreditation or complaint
review, or as required for legal processes. Before releasing material in any of these
circumstances, consult with the ACPE Executive Director or Associate Director.

Acknowledgement:
| have received a copy of this Annual Notice.

Student Signature Date



