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GREETINGS!

We strongly encourage you to read this Recertification Reference Guide in its entirety before you begin the
recertification process. Recertification information has been updated or changed; the information in this
document is the most current. Please keep this handbook for your reference.

RecerTiFicatioN DEFINITION

Recertification is a process designed to facilitate continued competence including ethics and legal practice
in the therapeutic massage and bodywork profession through participation in a learning process that
enhances the Certificant’s current knowledge, skills and abilities in the field of massage therapy and
bodywork.

Recertification allows the nationally certified practitioner to demonstrate ongoing commitment to the
enhancement of his or her knowledge, skills and abilities. Furthermore, it helps demonstrate to the public
that the nationally certified practitioner remains committed to adhering to the NCBTMB Code of Ethics
and Standards of Practice. The Code of Ethics (http://www.ncbtmb.org/about_code_of ethics.php) and
Standards of Practice (http://www.ncbtmb.org/about_standards_of practice.php) can both be found on our

website at www.ncbtmb.org.

RecerTIFICATION SPECIALIST = CONTACT INFORMATION

Call (800) 296-0664 and ask to be transferred to a recertification specialist during business hours. We are
open Monday — Friday from 8:30 a.m. to 5:00 p.m., Central Time.

GETTING ReapY

To make this experience easier and quicker, we recommend that you:
1) Read the important new Policy Change
2) Read through the application manual and reference guide
3) Gather all materials:
a) Continuing education certificates or transcripts
b) College, university, or allied health related certificates or transcripts
c) Ethics certificates for the six (6) required hours, including 2 hours in Standard V:
Roles and Boundaries
d) Work experience records
4) Only submit copies of Ethics certificates with this application. Please save all other materials for your
records. If you are audited, you will be asked to submit copies of all materials.

NEW POLICY

The NCBTMB recognizes that for a growing number of NCBTMB certified therapists and bodyworkers,
hands-on work is no longer their major contribution to the field. For those who have transitioned to other
supportive roles within the industry, including working as administrators, teachers, teaching assistants,
volunteers, researchers, curriculum developers, published authors, national presenters, etc., and would
like to keep their National Certification current, we now offer other alternatives to the hands-on work
experience. For complete details, see Reference Guide, Part III: Submitting 200 Work Experience Hours.
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WHaT 10 SuBMIT

Fill out your application, including all applicable charts and worksheets and submit with your payment to
the address below. Do not submit supporting documentation with your application except for your Ethics

documentation. If audited you will be notified and asked to submit remaining documentation. To view or

download the Recertification Application, visit our website at www.ncbtmb.org. To order a hard copy, call
1-888-802-6600 and ask for Publication #690.

All applicants must:
1) Submit 48 Continuing Education Hours (6 must be in Ethics)

2) Submit 200 Work Experience Hours
3) Pay current Recertification Application fee: $125 (plus any applicable late fees)

|.48 CONTINUING EDUCATION HOURS

There are two (2) ways to meet the forty-eight hours (48) required for Continuing Education

coursework:

a) All forty-eight (48) hours from NCBTMB Approved Providers.

b) Forty-eight (48) hours can be from a combination of NCBTMB Approved Providers,
non-Approved Providers, and accredited schools, colleges, or universities.

Special Note to Certificants due to recertify by 12/31/2012 who submit on time:

Courses from non-NCBTMB Providers (formerly called Category B courses) that meet NCBTMB
criteria for continuing education will be honored at a 1:1 ratio until December 31, 2012. Beginning
in 1/1/2013, anyone submitting a recertification application with non-NCBTMB Provider course will
be granted credit at a 2:1 ratio. (2 non-approved hours = 1 approved hour). (See Reference Guide)

2. ExPERIENCE HOURS

200 Work Experience Hours in massage therapy and/or bodywork may come from one category or
from a combination of categories as provided in the Reference Guide, Part III: Submitting 200 Work
Experience Hours.

3. RECERTIFICATION APPLICATION FEE - $|25 (plus any applicable late fees)

WHEN TO SUBMIT

You may choose to submit your 48 continuing education and 200 work experience hours for recertification
up to one year prior to your expiration date.

WWHERE TO SUBMIT

Before you mail your application and payment, be sure to make a copy of your application for your records.
Mail your completed application and payment to:

U. S. Postal Service Delivery Expedited Delivery (FedEx, UPS, DHL)
NCBTMB-Recertification NCBTMB-Recertification

75 Remittance Drive 350 New Orleans Street

Suite 1112 Receipt & Dispatch 8th Floor, Suite 1112
Chicago, IL 60675-1112 Chicago, IL 60654
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n ContinuiNg EpucartioN CRITERION

The criterion by which the NCBTMB determines a course to be continuing education in scope is that

it covers material not usually taught in the 500-hour core curriculum that is covered by the National
Certification Exams (the NCETMB and the NCETM) administered by the NCBMB.

Acceptable per the NCBTMB’s criteria for approval of continuing education credit:

Continuing education courses must cover information that is appropriate to the scope of knowledge and
technique present in the world of massage and bodywork that is not covered in the NCBTMB core 500-
hour curriculum. Such courses must expand and enhance the knowledge base of NCBTMB participants
by addressing not only soft tissue manipulation, energy fields, body movement, and business practices, but
also acknowledge and demonstrate a holistic approach to care of the client and self with the ethical use of
adjunct therapies and modalities that impact and support a level of wellness of the body, mind, and spirit.

Acceptable content includes, but is not limited to:

1. Applications of massage and bodywork therapy for specific needs, conditions, or client populations.

2. Client assessment protocols, skills for client record keeping, strategies for interfacing with other health
care providers

3. Use of external agents such as water, light, sound, heat, cold, or topical applications of plant or
mineral-based substances

4. Body-centered or somatic psychology, psychophysiology, interpersonal skills — which may include

communication skills, boundary functions, phenomena of transference, counter-transference and

projection

Standards of practice, professional ethics or state laws

Strategies for the marketing of massage and bodywork therapy practices

Theory or practice of ergonomics as applied to therapists or clients

P New

Hygiene, methods of infectious disease control, organization and management of the treatment
environment

Not acceptable per the NCBTMB’s criteria (and will be denied) as continuing education credit:
Educational courses that do not reflect or build upon the core body of knowledge possessed by a Nationally
Certified Massage (NCTM) and/or Bodyworker (NCTMB) or belonging to different allied health field
professions and certification programs will be denied. Below are specific examples of course content
considered inappropriate and will not be accepted as continuing education.

* Diagnose (allopathic-based) clinical conditions * Prescribe herbs, nutritional supplements,
* Implement allopathic medical/surgical and/or pharmaceuticals
procedures * Perform hypnosis
* Incorporate chiropractic/osteopathic, * Perform an aesthetician facial
e.g., ballistic, thrust oriented or other * Psychological Counseling
services and procedures which require * Acupuncture
additional licensure or certification, i.e., * Psychic, clairvoyance, telepathic, astrology,
Yoga or Pilates Instructor Certification, religious or spiritual practices
Physical Therapy, Personal Training, or * Physically invasive, e.g., ear candling,
Weight Training colonics, etc.

¢ Perform electrical stimulation, ultrasound
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Courses that will be allowed only when the course is designed/outlined and titled as strictly for the
therapist’s personal self-care and not to be taught to others or performed on clients.

* Perform active strengthening/physical * Perform yoga (acceptable for therapist’s
training to others (acceptable for therapist’s self-care only)
self-care only)

Programs specifically designed to promote a product or commodity that must be purchased by the
participant for use or resale to the public are not acceptable continuing education courses. (The NCBTMB
does not endorse any particular products or services and the use of the trademarked NCBTMB logo in such
a manner as to imply this is strictly prohibited.)

AsouT KINESTHETIC COURSES

All distance learning/home study kinesthetic courses must include a practical hands-on component in order
to qualify as continuing education for NCBTMB recertification.

n SusmitTING 48 ConTinuinG Epucation Hours

ETHics Course HOuRs
In order to promote skills aimed at fostering honorable professional behavior, the NCBTMB has included

an Ethics course requirement as part of the recertification criteria. Ethics is a system of principles of
human conduct guided by positive, right or good intent. The Code of Ethics of the NCBTMB is a set of
ethical principles governing the conduct of massage therapy and bodywork.

Certificants must take a minimum of six (6) hours of professional Ethics courses during each four (4) year
recertification period. All Ethics courses will be counted at a 1:1 ratio.

Certificants have the following options for submitting Ethics courses:

1) Allsix (6) CE hours from an NCBTMB Approved Provider, two (2) of the six (6) hours in Standard V,
Roles and Boundaries

2) All six (6) CE hours from an accredited allied health profession, two (2) of the six (6) hours in
Standard V, Roles and Boundaries

3) Allsix (6) CE hours completed per state mandates will be accepted, two (2) of the six (6) hours in
Standard V, Roles and Boundaries

A sample list (not inclusive) of course topics that deal with ethical issues specifically geared toward the
massage and bodywork profession includes:

B Jurisdictional Scope of Practice/ B Client/Therapist Confidentiality

Legal Guidelines B Professionalism
B Cultural Diversity B Financial Issues (such as fair billing practices)
B Roles and Boundaries B Conflict Resolution

Note: HIV/AIDS is not considered an Ethics course.

Be sure to submit copies of each Ethics certificates or transcripts with your application.
Failure to include these documents will delay the recertification process.

Part 1: NCBTMB ApproveD ProvIDER COURSEWORK (up to 48 Continuing Education Hours)

The NCBTMB is committed to the ongoing review and elevation of national standards of continuing
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education. Certificants are encouraged to take courses from an NCBTMB Approved Provider. If you hold a
certificate for coursework completed between January 1, 2003 and December 31, 2008 from an NCBTMB
Approved Provider that does not fall within our criteria for continuing education, the NCBTMB will honor
these hours through December 31, 2012. Save certificates for your remaining continuing education course
hours. Please do not submit at this time. If audited, you are required to submit these items.

1) Continuing Education Hours taken from an NCBTMB Approved Provider that meets our continuing
education criteria are accepted at a 1:1 ratio.
2) Use the Approved Provider Coursework chart if you have participated in a clinical fellowship or formal

mentorship in a program of an NCBTMB Approved Provider.

3) During your four (4) year cycle, six (6) of your forty-eight (48) continuing education hours must be in
Ethics. Two (2) of the six (6) Ethics hours must cover Standard V, Roles and Boundaries. For complete
details about Ethics, see Ethics Coursework Compliance found in this Reference Guide.

4) All forty-eight (48) hours can be taken from home study coursework.

Find an NCBTMB Approved Provider

The NCBTMB will only post courses submitted with an approved provider’s application that meet
NCBTMB’s continuing education criteria. The provider’s course listing posted on the NCBTMB website

is not intended to be the definitive list of possible courses available for continuing education. To view a
full listing of the provider’s continuing education courses, check their website. Only choose courses that
meet NCBTMB’s criteria for continuing education. “To find an NCBTMB Approved Provider, please check
our website at www.NCBTMB.org. Irom the home page, click on “Certificants” and then “Find Approved

Providers” to access a search activity screen:

Find an NCBTMB Approved Provider or go directly to their website for a complete listing
of their course offerings.

Provider Status | |
. . ) ) Continuing Education Tips:
Active Providers Expired Providers |:| .. . .
Continuing education courses that contain core

Provider’s Number | | curriculum content will not be accepted. The
Individual Provider’s Name | | criterion by which the NCBTMB determines a

DBA Name or Organization’s Name |:|

course to be continuing education in scope is that
it covers material not usually taught in the core

City | | 900-hour curriculum that is covered by the National
State | |  Certification Exams (the NCETMB and the
Country | | NCETM) administered by NCBTMB.*

*500 hours reflected in the National Certification
Exams (the NCETMB and the NCETM)
administered by NCBTMB:

B 125 hours of instruction in the body’s systems

Search Tips:
The text fields are not case sensitive. You are not
required to fill out all fields. One field is typically

sufficient, e.g. typing in the provider number. Once and anatomy, physiology, and kinesiology

you have made your selection(s), click the [FIND] B 200 hours of in-class, supervised hands-on

button on this search screen, or press [ENTER] on
your keyboard. You will be directed to the provider’s

instruction in massage and bodywork assessment,
theory, and application instruction

information. Contact the provider directly via email W 40 hours of pathology

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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B 10 hours of business and Ethics instruction
(a minimum of 6 hours in Ethics)

B 125 hours of instruction in an area or related
field that theoretically completes your massage
program of study

Continuing education courses must expand

and enhance the knowledge base of NCBTMB
participants by addressing not only soft tissue
manipulation, energy fields, body movement,

and business practices, but also acknowledge and
demonstrate a holistic approach to care of the client
and self with the ethical use of adjunct therapies
and modalities that impact and support a level of
wellness of the body, mind, and spirit.

Acceptable content includes, but is not
limited to:

1. Applications of massage and bodywork
therapy for specific needs, conditions, or client
populations.

2. Client assessment protocols, skills for client
record keeping, strategies for interfacing with
other health care providers

3. Use of external agents such as water, light,
sound, heat, cold, or topical applications of plant
or mineral-based substances

4. Body-centered or somatic psychology,
psychophysiology, interpersonal skills—which
may include communication skills, boundary
functions, phenomena of transference,
countertransference and projection

5. Standards of practice, professional ethics or
state laws

6. Strategies for the marketing of massage and
bodywork therapy practices

7. Theory or practice of ergonomics as applied to
therapists or clients

8. Hygiene, methods of infectious disease control,
organization and management of the treatment
environment

Inappropriate content includes, but is not
limited to:
1. Diagnose (allopathic-based) clinical conditions

2. Implement allopathic medical/surgical
procedures

3. Physically invasive, e.g., ear candling,
colonics, etc.

4. Incorporate chiropractic/osteopathic, e.g.,
ballistic, thrust oriented or other services and
procedures which require additional licensure
or certification, i.e., Yoga or Pilates Instructor
Certification, Physical Therapy, Personal
Training, Weight Training

5. Prescribe herbs, nutritional supplements,

and/or pharmaceuticals

Perform hypnosis

Perform an aesthetician facial

Perform electrical stimulation, ultrasound

© 8= e

Psychological counseling

10. Psychic, clairvoyance, telepathic, astrology,
religious or spiritual practices

I1. Acupuncture

Exceptions:

Courses that will be allowed only when the course

is designed/outlined and titled as strictly for the

therapist’s personal self-care and not to be taught

to others or performed on clients. A certificate of

completion may be requested by NCBTMB for

such exceptions.

1. Perform active strengthening/physical training to
others (acceptable for therapist’s self-care only)

2. Perform yoga (acceptable for therapist’s
self-care only)

Promoting a product

Programs specifically designed to promote a product
or commodity that must be purchased by the
participant for use or resale to the public are not
acceptable. (The NCBTMB does not endorse any
particular products or services and the use of the
trademarked NCBTMB logo in such a manner as

to imply this is strictly prohibited.)

Disclaimer

NCBTMB is not responsible for any course
information, course title and hours not submitted
within the provider’s application for review.
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Summer 2008 9

0 0000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000 o



NatioNaL CerriricaTion RecerTiFication RerERENCE GuiDE

PART 2: NON'APPROVED PROV'DER COURSEWORK (Up to 48 Continuing Education Hours)

The NCBTMB is committed to the ongoing review and elevation of national standards of continuing
education. Only courses that fall within the NCBTMB guidelines and requirements for continuing
education will be accepted. (See Continuing Education Criteria found in this Reference Guide)

Although we encourage you to use NCBTMB Approved Providers for your continuing education
recertification hours, we understand that you may desire to take coursework from non-Approved Provid-
ers (formerly called Category B courses).

1) Courses from non-Approved Providers (formerly called Category B courses) will be honored at a
1:1 ratio, for Certificants with an expiration date up to 12/31/2012. Beginning January 1, 2013,
all non-Approved Provider courses that meet NCBTMB criteria will be honored at a 2:1 ratio for
recertifying Certificants. This would include any lapsed status Certificants.

2) If submitting all forty-eight (48) hours from non-Approved Providers, remember that six (6) of
the forty-eight (48) must be Ethics hours. For complete details about Ethics, see Ethics Coursework
Compliance found in this Reference Guide.

3) All forty-eight (48) hours can be taken from home study coursework.

Clinical Fellowship or Formal Mentorship:

If you have participated in a clinical fellowship, or formal mentorship in a program of a non-
Approved Provider, you may submit these Continuing Education Hours at a 2:1 ratio (2 non-
approved CE hours = 1 approved CE hour).

ParT 3: AccrepiTED CoLLEGE/UNIVERSITY OR PRoFESSIONAL ALLIED HEALTH COURSEWORK

(Up to 48 Continuing Education Hours)

For those who have enhanced their continuing education in fields such as education, business,
or health-related coursework from a college or university, institution or agency (e.g., Nursing,
PT, Naturopathy), that is accredited through an agency recognized by the US Department of
Education, the NCBTMB accepts your course credits for Continuing Education hours.

Coursework in these fields must meet the definition of recertification and continuing education
and enhance your professional role either as a massage therapist/bodyworker or as an administra-
tor in the field of massage therapy and/or bodywork. Examples of acceptable coursework:

B Advanced Science Courses M English as a Second Language (ESL)
(above and beyond core curriculum) B HIV

B Bookkeeping/Accounting B Management, Business Practices

B Curriculum Development B Marketing/Public Relations

M Education Administration M Pathology for Health Professionals

B Education of the Adult Learner B Research Methods

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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Please refer to the Conversion Chart below to change your semester or quarter credits to
Continuing Education Hours.

Contact Hour Conversion Chart

Semester System: Quarter or Trimester System:

2 credit course = 30 Continuing Education Hrs 2 credit course = 20 Continuing Education Hrs
3 credit course = 45 Continuing Education Hrs 3 credit course = 30 Continuing Education Hrs
4 credit course = 60 Continuing Education Hrs 4 credit course = 40 Continuing Education Hrs

n Susmitting 200 Work Experience Hours

The Certificant may choose to submit all 200 hours massage therapy and/or bodywork (all types, includes
energy work) as hands-on work experience or any combination of the following massage therapy and
bodywork-related (MT/BW) activities to total 200 hours.

Alternative hands-on work experience hours are counted at a 1:1 ratio (hour for hour). Read each
alternative outlined in the following pages to determine the work experience that best describes your
contribution.

200 Work Experience Hours Categories

a) Massage Therapy and/or Bodywork d) Teaching/Teaching Assistant
(all types, includes Energy work) e) Curriculum Development

b) Volunteerism f) Writing/Publishing

¢) Administration g) Research

200 Work Experience Hours

Alternative Explanation Max Hours
Massage Therapy Examples of acceptable 200
and/or Bodywork hands-on work:
(1:1 ratio) * Massage
* Bodywork
* Energy work

This alternative allows Certificants to submit any form or type of massage or bodywork, including energy
work, as hands-on work experience for all or part of your hours.

If audited, you will be required to submit:

1) Massage logs with client identification blacked out or otherwise removed showing date, location and
length of therapy provided.

2) Assigned and dated letter from an employer verifying your employment at a spa, clinic, etc.

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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200 Work Experience Hours

Alternative Explanation Max Hours
Volunteerism Examples of acceptable 200
(1:1 ratio) MT/BW activities:

* Rally/Legislation
* School/Community Outreach
* Conference Booth
* Media Interview
* Presentations
* Professional In-Services
and Trainings
* Advertising, Marketing
* Planning or Staffing an Event
* Serving on a Committee,
Board, or Task Force
* Fundraiser
* Emergency Response
Team Member

This alternative allows a Certificant to earn work experience for volunteerism in the capacity of
administrator or participant at sanctioned activities related to the practice of therapeutic massage and
bodywork. Hours will be allocated per volunteer position; multiple positions or activities are acceptable.
A Certificant may earn the maximum of 200 alternative work experience hours. Hours volunteered must
occur within the recertification period and are counted at a 1:1 ratio (hour for hour).

Acceptable volunteer positions are serving in a national, state or local leadership position such as Board
Member, Committee or Task Force Member, or as an Event Coordinator.

Examples of activities may include:

B Fundraisers

B Emergency Response Teams

B Rallies or legislative actions that impact therapeutic massage and bodywork profession including
standard setting and/or policymaking

If audited, you will be required to submit:

1) Asigned and dated letter from the organization (on official letterhead) verifying your volunteerism
including length of involvement.

2) A description of the organization.

3) A description of your position, duties accomplished and title.
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200 Work Experience Hours

Alternative Explanation Max Hours
Administration Examples of acceptable 200
(1:1 ratio) MT/BW positions

* President/Director/Dean
* Registrar/Admissions
¢ Financial

Advertising/Marketing
* LEducation Director

If you choose the Administration alternative for all or part of your hours, your employment must be related
to the enhancement or practice of therapeutic massage and bodywork.

Acceptable organizations under this alternative include:

B Massage School

B Massage Program within College/University

B NCBTMB

B National and International Massage or Bodywork Organizations
B Coordinating and Managing a Massage Therapy Program

If audited, you will be required to submit:
1) A signed and dated letter from employer verifying your employment and noting job description
and duties.
2) A copy of a Time/Activity log and/or pay stubs covering the hours you are submitting for this alternative.
3) A copy of your school’s license from a state department of education or other accrediting body.

200 Work Experience Hours

Alternative Explanation Max Hours
Teaching/ Examples of acceptable 200
Teaching Assistant MT/BW positions:

(1:1 ratio) * Teacher/Instructor

* Teaching Assistant

* Hands-On Test Proctor

* Presentation at Conference,
Seminar, Course

* NCBTMB Approved Provider

* Clinical internship,
fellowship, preceptorship,
formal mentorship.

* Other continuing education

providers
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If you choose the Teacher / Teaching Assistant alternative for all or part of your hours, your employment
must be related to the enhancement or practice of therapeutic massage and bodywork.

Acceptable organizations under this alternative include:

B Massage School

B Massage Program within College/University/Technical School
B NCBTMB Approved Provider Courses

B National and International Massage or Bodywork Organizations

If audited, you will be required to submit:

1) Proof of employment

2) Written documentation from lead instructor or employer for every course (Applicable for TA only)

3) If you presented at a state, regional, or national conference, workshop, or seminar, you must submit a
copy of the program showing the presentation name, time, date, and description

200 Work Experience Hours

Alternative Explanation Max Hours
Curriculum Examples of acceptable 200
Development MT/BW positions:

(1 Curriculum: = * Personnel in educational

50 Hours) venues

* NCBTMB Approved Provider
* Other continuing education

providers

This alterative allows a Gertificant to earn work experience hours for creating curricula related to teaching
therapeutic massage and bodywork. The Certificant must be the primary developer or co-developer.

The published curricula must be accepted by a school, university, or recognized teaching authority from

the massage therapy and/or bodywork field. Hours will be allocated per curriculum developed; for each
accepted curriculum, the Certificant can earn 50 hands-on hours. A Certificant may earn the maximum
200 hands-on hours using this alternative (i.e. 4 different class curricula = 200 hands-on hours).

Relating to the Practice of Therapeutic Massage and Bodywork
Curricula/classes that would be appropriate for this alternative would include topics related to
(but not limited to):

B Anatomy B Energy work B Professionalism
B Business B Hydrotherapy B Reflexology

B Self-care B Medications B Technique

B Ethics B Pathologies

If audited, you will be required to submit:

1) Asigned and dated letter from the school, university, or other teaching authority on official letterhead
stating that the Certificant is the primary developer, class title(s), and dates anticipated the classes will
be/were taught.

2) A copy of the accompanying syllabi or other written course outlines.
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200 Work Experience Hours

Alternative Explanation Max Hours
Writing/Publishing Examples of acceptable 200

(2000 Words = MT/BW activities:

10 Hours) * Journal, Magazine,

Newspaper, or Other
Print Articles

* Website Articles

* Books

If you choose the Writing/Publishing alternative for all or part of your work experience hours, your work
must be related to the enhancement or practice of therapeutic massage and bodywork and submitted
within your current 4-year recertification period.

If you meet any of the following requirements, you may use this work experience alternative:

B You are the primary author or co-author of a published and peer-reviewed work

B You have contributed to the publication of the book (illustrator, editor, reviewer, consultant,
researcher, etc.)

Acceptable topics under this alternative could include (but not limited to):

B Sciences (anatomy, physiology, kinesiology, pathology, injuries, medications and topical herbology for
massage therapy)

B Any text related to massage and/or bodywork techniques

B Body mechanics, injury prevention, self-care

B Business and marketing for MT/BW practice

B Lthics for M/BW practitioners

B SOAP notes, charting, record keeping

B History, philosophy of massage

If audited, you will be required to submit:

1) A copy of your published book or a signed and dated letter from the publisher (on the publisher’s
letterhead) stating the name of the book, the year, the word count, and the credit page.

2) If you have contributed to the publication of the book (illustrator, editor, reviewer, consultant,
researcher, etc.) please provide a signed and dated letter on the publisher’s (or company’s) letterhead
stating your contribution.

3) If you wrote an article in a massage/bodywork publication, journal, magazines, or newspapers, please
provide a signed and dated letter from the publisher, on the publisher’s (or company’s) letterhead
stating the name of the journal, newspaper, etc. This letter must include the title of the article, the date
the article was published, and the word count along with a copy of the publication.
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200 Work Experience Hours

Alternative Explanation Max Hours
Research Examples of acceptable topics: 200
(1:1 Ratio) * Business Practices

* Statistics — Trends and
Growth of Profession

* Demonstrates Effectiveness
of MT/BW

* Demonstrates Non-
Effectiveness of MT/BW

* Compare Modalities for
Effectiveness

If you choose the Research alternative for all or part of your work experience hours, your work must be
related to the enhancement or practice of therapeutic massage and bodywork.

B A research study that qualifies for recertification credit must be funded and have been reviewed and
approved by a third party
B The research must relate directly to the practice of massage therapy and bodywork, and must meet one
or more of the following criteria:
1) Contributes to the understanding of value or use of massage:
a) Demonstrates that massage is effective in treating specific conditions,
b) Demonstrates that massage is not effective in treatment of specific conditions, or
c¢) Compares treatments for effectiveness.
2) Relates to the practice of massage or bodywork:
a) Contributes to understanding of the profession and practice of massage and bodywork,
b) Research on business practices, and
c) Statistical research - trends and growth of profession.
B The Certificant must be a principal investigator
B The research must have been completed within the four (4) year recertification cycle

If audited, you will be required to submit:

1) Asigned and dated letter from the agency that funded the project on their letterhead stating the name
of the research project and the date the research was conducted.

2) A copy of the document approving the research project including: the research design, data collection
methods, and data analysis process.

3) A summary of the research results and a description of how the results will impact the profession of
massage therapy and bodywork (minimum of two (2) type-written pages).

4) A statement giving (or denying) NCBTMB permission to include the summary of the research results
on the NCBTMB website.
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(A V. AbpiTioNAL INFORMATION AND PROCESSES

APPLICATION PROCESS

Certificant applications are reviewed by the NCBTMB staff to determine whether the applicant has
met the recertification requirements. When the application has been reviewed and it is determined that
all requirements for recertification have been met, the application will be approved. Processing time for
applications meeting all recertification requirements will be processed within seven (7) to ten (10)
business days. A certificate for another four (4) years will be issued to the Certificant within four (4) to

five (5) weeks.

If the Certificant requests to cancel the application, there are no refunds. The applicant’s certification
status will be terminated.

Incomplete Applications

Certificants who submit incomplete applications will be sent correspondence by email and by US Mail (if
no email is available) detailing additional missing items needed. Certificants will be granted a (30) day
window (from the date of the correspondence) to submit the missing items. Failure to do so will convert the
Certificant’s status to “lapsed.” Lapsed status means the Certificant forfeits the right to use the NCGTM or
NCTMB logo/credentials or advertise that he/she is nationally certified.

Revoked Certification
If a Certificant has not met the requirements for recertification, written correspondence will be sent

notifying the Certificant that his/her national certification status will be revoked effective immediately.
In addition, should it be determined that the Certificant has provided false or misleading information
when applying for recertification, members of the Continuing Education/Recertification Committee

or their designee may deny recertification and begin disciplinary proceedings in accordance with the
NCBTMB’s bylaws.

APPEAL VWHEN AN APPLICATION FOR RECERTIFICATION HAS BEEN DENIED

A Certificant shall have thirty (30) days to file a written request for an appeal following receipt of a notice
that the application for recertification has been denied. Such request shall be sent to the Chief Executive
Officer by certified mail, overnight express mail, or such other delivery method containing written
verification of its delivery. The Chief Executive Officer shall notify the NCBTMB, the Recertification
Subcommittee and/or the Ethics and Standards Committee about the written request for an appeal.

A final appeal may be filed directly to the NCBTMB Board of Directors.

AppeaL OF DEecisioNs FOR COMPLAINTS AGAINST A CERTIFICANT

A Certificant shall have the right to file a written request for an appeal following receipt of a notice that

an adverse decision was made against the Certificant. By requesting an appeal, the Certificant agrees to be
bound by the provisions of the Rules and Procedures for Ethical Complaints and Discipline in all matters
relating thereto. The Chief Executive Officer shall notify the Chair of the Ethics and Standards Committee
and the Chair of the Ethics and Standards Investigative Panel about the written request for an appeal.

Absent extraordinary circumstances, in the event that a Certificant fails to request an appeal within the
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time and manner specified, the Certificant shall be deemed to have waived the right to such appeal and to
have accepted the sanction, if any. Such action shall thereupon be final.

A final appeal may be filed directly to the NCBTMB Board of Directors.

AUDITING PROCESS

Each year the NCBTMB randomly selects individuals who apply for recertification to be audited. The
audit requires applicants to further verify the materials that have been submitted to the Recertification
Subcommittee. Materials may be requested as far back as four (4) years. You are encouraged to keep a
copy of your completed Recertification Application for the current (four) 4-year cycle.

The NCBTMB has the right to audit any Certificant. Should it be determined that the Certificant has
provided false or misleading information when applying for recertification, members of the Continuing
Education and Recertification Subcommittee or their designee may deny recertification and begin
disciplinary proceedings in accordance with the NCBTMB’s bylaws.

If you are audited...

B You will be notified in writing of what verification documentation will be required.
B Once your documentation is submitted, it will be evaluated by the recertification committee.
B You will be notified in writing of the committee’s findings.

AupIT DOCUMENTATION

1) 48 Continuing Education Hours
Audited Certificants will need to provide certificates and/or transcript for all continuing education
hours completed. Please keep for your records a copy of all certificates and/or transcripts.

2) 200 Work Experience Hours
Audited Certificants will need to provide documentation supporting the attainment of 200 work
experience hours such as (but not limited to): a computerized log, a loghook, an appointment
book, or by a letter from an employer on official letterhead verifying the number of hours worked.
The documentation must include the date and length of an appointment. Pay stubs, tax forms or W-2
forms are not acceptable documentation for work experience hours for recertification.

Special Note:

Certificants submitting supportive documentation for the category “Massage Therapy and/or
Bodywork” as “Work Experience Hours” must remove their client’s name, or adopt an anonymous
record system, such as using numbers or letters in place of the client’s name. This will protect the
confidentiality between the client and the nationally certified practitioner.
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Below are two examples for you to consider on how to log your work experience hours:

Administration Time/Activity Log Form

Date Organization Duties/Activities Description Total Hours

1/1/2007-12/31/2007 | Massage at Day Spa Manage massage therapists 2,385 hours

Teacher Assistant Hours Form

Name of Course Taught # of Days Taught # of Hours per Day | Total TA Hours

Contemporary Western Massage 14 J 70

LAPSED STATUS

Certification can lapse for up to three (3) years after the expiration date of the original certification.

If within this time frame the Certificant wishes to recertify, the Certificant must pay the current
recertification fee and any late fees and meet all current recertification requirements with appropriate
documentation. The Certificant’s original date of expiration will remain valid when the new certificate is

issued. During the lapse, the Certificant may not use the NCTM or NCTMB logo/credentials or advertise
that he/she is nationally certified.

Scenario

1/10/2004: Applicant takes the exam and passes

1/10/2008: Certificant’s expiration date as a Nationally Certified Massage Therapist
12/21/2011:  Certificant submits recertification application before three years lapse

1/10/2012: Certificant’s expiration date as a Nationally Certified Massage Therapists updated

Your three years lapse period is coming to an end; it is now December 21, 2010 and you wish
to recertify. You are required to submit 48 continuing education hours for your 2004-2008
recertification cycle and the equivalent of 200 work experience hours.

Your new expiration date will be January 10, 2012, (four years from your original date of
expiration), which means you will need to submit another 48 continuing education hours
and 200 work experience hours for recertification before January 10, 2012.

If the Certificant takes no action within the three (3) year time frame, the Certificant’s record will be
purged from the NCBTMB’s system. If at a future time the applicant wishes to become nationally certified,
he/she must reapply as a new candidate, meet all eligibility requirements, and successfully pass (complete)
the current National Certification Examination (NCE). The applicant cannot use the NC'TM

or NCTMB logo/credentials during lapse status or advertise that he/she is nationally certified.
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PAYMENT OPTIONS

B Fees must be paid by credit card, money order, cashier’s check, or personal check, made payable to
the NCBTMB.

B You MUST print your name on the money order or cashier’s check if you use that payment option.
B Iees must be paid by money order, cashier’s check, or personal check, made payable to NCBTMB.
B You MUST print your name on the money order or your payment may not get credited to your account.

B If paying by credit card, fill out all information on the application form including the signature.

B NCBTMB will only accept VISA or MasterCard.

If you are paying online you should NOT enter your credit card information on the application. If you are
paying online you should NOT mail your application to Wachovia Bank. Mail it directly to our office.

NoN SurriciENT FUNDS Fee

If your credit card is declined, we will only accept payment by money order or certified check. If your
personal check is returned for any reason a $25 charge will be added and we will only accept subsequent
payment by money order or certified check.

Lapse Fee

Your status is considered “lapsed” if your documents and fees are received after your recertification due
date. The lapsed fee is $75 up to three (3) years from your recertification due date.

NOTE:

Fees are subject to change. 1t is your responsibility to make sure you have the most current copy of the Recertification Reference
Guide, Application, and/or Handbook and that you submit the correct fee. All payments are non-refundable.

SpECIAL CIRCUMSTANCES

Extenuating circumstances, such as pregnancy, illness, injury, military duties, personal hardship, may allow
for an extension which may be granted on a case-by-case basis. We ask that you contact NCBTMB. Please
call (800) 296-0664 or (630) 627-8000 or email to: recertification@ncbtmb.org.
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GLOSSARY OF TERMS

Acceptable Accounting Procedures: Rules, conventions, standards, and procedures that are widely
accepted among financial accountants.

Allied Health: Allied Health professionals are health care practitioners with formal education and
clinical training who are credentialed through certification, registration and/or licensure. They
collaborate with physicians and other members of the health care team to deliver high quality patient/
client care services for identification, prevention, and treatment of diseases, disabilities and disorders.
Audit: Discretionary review of recertification documents.

Boundary: A boundary is a limit that separates one person from another. Its function is to protect the
integrity of each person.

Certificate of Achievement: Indicates that the Certificant has completed the educational offering and
passed a required exam in order to receive CE Hours.

Cognitive Learning: Acquisition of intellectual, theoretical, or conceptual knowledge.

Competency: Study and development of a particular professional knowledge base and skills associated
with and applied in practice within that knowledge base.

CE Hours: A unit of measurement that describes 50-60 minutes of an organized learning activity, which
is either didactic or clinical experience.

CEU (Continuing Education Unit): Identified by IACET as a unit of measurement. CEUs are no
longer used by the NCBTMB.

Cognitive Learning: Acquisition of intellectual, theoretical, or conceptual knowledge.

Counter-Transference: A practitioner’s unresolved feelings and issues which are unconsciously
transferred to the client.

Dignity: The quality or state of being worthy, honored, or esteemed.

Distance Learning: An educational program or courses which instructors and students are separated
in time and space, but maintain an ongoing relationship with one another through various
communications media. Acquisition of knowledge and skills occurs through mediated information and
instruction. E.g., internet, satellite, video-teleconferencing.

Dual Relationships: An alliance in addition to the client/therapist relationship, such as social, familial,
business or any other relationship that is outside the therapeutic relationship.

Fellowship: An endowment for the support of a Certificant to do advanced study in a clinical setting
(mentorship setting) in therapeutic massage and bodywork.

Home Study Course: A self-paced learning course taken by a participant with little or no direct
contact with the instructor.

Impugn: To assail by words or arguments, oppose or attack as false.

Integrity: Honesty. Firm adherence to a code of values.

Kinesthetic / Hands-on Learning: Acquisition of hands-on skills. The NCBTMB requires a practical
examination in the presence of a qualified proctor for all kinesthetic (hands-on) home study courses.
Multidimensional Relationships: Overlapping relationships in which the therapist and client share
an alliance, in addition to the therapeutic relationship.

Peer Reviewed: Information is evaluated by a group of individuals of at least equal knowledge

and skills.

Preceptorship: A formal clinical experience with an individual who has been selected/appointed as a
teacher to teach a specific area of practice.
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Proctor: A person tasked with evaluating the hands-on component of a home study (kinesthetic course)
in person, on-site.

Progress Notes: Notes written, by a practitioner certified by NCBTMB, and kept in a separate client
file that indicates the date of the session, areas of complaint as stated by client, and observations made
and actions taken by the practitioner.

Self-care: Denotes courses that enhance the practitioner’s health and well-being.

Sexual Activity: Any verbal and/or nonverbal behavior for the purpose of soliciting, receiving or giving
sexual gratification.

Sexual Harassment: Sexual harassment consists of unwelcome sexual advances, requests for

sexual favors, and other verbal or physical conduct of a sexual nature when: 1. Submission to such
conduct is made either explicitly or implicitly a term or condition of an individual’s employment;

2. Submission to, or rejection of, such conduct by an individual is used as the basis for employment
decisions affecting such individuals; or 3. Such conduct has the purpose or effect of unreasonably
interfering with an individual’s work performance or creating an intimidating, hostile, or offensive
working environment.

Scope of Practice: The minimum standards necessary for safe and effective practice and the
parameters of practice determined by the Certificant’s professional training and education, and, when
applicable, regulatory bodies.

State Mandated: Criteria determined and regulated by individual states.

Teaching Assistant: A person who supports the delivery of any continuing education offering in the
presence of the lead instructor(s).

Transference: The displacement or transfer of feelings, thoughts, and behaviors originally related

to a significant person, such as a parent, onto someone else, such as a massage therapist (or doctor,
psychotherapist, teacher, spiritual advisor, etc.).
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