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Policy and Procedures Regarding References

Name_____________________________________________________ (see below for signature)
1.
The applicant for certification will provide ten to twelve names, who are not present partners or relatives.  Such references shall be substantially involved in the relevant field of social security disability law and be familiar with the applicant’s practice in that field.  The list must consist of at least four administrative law judges before whom you have appeared in a matter in the relevant field during the past three years and the remaining names may be either peer practitioners, opposing counsel at the federal court level, district court judges, medical or vocational experts or additional administrative law judges familiar with the applicants practice during the past three years.  The NBSSDA must receive at least six satisfactory references consisting of three administrative law judges before whom the applicant has appeared as a social security disability advocate not more than three years before the date of application. The remaining three references must be one or more of the following: peer practitioners, opposing counsel at the federal court level, district court judges or additional administrative law judges familiar with the applicant’s practice. 

2.
The applicant for recertification will provide six names consisting of at least three administrative law judges before whom you have appeared in a matter in the relevant field during the past three years and the remaining names may be either peer practitioners, opposing counsel at the federal court level, district court judges, medical or vocational experts or additional administrative law judges familiar with the applicants practice during the past three years.  The NBSSDA must receive at least five satisfactory references consisting of two administrative law judges before whom the applicant has appeared as a social security disability advocate not more than three years before the date of application. The remaining three references must be one or more of the following: peer practitioners, opposing counsel at the federal court level, district court judges or additional administrative law judges familiar with the applicant’s practice.

3.
Applicants are cautioned to use great care when providing references as there will not be an opportunity to submit more references unless the NBSSDA, in its absolute discretion, requests the applicant to supply additional references.   

4.
Although advised applicants alert their designated references that they wish to use them, under no circumstances will an applicant contact a reference concerning the status or content of a statement of reference thereafter.  Communication will be strictly between NBSSDA and the reference.  
5.
NBSSDA will send a simple questionnaire and postage paid envelope to those persons designated by the applicants.  The applicant will neither deliver the blank form to a reference nor return a completed form to NBSSDA. If a reply is not forthcoming, the form will be sent one additional time to the designated references who have not responded.  If two requests have gone unanswered, the reference will no longer be considered and the lack of a response from that reference will be noted in the applicant’s file.

6.
Once the statements of reference have been received by NBSSDA, the reference statements will be reviewed by the NBSSDA to assess whether the applicant possesses an enhanced level of skill and experience in social security disability law and has demonstrated integrity and dedication to the interest of clients.

7.
If the required number of references are not received within a reasonable time, the application will be denied unless the NBSSDA, in its absolute discretion, requests the applicant to supply additional references or, on its own initiative, seeks and receives additional references.
8.
If any reference statements received appear to be qualitatively unsatisfactory (and this includes those returned to NBSSDA but not completed), the file will be referred to the Standards Committee of the Board of Directors for a review and ruling.

9.
The NBSSDA Staff, Board of Directors and anyone else associated with the application process may not discuss the references with the applicants.  This includes, but is not limited to, discussion regarding the following:

a)
number of references in the file;

b)
content of the references;

c)
specifically who has and who has not responded.

10.
An applicant for certification or recertification who has provided an incorrect address will be asked to provide the correct address.

11.
An application can be denied at any point for failing to satisfactorily meet this or any other standard.

12.
Applicants for certification or recertification who have questions about these policies and procedures are strongly urged to call the Executive Director prior to submitting the list of references.

I hereby attest that I have reviewed the conditions of the above Reference Policy carefully, and such policy and procedures therein are understood and agree to under my own free will.
Signature of Applicant for Recertification ___________________________________________________



