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Psych Re-Assessments
Obtaining a psych assessment can take anywhere from 4-6 months.  Since many 
hands and steps are involved, it’s important to be familiar with the entire process.
Any questions should be forwarded to the BOM registrar, Deborah Venator.

The preliminary work for the assessment will be completed at the

Online Candidacy Application System (OCAS) website by the candidate.
TOTAL COST.  The total cost for the psych assessment is $245.00: $20 to GBHEM for administrative costs and $225 to the New England Conference. The $20 payment to GBHEM will be requested from the candidate at the OCAS website - payable by credit card, check, or money order (see step 4 below). 
The $225 payment to the Conference should be made payable to "New England Conference" and mailed to Deborah Venator, PO Box 4171, Concord, NH  03302.  Payment can be made at any point in the psych assessment process – if not received by the time the BOM registrar receives the completed report, a reminder will be mailed to the candidate.

STEP ONE.  Ask someone to serve as test monitor.  This person should be a clergy member in full connection, such as your mentor.  The monitor will be the one to administer the testing materials (primarily personality and vocational inventories), making sure they are done correctly and seeing to it that you are not disturbed during the 4-6 hour time period the tests will take to complete.  The monitor will also be the one to request and receive the testing materials (see step 6).

STEP TWO.  Inform the BOM registrar (Deborah Venator; bomregistrar@yahoo.com) that you want to begin the process to obtain a new psych assessment. 
 Include these details in your request:

· Complete name (if your first assessment was completed under your maiden name, please include that)
· Email address

· District

· Mentor’s name (or the person who will be monitoring you during the testing)
This information will be forwarded to GBHEM in Nashville in order to begin the process. 
STEP THREE. An important step for both the candidate and the mentor/test monitor is to add candidacy@gbhem.org and assessment@gbhem.org to their email address books in order to receive emails from GBHEM with instructions on how to log in to the OCAS website.

STEPS FOUR – EIGHT (completed at the OCAS website, canapply.gbhem.org). After logging in to the OCAS website, the candidate and the mentor/monitor will be completing these tasks: 

4. Candidate pays psych assessment re-test fee:  A payment of $20 (to cover the cost of the testing materials) will be requested from the candidate at the OCAS website, payable by credit card, check, or money order.
5. Candidate prints the Release of Information form (to be mailed back to GBHEM with the completed testing materials) 
6. Mentor/monitor requests the testing materials:  When the Release of Information task has been marked as "complete" on the OCAS website by the candidate, the mentor/test monitor will log in (canapply.gbhem.org) and complete the online request form for the testing materials (Form 112).  The mentor should also confirm that his/her mailing address listed in the system is correct.  
PLEASE NOTE:  The materials will be mailed from Nashville to the mentor/monitor after the candidate has completed the PDI and PPRL (items 7 and 8 below) and marked that task as “complete” on the OCAS task list.  That will signal GBHEM to send the testing materials to the mentor; they should arrive in about 2 weeks.
7. Candidate completes the Personal Data Inventory (PDI), or personal background information.  Keep in mind that this website is designed for candidates that are new to ministry.  Some of the items requested for background information will therefore not be applicable to all persons who need psych assessments.
8. Candidate completes the Personal and Professional Reference List (PPRL) – a list of persons who will be asked to write a reference for the candidate.  GBHEM will send the reference form to the people you enter on the PPRL.  But, it will be important for you to follow up with these persons, as those references are used by Clergy Assessment Service in the writing of the psych report.  Clergy Assessment cannot complete the report without the references, and I am not routinely informed when they are waiting for references to arrive.  Make sure that those persons have mailed their references back to Clergy Assessment within a week or two.   If they have misplaced the original blank reference form they received from GBHEM, the form can be found here:  http://clergyassessment.com/forms/ref_form_102905.pdf 
When finished, the PDI and PPRL must be marked “complete” on the OCAS task list by the candidate in order for GBHEM to mail the testing materials to the mentor. 
After the testing is complete
After the candidate completes the testing, the materials will be mailed back to GBHEM in Nashville for scoring.  Nashville in turn sends the scored tests to Clergy Assessment Service (CAS) in Chicago.  CAS will take the scored tests, the Personal Data Inventory, and the references to compose the narrative report. This will take several weeks. When the report is finished, CAS will send it to a psychologist they have contracted with, located in the candidate’s geographical vicinity.  The candidate will receive a letter from CAS with the psychologist's contact info, so that the candidate can schedule an appointment to meet with him or her. During that clinical interview the candidate will be able to read the report and review it with the psychologist.  Once the candidate has had a chance to review the report with the interviewer, it is then mailed to the BOM registrar.
