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Information Circular for CCDP Registrants

Registration Date

The date upon which a CCDP becomes registered will become the anniversary date for both CDAA membership and CCDP registration.  Annual CCDA membership fees will be pro-rated in the year the CDAA member becomes registered as a CCDP.

Certificate

Applicants found eligible for certification will receive a certificate of registration in the mail.  All certificates issued remain the property of the CDAA and may be revoked by the CDAA with cause. Certificates will bear an expiry date three years from the date of initial registration. 

Register

The names of individuals holding the CCDP designation will be placed in a register.  The Registrar will maintain the register and will ensure that only the names of registrants in good standing appear on the register.  Names of individuals appearing on the register will be accessible by the public through requests to the Registrar for confirmation of registration status.  

Updated Contact Information





          

Contact between the CDAA and registrants will be on-going.  Registrants must promptly submit up-to-date contact information to the CDAA including change of name, address, phone number and email.  

It is registrant’s responsibility to respond to notification sent by the CDAA within the specified timelines.  Failure to receive notification from the CDAA will not be considered grounds for extension.

Schedule of Fees

	CDAA Membership……………….…
	65.00
	(due annually)

	CCDP Annual Maintenance………...
	40.00
	(due 1st and 2nd years)

	Application for renewal of CCDP…..
	100.00
	(due 3rd year)

	Appeal………………………………...
	50.00
	(only if applicant appeals)


Note: The fee schedule will be reviewed periodically and is subject to change.

CCDP Annual Maintenance Fee

To maintain active status as a CCDP, registrants pay the prescribed annual maintenance fee in addition to the CDAA membership fee.  Such fees are due on or before the registrant’s anniversary date.  If a registrant does not submit the annual maintenance fee as required, the Registrar may cancel the registrant’s registration not earlier than 30 days after the registrant is served with a written notice of the intention to cancel the registration.  A registrant who does not submit the fee within the time prescribed in the notice will be removed from the register and will no longer be considered a CCDP.

Revocation of Certification

A registrant’s certification may be revoked if the registrant

(a) is proven to have breached the CDAA Code of Ethics;

(b) is convicted of a criminal offence;

(c) fails to maintain active status as a CCDP; or

(d) fails to maintain up-to-date membership status with the CDAA.

Reinstatement of Certification 

A registrant whose CCDP status has lapsed must reapply for certification.  Upon the Certification Committee’s approval of the application, the former registrant’s certificate will be reinstated.

Renewal of Certification

To maintain registered status, registrants must renew their certification every three (3) years through reporting of continuing education (CE) credits.  In addition, registrants must have been employed in a qualifying area of work experience for a minimum of 1500 hours within the past three years.  Applications for renewal are due on or before the registrant’s anniversary date.  If a registrant does not submit an application for renewal as required, the registrar may cancel the registrant’s registration not earlier than 30 days after the registrant is served with a written notice of the intention to cancel the registration.  A registrant who does not submit the application for renewal within the time prescribed in the notice will be removed from the register and will no longer be considered a CCDP.  

Qualifying Work Experience 

The required number of hours of work experience in one or a combination of the following qualifying areas of work are necessary to meet the standard for certification renewal.  

(1)
Direct Client Services

a. Career Assessment – individuals working in this area use formal and informal career assessment instruments, tests, and tools to assist clients to develop awareness of themselves and their career options.

b. Career Counselling or Coaching – individuals working in this area know and apply major counselling or coaching theories, models, and skills to counsel or coach clients in career planning and work search strategies that connect clients to their goals.

c. Facilitated Learning – individuals working in this area use commonly accepted principles of learning and group facilitation to teach, train, or facilitate individuals and groups in theory-based career development practices and work search strategies.

d. Information and Resource Management – individuals working in this area determine the information needs of clients. They know and use career, labour market, and community resources to assist clients with their information needs.

e. Work Development – individuals working in this area liaise with clients, employers, and professionals to facilitate work-related opportunities. They prepare clients to respond to the labour market and guide clients to complete application forms; prepare resumes, cover letters, portfolios and self-marketing tools; and support clients in maintaining employment.

(2)
Indirect Services

Individuals working in this area perform one or more of the following functions:

· develop, market, co-ordinate, or manage career development programs/projects/services 

· develop or implement long term strategies that connect career development and community economic development
· research, write, or educate in the field of career development

· develop career development theories, models, or policies 

Process for Renewing the CCDP 
· Registrants will be mailed an Application for Certification Renewal at least three months prior to the expiry of their current certification.
· Renewal of certification requires submission of a completed Application for Certification Renewal plus completed CE Credit Claim Forms. 
· The Application for Certification Renewal along with all required Continuing Education Credit Claim forms must bear original signatures, must be accompanied by the appropriate fee and must be received by the CDAA Registrar prior to the deadline date for renewal (faxed or emailed forms will not be accepted).
Claiming Continuing Education (CE) Credits
· CE Credit Claim Forms are included in this package to enable registrants to keep track of CE Credits as they are earned.
· CE Credits will be awarded only for activities completed within the three-year period commencing on the date certification (or renewal of certification) was issued and ending on the date of application for certification renewal.  
· To be eligible for CE credits, the content of professional development activities must address one or more of the competency areas as defined in the Canadian Standards and Guidelines. 
· Values of CE credits have been assigned within six categories to various types of professional development activities.  A maximum number of credits are allowable per category and per activity over the three-year period.  A CCDP will not be given credit for activities that exceed the maximum allowable limits.

· Certification renewal requires the CCDP to obtain a minimum of 45 CE credits distributed over a minimum of three categories.

Documentation

Claiming CE credits is based on an honour system.  By completing the attached CE Credit Claim forms, the CCDP provides written evidence of completion of an appropriate distribution of professional development activities. 

The Certification Committee does not require the CCDP to include substantiating documentation with his/her Application for Certification Renewal; however, the Certification Committee reserves the right to audit a CCDP’s submission and may request the CCDP to provide documentation to substantiate CE credits claimed.  

The CCDP should therefore keep a portfolio of documentation to verify completion of all professional development activities.  The documentation kept will vary depending upon the category of activity but, for ALL activities for which the CCDP is claiming credit, he/she should keep documentation that verifies: 

· the CCDP attended / completed the activity; 

· the quantity of the activity (i.e., number of hours for a workshop, number of chapter meeting attended, etc); 

· the content of the activity in relation to the competency areas;
· the name of the agency that delivered the professional activity; 
· the date the CCDP completed the professional development activity. 

(EXAMPLES:  receipts, certificates of attendance, conference booklets, course outlines, statement of grades, notes taken at conferences / workshops, summary or notes written by the CCDP about books/articles read, clippings of CCDP published articles, etc.)

Professional Development Content Eligible for Continuing Education (CE) Credits

The Certification Committee does not pre-approve professional development activities; rather, a professional development activity will be considered eligible if it addresses one or more of the competency areas as set out in the Canadian Standards and Guidelines.  The competency areas are as follows:

	C.1 Professional Behaviour
	S.2 Facilitated/Individual Group Learning

	C.2 Interpersonal Competence
	S.3 Career Counselling

	C.3 Career Development Knowledge
	S.4 Information/Resource Management

	C.4 Needs Assessment and Referral
	S.5 Work Development

	S.1  Assessment
	S.6 Community Capacity Building


For a more comprehensive description of the competencies refer to the Canadian Standards and Guidelines at http://www.career-dev-guidelines.org/
Professional development activities will vary for each CCDP depending on individual needs and interests.  The CCDP may wish to develop an individual learning plan.  To determine the areas of competency where the CCDP should concentrate his/her efforts, the Certification Committee suggests completing the on-line “Taking Charge” self-assessment at http://car-dev-car.savie.ca/ 

Six Continuing Education Categories

1.
Career Development Conference / Consultation Attendance

2.
Career Development Association of Alberta / other Career Development Association involvement

3.
Research and Development in Career Development 

4.
Continuing Formal Education in Career Development 

5.
Informal Learning Activities; Professional Reading; 

6.
Workshop / Seminar / Lecture Attendance

Continuing Education (CE) Credit Values by Category

1.
Career Development Conference / Consultation Attendance
Maximum of 36 credits in this category per three years:

3 credits per full day (6-8 hours) of conference attendance

2 credits per half day (3-5 hours) of conference attendance

2.   Career Development Association of Alberta / Other Career Development Association Involvement
Maximum of 30 credits in this category per three years:     

Executive position


5 CEs / year

Committee position


5 CEs / position to a maximum of 30

Chapter Executive


5 CEs / year

Chapter position


3 CEs / year

CDAA Research


3 CEs / project to a maximum of 18

Chapter Meetings


1 CE / meeting to a maximum of 9

3.
Research and Development in Career Development 
Maximum of 30 credits in this category per three years:

CD Program design and development
5 CEs / project to a maximum of 30

CD Presentation, National/Provincial/Local
5 CEs / project to a maximum of 30

CD Published writing, eg. CDAA Newsletter
5 CEs / project to a maximum of 30

CD research




5 CEs / project to a maximum of 30
Response to CDAA sponsored surveys
1 CE / response to a maximum of 6

*published writing must have some original content and be no less than 1000 words or two articles of 500 words

4.
Continuing Formal Education in Career Development
Maximum of 40 credits in this category per three years:

Continuing education in career development

Less than 10 hours


3 CEs / course to a maximum of 24

10-20 hours



4 CEs / course to a maximum of 28

21-39 hours



5 CEs / course to a maximum of 35

40 hours+



6 CEs / course to a maximum of 36

5.
Informal Learning Activities; Professional Reading 
Maximum of 18 credits in this category per three years:

Books




2 CEs / title

Journal Articles


1 CE / three articles (2000 words/article)

6.
Workshop / Seminar / Lecture Attendance
Maximum of 18 credits in this category per three years:

Full day (6-8 hours)


3 CEs / event to a maximum of 18

Half day (3-5 hours)


2 CEs / event to a maximum of 18

1 - 2 ½ hour session


1 CE / event to a maximum of 18

Sample three year submission:
	
	
	Yr 1
	Yr 2
	Yr 3
	Total

	Conference Attendance
	3 @ 2 days each 
	6
	6
	6
	18 credits

	Chapter Executive
	Vice President
	5
	
	
	5 credits

	CDAA/ CD Other Association
	2 Chapter meetings 
	
	1
	1
	2 credits

	Continuing Formal Education
	2 short classes (<10 hr)
	3
	
	3
	6 credits

	Professional Reading
	2 books read
	2
	2
	
	4 credits

	Professional Reading
	6 articles read  
	1
	
	1
	2 credits

	Workshops
	4 half day workshops
	4
	2
	2
	8 credits

	
	
	45 credits


Instructions for Completing the CE Credit Forms (attached):

1. Complete the form titled “Continuing Education Credits Claim Summary for Renewal of Certified Career Development Professional.”

2. For each activity for which you are claiming credit on the Summary form, complete the form titled “Details of Activity for Which CE Credits are Claimed.”
3. Print or photocopy as many Detail forms as are necessary to separately describe each activity for which you are making a claim.
	Continuing Education Credits Claim Summary for Renewal of Certified Career Development Professional

	
	
	
	
	
	
	
	
	
	
	

	Name:
	
	Certificate Number:
	
	
	
	
	
	
	
	

	
	
	
	
	

	45 CE Credits are required over a three- year period to renew certification.  Obtaining 10-20 credits per year is recommended.  The CCDP must complete 

work within a minimum of three of the six categories over three years.  Complete and attach the form ‘Details of Professional Development Activity for Which You are Claiming CE Credits’ for each activity claimed for credit.
	In the boxes below, indicate the number of CE Credits you are claiming/activity/year.

	
	
	
	
	
	CE Credits Claimed
	

	Category
	MaximumAllowable Credits In 

Category
	Activity
	CE Credits
	Maximum Allowable Credits for Activity
	Year 1
	Year 2
	Year 3
	TOTAL
	Office

Use Only

	
	
	
	
	
	
	
	
	
	S
	U

	1.   Career Development Conference / Consultation Attendance
	36 
	Conference attendance - full day (6-8 hours) 
	3 credits / day
	
	
	
	
	
	
	

	
	
	Conference attendance - half day (3-5 hours)
	2 credits / half-day
	
	
	
	
	
	
	

	2.   Career Development Association of Alberta / Other Career Development Association Involvement
	30 
	Executive position

	5 credits / year 
	
	
	
	
	
	
	

	
	
	Committee position
	5 credits / position
	30
	
	
	
	
	
	

	
	
	Chapter Executive
	5 credits / year
	
	
	
	
	
	
	

	
	
	Chapter position
	3 credits / year
	
	
	
	
	
	
	

	
	
	CDAA Research
	3 credits / project
	18
	
	
	
	
	
	

	
	
	Chapter Meetings
	1 credit / meeting
	9
	
	
	
	
	
	

	3.   Research and Development in Career Development 

*published writing must have some original content and be no less than 1000 words or two articles of 500 words
	30 
	CD Program design and development
	5 credits / project 
	30
	
	
	
	
	
	

	
	
	CD Presentation, National/Provincial/Local

	5 credits / project
	30
	
	
	
	
	
	

	
	
	CD Published writing, eg. CDAA Newsletter
	5 credits / project
	30
	
	
	
	
	
	

	
	
	CD research
	5 credits / project
	30
	
	
	
	
	
	

	
	
	Response to CDAA sponsored surveys
	1 credit / response
	6
	
	
	
	
	
	

	4.   Continuing Formal Education in Career Development 
	40 
	Less than 10 hours
	3 credits / course 
	24
	
	
	
	
	
	

	
	
	10-20 hours
	4 credits / course 
	28
	
	
	
	
	
	

	
	
	21-39 hours
	5 credits / course 
	35
	
	
	
	
	
	

	
	
	40 hours+
	6 credits / course 
	36
	
	
	
	
	
	

	5.   Informal Learning Activities; Professional Reading
	18 
	Books
	2 credits / title
	
	
	
	
	
	
	

	
	
	Journal Articles (2000 words/article)

	1 credit / three articles
	
	
	
	
	
	
	

	6.   Workshop / Seminar / Lecture Attendance
	18 
	Full day (6-8 hours)
	3 credits / event 
	18
	
	
	
	
	
	

	
	
	Half day (3-5 hours)

	2 credits / event 
	18
	
	
	
	
	
	

	
	
	1 - 2 ½ hour session
	1 credit / event 
	18
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	

	I verify that all information I have provided in this summary is true and correct.
	Signature:
	
	Date:
	
	


[image: image2.wmf]
CERTIFIED CAREER DEVELOPMENT PROFESSIONAL

DETAILS OF PROFESSIONAL DEVELOPMENT ACTIVITY CLAIMED FOR CONTINUING EDUCATION CREDITS

	CCDP Registrant’s Name:
	

	
	

	CCDP Certificate Number:
	
	

	
	
	

	Date Certificate was Issued:
	
	
	
	

	
	Year
	Month
	Day
	

	
	
	
	
	

	Date of Certificate Renewal:
	
	
	
	

	
	Year
	Month
	Day
	

	
	
	
	

	Category of Activity (choose from list):
	

	
	

	Description of Activity:
	

	
	

	
	
	

	Date of Activity:
	
	
	
	
	
	
	
	

	
	From:
	Year
	Month
	Day
	To:
	Year
	Month
	Day

	
	
	
	

	Sponsoring Organization (if applicable)
	

	
	
	
	

	Number of Activity Hours (if applicable)
	
	
	

	
	
	
	

	Number of CE Credits Claimed for this Activity
	
	
	

	

	Area(s) of competency addressed by this activity: (put an X beside all that apply)

	
	
	
	

	C.1 Professional Behaviour
	
	S.2 Facilitated/Individual Group Learning
	

	C.2 Interpersonal Competence
	
	S.3 Career Counselling
	

	C.3 Career Development Knowledge
	
	S.4 Information/Resource Management
	

	C.4 Needs Assessment and Referral
	
	S.5 Work Development
	

	S.1  Assessment
	
	S.6  Community Capacity Building
	


	

	I verify that all information I have provided on this form is true and correct.

	

	Signature:
	
	Date:
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