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Career Development Association of Alberta

The Career Development Association of Alberta is an incorporated society and professional association of career development practitioners interested in supporting each other in practice by networking, information sharing, creating learning opportunities, ensuring that we have a voice and staying current within a developing field.

Mission

The Association is dedicated to advancing the career development profession in Alberta and in so doing to enhance the highest quality of career development services to the public.

Professional Certification: Overview 

Professional certification is a process that helps to recognize career development as a specialized field of practice with professional standards for its practitioners. Through surveys, questionnaires, focus groups, and annual general meetings, CDAA members have expressed interest in, and subsequently participated in, developing such a process in Alberta. 

After seven years of consultations and development, the CDAA has implemented a process for certifying those practitioners who voluntarily wish to apply for the title of Certified Career Development Professional (CCDP).
Why Become a CCDP?

The Certified Career Development Professional is a designation that tells the public, an employer, or a potential client that a practitioner meets a standard of professionalism in the field of career development.

Reasons why practitioners may wish to apply for the Certified Career Development Professional designation include to:

· Obtain official recognition of your competency in the career development field 

· Stand out professionally and increase the marketability of your qualifications 

· Demonstrate your commitment to career development work 

· Target areas of potential development and growth 

· Commit to a self-selected program of continuous learning and professional development 

· Contribute to public awareness of career development as a defined field of practice 

· Participate in a potential group insurance plan (group insurance is available only to associations that have an established professional designation)

Certification Committee

The CDAA Standards and Certification Committee is composed of seven members authorized by the CDAA to set standards for certification, review applications for certification, make certification decisions and issue registration certificates. 
Registrar

The Registrar is appointed by the Board and works with the Standards and Certification Committee to ensure qualified individuals are granted the CCDP designation.  Applicants may wish to consult with the Registrar prior to submitting an application. 

Core Competencies

The Canadian Standards and Guidelines (CS&Gs) defines the set of knowledge, skills, and attitudes a Certified Career Development Professional (CCDP) is expected to possess prior to applying for certification and to maintain while certified.  These competencies are attained through fulfillment of the standards for education and work experience.

	C1 Professional Behaviour

	
	C1.1 Adhere to the Code of Ethics and the Ethical Decision-Making Model

	
	
	C1.1.1
follow the Code of Ethics and apply the Ethical Decision-Making Model

	
	C.1.2 Demonstrate professional attributes

	
	
	C1.2.1
demonstrate professional attributes

	
	C1.3 Demonstrate a Commitment to Professional Development

	
	
	C1.3.1
develop relationships with other professionals

	
	
	C1.3.2
demonstrate a commitment to lifelong learning

	
	
	C1.3.3
keep up-to-date with technology

	
	C1.4 Use Analytical Skills

	
	
	C1.4.1
apply a solution-focused framework

	
	
	C1.4.2
collect, analyze and use information

	
	C1.5 Manage Work

	
	
	C1.5.1
use planning and time management skills

	
	
	C1.5.2
follow case and project management procedures

	
	
	C1.5.3
document client’s interactions and progress

	
	
	C1.5.4
evaluate the service provided to clients

	

	C2 Interpersonal Competence

	
	C2.1 Respect Diversity

	
	
	C2.1.1
recognize diversity

	
	
	C2.1.2
respect diversity

	
	C2.2 Communicate Effectively

	
	
	C2.2.1
work with climate and context to enhance communication

	
	
	C2.2.2
use a framework for verbal communication

	
	
	C2.2.3
use a framework for written communication

	
	
	C2.2.4
use effective listening skills

	
	
	C2.2.5
clarify and provide feedback

	
	
	C2.2.6
establish and maintain collaborative work relationships

	
	C2.3 Develop Productive Interactions with Clients

	
	
	C2.3.1
foster client self-reliance and self-management

	
	
	C2.3.2
deal with reluctant clients

	

	C3 Career Development Knowledge

	
	C3.1 Possess Career Development Knowledge

	
	
	C3.1.1
describe how human development models relate to career development

	
	
	C3.1.2
describe major career development theories

	
	
	C3.1.3
describe how change and transition affect clients moving through the career process

	
	
	C3.1.4
describe how life roles and values impact career development

	
	
	C3.1.5
identify major components of the career planning process

	
	
	C3.1.6
identify the major organizations, resources and community-based services for career development

	
	
	C3.1.7
explain components of labour market information

	
	
	C3.1.8
keep current about the labour market

	

	C4 Needs Assessment and Referral

	
	C4.1 Refer Clients to the Appropriate Sources

	
	
	C4.1.1
respond to clients’ needs

	
	
	C4.1.2
develop and maintain a referral network

	
	
	C4.1.3
make appropriate referrals


Educational Standard

The educational standard necessary for certification is completion of a

(1) an accredited post-secondary education programme in Career Development to the minimum of a certificate level 

(2) one accredited course in Ethics and Professional Conduct having a minimum weight of 1 academic credit 

(3) one accredited course in Career Development Theory having a minimum weight of 3 academic credits

Approved Education Programmes and Courses

For the purpose of CCDP designation, the following programmes as well as the Professional Ethics and Career Development Theories courses contained therein have been reviewed against the core competencies and have been found to meet CDAA standards:  

i. Diploma in Career Development offered by Concordia University College

ii. Life Skills and Career Development Coach Diploma offered by Bow Valley College  (admission to program discontinued in 2009)
iii. Certificate in Career Development programmes offered by 

a. Athabasca University
b. Bow Valley College (admission to program discontinued in 2009)
c. Concordia University College 

d. University of Calgary  (admission to program discontinued Fall 2007)
Applicants who have completed the career development educational requirements at any other accredited post-secondary institution must demonstrate equivalency to the above listed approved programmes in terms of content and hours of instruction. 

If the applicant does not demonstrate to the Committee’s satisfaction the equivalency of the programme and/or Professional Ethics and Career Development Theories courses, the Committee may request the applicant to complete a portfolio assessment at a post-secondary institution.   If the Standards and Certification Committee determines that the programme and/or course work are not equivalent to the approved programmes and courses the applicant will be required to complete additional education prior to being eligible for CCDP designation.
Work Experience Standard

The work experience standard required for certification is

(1)
current active employment* of at least 15 hours per week in one or a combination of the qualifying areas of work, plus 

(2) 
a minimum of 3,000 hours of work experience in the past five years in one or a combination of qualifying areas of work 
*includes self-employment and contracted employment
Qualifying Areas of Work
(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 

Application Process

Only CDAA members in good standing are eligible to apply for certification.  Applicants who KNOW they do not currently meet the criteria for certification should wait until they do meet the requirements before submitting an application (i.e., if you have not yet completed the educational requirements, if you are not currently employed in one of the areas of qualifying work or if you do not have enough hours of qualifying work experience, do not submit an application at this time)

It is the applicant’s responsibility to submit a COMPLETE application (i.e. submit all information and documentation requested).  

The prescribed non-refundable application fee + GST must be submitted with the application or the application will not be reviewed by the Certification Committee. 
IMPORTANT NOTE:  The CDAA will accept documents pertaining to an application only after the application and application processing fee have been submitted.  Any documents received in advance of an application will be returned to sender.
If the Committee deems that an application lacks information, documentation, clarity or coherence, the applicant MAY be given the opportunity to remediate deficiencies within a reasonable time period specified by the Committee.  If there are too many deficiencies OR if the deficiencies remain unresolved after the specified time period the application will become invalid and the application fee will be forfeited.

Following application review, the Standards and Certification Committee will issue a written notice of decision to each applicant.  The Committee may decide to (1) unconditionally grant the CCDP designation; (2) conditionally grant the CCDP designation; (3) defer granting the CCDP designation based on the applicant fulfilling stipulated requirements within a specified time frame; or (4) deny granting the CCDP designation.  The Committee will not communicate decisions electronically or verbally.

Appeal

Applicants unsatisfied with a decision of the Standards and Certification Committee may appeal that decision to the CDAA Board of Directors by submitting an appeal in writing to the Board within 60 days of issuance of the Standards and Certification Committee decision.  Note that appellants are required to pay a non-refundable fee + GST to cover the administrative costs of their appeal.  Applicants wishing to launch an appeal should contact the Registrar for more information about the appeal process.  

The Board may consider new evidence not considered by the Standards and Certification Committee and may uphold or overturn any decision of the Standards and Certification Committee.  Decisions of the Board are final and may not be appealed further.

Schedule of Fees - Please refer to the main CCDP webpage for the most current fee schedule
	CDAA Membership……………….…
	(due annually)

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

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

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


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

Associate Members in good standing of the CDAA who meet the criteria listed below are encouraged to apply for certification as a CCDP.

Applicants must 

i. be currently employed* in one of the qualifying areas of work experience 

ii. have a minimum 3,000 hours qualifying work experience within the past five years (not including work hours completed within a practicum)

iii. have successfully completed an accredited post-secondary education programme in Career Development to the minimum of a certificate level 

iv. have successfully completed one accredited course in Ethics and Professional Conduct with a minimum weight of 1 academic credit 

v. have successfully completed one accredited course in Career Development Theory with a minimum weight of 3 academic credits

*Currently Employed is defined as actively providing Career Development services for a minimum of 15 hours per week 
Documentation

The following requirements must be met in order for an application for certification to be considered complete:

(1) Application Form – submission of a completed application form bearing original signature, including 

(a) a signed statement agreeing to maintain up-to-date membership status in the CDAA

(b) a signed statement agreeing to abide by the CDAA Code of Ethics

(c) a signed statement indicating whether the applicant has ever been convicted of a criminal offence for which a pardon has not been granted

(2)
Education – submission of documents to verify completion of required education including

(a) NOTARIZED or CERTIFIED copy of Career Development Certificate, Career Development Diploma or Career Development Degree (Contact a Notary Public or an authorized government officer to have the copy of your document notarized or certified)
(b) NOTARIZED or CERTIFIED copy of marriage certificate or other official document to verify change of name if current name is different from that shown on certificate/transcripts
(c) OFFICIAL TRANSCRIPTS bearing the registrar’s signature and the seal of the issuing institution to verify completion of courses in the career development education programme including course in ethics/professional conduct and in career development theory 

(3)
Work Experience – submission of documents to verify and provide a context for understanding work experience including

(a)  a current curriculum vitae which includes descriptions of career development work experience in relation to the QUALIFYING WORK
(b)  official job descriptions printed on company letterhead for each of the work roles claimed as qualifying work. 

(4)
Fee – submission of the prescribed application processing fee + GST.

(5)
Professional References - submission by three (3) professional references of confidential questionnaires to attest to the applicant’s character, scope of practice and general competency in the Career Development field.  The purpose of the Professional Reference Questionnaire is to enable the applicant to provide independent evidence that his/her work experience fits the definition of qualifying work and that his/her skills, knowledge and attitudes are consistent with the core competencies.  The criteria for acceptance of professional references are as follows: 
· the entire questionnaire must be completed by the professional reference him/herself (not by the applicant or a third party)

· one reference must be the applicant’s current supervisor/manager (person who conducts the applicant’s performance evaluation)

· a minimum of two of three references must work in the Career Development field or Human Services field 

· a reference must have known the applicant for a minimum of one year

· a reference must have direct and up-to-date knowledge of the applicant’s practice (i.e., should have directly observed the applicant in practice within the past three years)

· applicants’ family members, employees and subordinates are not eligible to act as references  

· more weight will be given to the information provided by references who 

(a)  are acting or have acted in a supervisory role vis-à-vis the applicant

(b)  have directly observed the applicant in practice

(c) have recent knowledge (within the past year) of the applicant’s practice

(d) are knowledgeable about the scope of the Career Development Profession
(e) have broad knowledge of the applicant’s scope of practice and competency

(f) work in the Career Development field

(g) have been certified as a CCDP

Registration Date

The date upon which a CCDP becomes registered will become the anniversary date for both CDAA membership and CCDP registration.  

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.

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.  Where the dues or fees of a Member in any category are not paid within a time established by the Board and where the Member has been sent notice for payment, the membership may be suspended or cancelled. Further consideration for reinstatement of membership shall not occur until all dues or fees payable are remitted and any other conditions imposed are fulfilled to the satisfaction of the Registration Committee or its designate. A cancelled Certified Member must surrender the Certificate, and may no longer use the CCDP designation.
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 proven to have performed actions or inactions that cause or can be seen to cause harm to the profession;
(c) is convicted of a criminal offence;

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

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

Reinstatement of Certification 

A suspended or former Member may apply for reinstatement or readmission to the Association by submitting a written statement in the form prescribed by the Association. The statement shall attest that conduct since the membership was suspended or cancelled was not in violation of the Code, Bylaws, or policies of the Association.

An appropriate fee determined by the Association shall be paid and other conditions including, but not limited to, experiential and educational requirements that must be fulfilled before membership is re-established.

The Registration Committee or its designate shall deliver written notice of the decision with respect to reinstatement or re-admission. 

Former Members who are refused reinstatement or re-admission may appeal to the Board and the decision of the Board is final.

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 1,500 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

f. 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.

g. 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.

h. 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.

i. 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.

j. 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 posted on the CDAA web page 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 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 required CE Credit Claim forms, the CCDP provides written evidence of completion of an appropriate distribution of professional development activities. 

The Standards and Certification Committee does not require the CCDP to include substantiating documentation with his/her Application for Certification Renewal; however, the 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 Standards and 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 36 credits in this category per three years:     

Executive position



5 CEs / year

Committee position



5 CEs / position / year
Chapter Executive



5 CEs / year

Chapter position



3 CEs / year

CDAA Research



3 CEs / project 

Chapter/AGM Meetings


1 CE / meeting 

Response to CDAA sponsored surveys
1 CE / response 
3.
Research and Development in Career Development 
Maximum of 36 credits in this category per three years:

CD Program design and development
5 CEs / project 

Public presentation (eg. lecture, podcast)
5 CEs / project 

Published writing, eg. CDAA Newsletter
5 CEs / project 

*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 36 credits in this category per three years:

Continuing education in career development

Less than 10 hours


3 CEs / course 

10-20 hours



4 CEs / course 

21-39 hours



5 CEs / course 

40 hours+



6 CEs / course 

5.
Informal Learning Activities; Professional Reading 
Maximum of 36 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 36 credits in this category per three years:

Full day (6-8 hours)


3 CEs / day 
Half day (3-5 hours)


2 CEs / half-day
1 - 2 ½ hour session


1 CE / session
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








APPLICATION GUIDE


For


CERTIFIED CAREER DEVELOPMENT PROFESSIONAL





This Application Guide pertains only to applications received prior to May 1, 2010








This version of the Application Guide is only valid for applications submitted prior to May 1, 2010.  Applicants who apply after that time must refer to the most recent version of the Guide and must complete the most recent revision of the Application Form.  








Note:  there is no application deadline; applications are received on an on-going basis and are reviewed monthly.








Career Development Association of Alberta


Box 35019 Oliver Post Office


11229 - Jasper Avenue


Edmonton, AB - T5K 2R8


Phone:  780-577-1466 (voice mail box)


� HYPERLINK "http://www.careerdevelopment.ab.ca" ��http://www.careerdevelopment.ab.ca�


admin@careerdevelopment.ab.ca
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