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IMPORTANT NOTE:  Please include all required supporting documents with your application.  Submitting an incomplete application will result in significant processing delays.


Non-Renewals

	We would appreciate hearing your reason(s) if you are not renewing your membership and/or your certification. 
To provide us with feedback, please click your cursor in the box below; it will expand as you type into it.
Note:  A Certified Member must remain a member in good standing to retain the CCDP designation.



	

	


Application for Renewal of the CCDP Designation

Please complete this form and mail to CDAA Registrar, c/o Box 35019 Midtown Post Office, 10818 - Jasper Avenue, Edmonton, AB - T5J 0B7
Questions? Contact the Registrar at admin@careerdevelopment.ab.ca.

Submission and acceptance of this application form and attachments is required for recertification by the Career Development Association of Alberta as a Certified Career Development Professional.  If your qualifications are found to meet CDAA standards your certification as a CCDP will be renewed.  The information collected on this form is strictly confidential and will be used only for the purpose of assessing your qualifications and granting certification.  
The application must be accompanied by all supporting documentation and the required fee.  The fee covers the cost of administering your application and reviewing your credentials and is non-refundable.
The Registrar and the Standards and Certification Committee reserve the right to contact applicants, employers, and professional development agencies to request additional information and/or clarification.

This form uses Microsoft Word software and is designed to be completed using a computer.  Click your cursor in each box then type in your answers. The boxes will expand as you type into them.
The Application for Renewal of Certification as a CCDP has ten parts:  

Part 1 – CDAA Certified Member Renewal Request

Part 2 – Certificate Information

Part 3 – CDAA Membership Confirmation 

Part 4 – Details of your work experience in relation to CDAA renewal criteria 

Part 5 – Continuing Education Credits

Part 6 – Statement indicating whether you have been convicted of a criminal offence

Part 7 – Verification

Part 8 – Supporting Documentation
Part 9 – Submission of Application Form

Part 10 – Checklist 

Note: Late applications and payments (with applicable late fee payment) will be accepted up to 30 days following the membership / CCDP expiry date after which time CDAA membership will lapse and CCDP will be revoked.

Part 1 - CDAA Certified Member Renewal Request:

	Membership Renewal Fee ($125.00) and  CCDP Renewal Application Processing Fee ($100.00)
If Applicable: Late fee ($20.00 + gst):

	
	

	Please attach a cheque in the amount of $236.25 (225.00 + 11.25 GST) payable to the Career Development Association of Alberta OR, if paying by credit card, please provide credit card  information below: 

 

	Credit Card:
	Credit Card Number:
	Expiry Date:
	Signature

	Visa
	
	
	
	

	Mastercard
	
	
	
	

	

	CONTACT INFORMATION

	Preferred Address:
	
	
	Home Phone:
	

	City/Town:
	
	
	Work Phone:
	

	Province:
	
	
	Preferred Email:
	

	Postal Code:
	
	
	Alternate Email:
	

	
	
	
	
	

	MEMBERSHIP DIRECTORY

	The information you include below will be printed in the directory distributed to CDAA members.  
If you wish to be EXCLUDED from the directory, do not fill in this section.

	Name:
	
	
	Mailing Address:
	

	Position:
	
	
	City/Town & Prov:
	

	Organization:
	
	
	Postal Code:
	

	Phone:
	
	
	Email:
	

	
	
	

	Area(s) of Expertise/Specialization:


	
	

	
	
	

	VOLUNTEER INTERESTS

	Place an “X” in the boxes beside CDAA activities for which you would like to volunteer:

	Board of Directors:
	
	Committees (cont’d):
	

	Executive (Chair, Vice Chair, Secretary, Treasurer)
	
	Communications
	

	Member-at-Large
	
	· Newsletter (Momentum)
	

	Committees:
	
	· Website
	

	BTT Planning Committee
	
	Professional Development
	

	BTT Event Volunteer
	
	Partnerships/Special Events
	

	Registration/Standards & Certification
	
	Chapter Coordinator
	

	Marketing
	
	Area Chapter Committee 
	

	
	
	
	

	AREA CHAPTERS

	Please indicate the CDAA chapter closest to your home or work address:

	Edmonton and area
	
	Calgary and area
	
	Northern Alberta
	

	Central Alberta
	
	Southern Alberta
	
	North of 60
	

	We are interested in knowing how the CDAA and its chapters can best serve you. 
To write your comments, please click your cursor in the box below; it will expand as you type into it.

	

	

	DECLARATION

	Please sign the following declaration:

As a member of the Career Development Association of Alberta (CDAA), I have read and agree to uphold the CDAA Bylaws and CDAA Code of Ethics.  I further understand I may be disciplined for failing to comply with the Code of Ethics or for actions or inactions that cause or can be seen to cause harm to the profession. 



	
	

	Signature
	
	Date

	
	
	

	
	
	

	NOTICE OF CHANGES: Members must advise the Association of any changes in contact information within twenty-one (21) days of the change.  It is the member’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 of membership or maintenance of the CCDP designation.

	

	 

	PART 2 - Certificate Information:

	
	
	
	
	

	Name as you wish it to appear on your certificate:
	
	
	

	
	Last
	First
	Middle

	(Note:  if your name has changed since you were originally granted the CCDP, attach a copy of your marriage certificate or other official document to verify change of name.)

	
	
	

	PART 3 – CDAA Membership Confirmation:

	

	The CCDP is a voluntary certification open only to members of the CDAA. 

	

	Please sign the following declaration:

I understand and agree that I must maintain up-to-date annual membership status in the CDAA in order to retain active certification as a CCDP.

	

	
	
	

	Signature
	
	Date

	
	


	Part 4 - Work Experience in Relation to CDAA Criteria

	

	Please review the description of Qualifying Work below before you complete Part 4 of this application form.  Answer all questions in Part 4 in relation to the definition of qualifying work.

	

	

	Qualifying Areas of Work 

	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.

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

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

b. research, write, or educate in the field of career development

c. develop or implement long term strategies that connect career development and community economic development

d. develop career development theories, models or policies

	

	(Note: Click your cursor in each box then type in your answers. The boxes will expand as you type into them.)

	
	
	

	
	4a. Total number of hours of qualifying work experience in the past three years:
	

	
	i.e., number of hours per week X number of weeks.  Note: if you have accumulated less than 1,500 hours since your original certification you do not meet the criteria for                       CCDP renewal - please contact the Registrar.
	

	

	
	4b. Have you been dismissed from a career development position in the past three years?
	

	

	
	4c. If you answered “YES” to the above question, please use the box below to provide details including the name of the employer, name and phone number of your supervisor, the date and the reason for dismissal.  If you were dismissed for reasons of ethics or competency, please also describe the steps you have since taken to address the problem identified by your employer.  (Note:  in relation to recertification, the Standards and Certification Committee will consider dismissals on a case-by-case basis)

	

	
	

	

	4d. Demonstration of 1,500 hours Qualifying Work Experience - Beginning with your current work role, provide comprehensive descriptions of 1,500 hours qualifying work experience in the past three years.  If you are a self-employed contractor, list your own company name and describe the services you provide.


	Enough space is provided for you to describe two different work roles (i.e., a description for every change in job title/responsibilities and for every change in employer.)  Please use the “Supplementary Pages” accompanying this document if you need more space to describe additional work roles.


	
	
	

	(1)
	Current Place of Employment/Company Name:
	

	
	

	
	Work Role/Position Title:
	

	
	
	

	
	Name of supervisor/manager:
	

	
	(Person who conducts your performance evaluation)
	

	
	
	
	

	
	Supervisor’s email address:
	
	

	
	
	
	

	
	Supervisor’s phone number:
	
	

	
	
	

	
	

	
	Dates of employment and calculation of qualifying work hours (last 3 years):

	
	
	
	
	

	
	From
	
	To
	
	=
	Total number of weeks
	

	
	
	mm/yy
	
	mm/yy
	
	(less vacation/time off)
	

	
	
	
	
	
	
	
	

	
	Multiplied by: Number of work hours per week
	

	
	
	
	
	

	
	Equals: Total number of hours in this role
	

	
	
	
	
	

	Multiplied by: Percentage of total hours in this role that fall within the definition of qualifying work:
	%

	
	
	

	Equals: Total number of hours of qualifying work in this role that can be claimed toward CCDP renewal  
	

	
	

	
	Describe how this work role fits the definition of qualifying work. (i.e. what are the career development services you provide or supervise others to provide?  For example, if you administer career assessments, what are the assessment tools you use? Whom do you assess? What results do you achieve? etc.)  

	
	

	
	

	
	

	
	In one to two paragraphs, describe your client base, your professional collaborations and the organizational structure under which you provide career development services (eg., directly employed, contractor, private practice; work with colleagues in xyz capacity to provide xyz services to xyz client base; etc.)

	
	

	
	

	
	

	
	

	
	

	
	Complete the section below only if you have NOT already demonstrated 1,500 hours qualifying work experience

	
	

	(2)
	Place of Employment/Company Name:
	

	
	

	
	Work Role/Position Title:
	

	
	
	

	
	Name of supervisor/manager:
	

	
	(Person who conducts your performance evaluation)
	

	
	
	
	

	
	Supervisor’s email address:
	
	

	
	
	
	

	
	Supervisor’s phone number:
	
	

	
	
	

	
	

	
	Dates of employment and calculation of qualifying work hours (last 3 years):

	
	
	
	
	

	
	From
	
	To
	
	=
	Total number of weeks
	

	
	
	mm/yy
	
	
	
	(less vacation/time off)
	

	
	
	
	
	
	
	
	

	
	Multiplied by: Number of work hours per week
	

	
	
	
	
	

	
	Equals: Total number of hours in this role
	

	
	
	
	
	

	Multiplied by: Percentage of total hours in this role that fall within the definition of qualifying work:
	

	
	
	

	
	Equals: Total number of hours of qualifying work in this role that can be claimed toward CCDP renewal:  
	

	
	

	
	

	
	Describe how this work role fits the definition of qualifying work. (i.e. what are the career development services you provide or supervise others to provide?  For example, if you administer career assessments, what are the assessment tools you use? Whom do you assess? What results do you achieve? etc.)  

	
	

	
	

	
	

	
	In one to two paragraphs, describe your client base, your professional collaborations and the organizational structure under which you provided career development services (eg., directly employed, contractor, private practice; work with colleagues in xyz capacity to provide xyz services to xyz client base; etc.)

	
	

	
	


PART 5 – CONTINUING EDUCATION (CE) CREDITS:

· 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.

5a. Complete the applicable sections of the following pages to separately describe each activity for which you are making a claim.  Please use the “Supplementary Pages” available for download if you need more space to describe each activity for which you are claiming credit.
5b. Summarize the CE Credits for which you are claiming credit on the “Continuing Education Credits Claim Summary for Renewal of Certified Career Development Professional.”

Note:  Claiming CE credits is based on an honour system.  By completing the 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.  Examples of documents you may be asked to provide are:  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.

Please keep your substantiate documentation until you have received your renewal certificate.
	Are you claiming credit for completion of professional development activities in Category 1?
	

	If yes, provide details below.  If no, go on to the next page.
	

	

	CATEGORY 1:  Career Development Conference / Consultation Attendance

Claim 3 CE Credits for each full day (6-8 hrs); Claim 2 CE Credits for each half day (3-5 hrs)

	Maximum 36 Credits in this category

	

	
	Conference / Consultation Name
	

	
	Sponsoring Organization
	

	
	Conference Date(s)
	

	
	Date(s) of Attendance
	

	
	
	
	
	
	

	
	Number of Full Days Attended
	
	Multiply by 3 Credits
	Equals CE Credits claimed
	

	
	Number of Half Days Attended
	
	Multiply by 2 Credits
	Equals CE Credits claimed
	

	
	TOTAL CE Credits Claimed for this activity
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	
	

	
	Conference / Consultation Name
	

	
	Sponsoring Organization
	

	
	Conference Date(s)
	

	
	Date(s) of Attendance
	

	
	
	
	
	
	

	
	Number of Full Days Attended
	
	Multiply by 3 Credits
	Equals CE Credits claimed
	

	
	Number of Half Days Attended
	
	Multiply by 2 Credits
	Equals CE Credits claimed
	

	
	TOTAL CE Credits Claimed for this activity
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	
	

	
	Conference / Consultation Name
	

	
	Sponsoring Organization
	

	
	Conference Date(s)
	

	
	Date(s) of Attendance
	

	
	
	
	
	
	

	
	Number of Full Days Attended
	
	Multiply by 3 Credits
	Equals CE Credits claimed
	

	
	Number of Half Days Attended
	
	Multiply by 2 Credits
	Equals CE Credits claimed
	

	
	TOTAL CE Credits Claimed for this activity
	

	
	

	
	Area(s) of your competency developed 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
	


	Are you claiming credit for completion of professional development activities in Category 2?
	

	If yes, provide details below.  If no, go on to the next page.

	

	CATEGORY 2:   Career Development Association of Alberta / Other Career Development Association Involvement (Claim a maximum of 36 credits in this category)

	

	Executive Position, Committee Position or Chapter Executive (claim 5 CE Credits per position per year) Chapter Position (claim 3 CE Credits per position per year)

	Position Title:
	
	

	
	
	
	
	

	Number of years in position:
	
	
	Number of Credits
	

	
	
	
	
	

	Position Title:
	
	

	
	
	
	
	

	Number of years in position:
	
	
	Number of Credits
	

	
	
	
	
	

	Position Title:
	
	

	
	
	
	
	

	Number of years in position:
	
	
	Number of Credits
	

	
	
	
	
	

	Career Development Association Research Projects (Claim 3 CE Credits per project)

	Research Project Title:
	
	Number of Credits
	

	Year Research Conducted:
	
	
	

	
	
	
	

	Research Project Title:
	
	Number of Credits
	

	Year Research Conducted
	
	
	

	
	
	
	

	Research Project Title:
	
	Number of Credits
	

	Year Research Conducted
	
	
	

	
	
	
	

	Chapter / AGM Meeting(s) Attendance (Claim 1 CE Credit per meeting)

	Chapter Name:
	
	

	
	
	
	
	

	Number of Meetings:
	
	
	Number of Credits
	

	
	
	
	

	Annual General Meeting:
	
	

	
	
	
	
	

	Number of Meetings:
	
	
	Number of Credits
	

	
	
	
	
	

	Response to CDAA Sponsored Surveys  - (Claim 1CE Credit per survey)

	Tile of Survey:
	
	Number of Credits
	

	Year Survey Conducted:
	
	
	

	
	
	
	

	Tile of Survey:
	
	Number of Credits
	

	Year Survey Conducted:
	
	
	

	

	Area(s) of your competency developed by these activities: (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
	


	Are you claiming credit for completion of professional development activities in Category 3?
	

	If yes, provide details below.  If no, go on to the next page.

	

	CATEGORY 3:   Research and Development in Career Development (Claim a maximum of 36 credits in this category)

Career Development Program Design and Development
5 CEs / project

Career Development Presentation (eg., lecture, podcast)
5 CEs / project

Career Development 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

	
	
	

	
	Title of Program/Presentation/
	

	
	Article/Research:
	

	
	Where Presented/Published:
	

	
	Presentation/Publication Date:
	

	
	
	
	
	
	

	
	Number of CE Credits
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	
	

	
	Title of Program/Presentation/
	

	
	Article/Research:
	

	
	Where Presented/Published:
	

	
	Presentation/Publication Date:
	

	
	
	
	
	
	

	
	Number of CE Credits
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	
	

	
	Title of Program/Presentation/
	

	
	Article/Research:
	

	
	Where Presented/Published:
	

	
	Presentation/Publication Date:
	

	
	
	
	
	
	

	
	Number of CE Credits
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	


	Are you claiming credit for completion of professional development activities in Category 4?
	

	If yes, provide details below.  If no, go on to the next page.

	

	CATEGORY 4:  Continuing Formal Education in Career Development
Maximum of 36 credits in this category.

Course less than 10 hours in length – claim 3 CEs / course

Course 10-20 hours in length – claim 4 CEs / course

Course 21-39 hours  in length – claim 5 CEs / course

Course 40 hours+ in length – claim 6 CEs / course

	

	
	Name of Course:
	

	
	Name of Delivering Institution:
	

	
	Date of Course Completion:
	

	
	Number of Instruction Hours:
	

	
	
	
	
	
	

	
	Number of CE Credits
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Name of Course:
	

	
	Name of Delivering Institution:
	

	
	Date of Course Completion:
	

	
	Number of Instruction Hours:
	

	
	
	
	
	
	

	
	Number of CE Credits
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Name of Course:
	

	
	Name of Delivering Institution:
	

	
	Date of Course Completion:
	

	
	Number of Instruction Hours:
	

	
	
	
	
	
	

	
	Number of CE Credits
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	


	Are you claiming credit for completion of professional development activities in Category 5?
	

	If yes, provide details below.  If no, go on to the next page.

	

	CATEGORY 5:  Informal Learning Activities – Professional Reading  

Books (Claim 2 CE Credits per book)

Articles (Claim 1 CE credit / three articles (2000 words/article)

	
	
	

	
	Title of Book:
	

	
	Author:
	

	
	Year Read:
	

	
	
	
	
	
	

	
	Number of CE Credits
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	
	

	
	Title of Book:
	

	
	Author:
	

	
	Year Read:
	

	
	
	
	
	
	

	
	Number of CE Credits
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	
	

	
	Title of Article 1:
	

	
	Author:
	

	
	Name of Publication:
	

	
	Year Read:
	

	
	Title of Article 2:
	

	
	Author:
	

	
	Name of Publication:
	

	
	Year Read:
	

	
	Title of Article 3:
	

	
	Author:
	

	
	Name of Publication:
	

	
	Year Read:
	

	
	
	
	
	
	

	
	Number of CE Credits
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	


	Are you claiming credit for completion of professional development activities in Category 6?
	

	If yes, provide details below.  If no, go on to the next page.

	

	CATEGORY 6:  Career Development Workshop / Seminar / Lecture Attendance /
                          Volunteering

Claim 3 CE Credits for each full day (6-8 hrs); Claim 2 CE Credits for each half day (3-5 hrs); Claim 1 CE Credit for 1 – 2 ½ hour sessions.   Maximum 36 Credits in this category

	

	
	Workshop/Seminar/Lecture Name:
	

	
	Sponsoring Organization:
	

	
	Date of Attendance:
	

	
	Number of Hours:
	

	
	
	
	
	
	

	
	Number of CE Credits
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	
	

	
	Workshop/Seminar/Lecture Name:
	

	
	Sponsoring Organization:
	

	
	Date of Attendance:
	

	
	Number of Hours:
	

	
	
	
	
	
	

	
	Number of CE Credits
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	
	

	
	Workshop/Seminar/Lecture Name:
	

	
	Sponsoring Organization:
	

	
	Date of Attendance:
	

	
	Number of Hours:
	

	
	
	
	
	
	

	
	Number of CE Credits
	

	
	

	
	Area(s) of your competency developed 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
	

	
	
	
	
	


	Continuing Education Credits Claim Summary for Renewal of Certified Career Development Professional

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	

	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.  
	In the boxes below, indicate the number of CE Credits you are claiming/activity/year.

	
	
	
	
	
	CE Credits Claimed
	

	Category
	Activity
	CE Credits
	Year 1
	Year 2
	Year 3
	TOTAL
	Office

Use Only

	
	
	
	
	
	
	
	S
	U

	1.   Career Development Conference / Consultation Attendance
	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
	Executive position

	5 credits / year 
	
	
	
	
	
	

	
	Committee position
	5 credits / position / year
	
	
	
	
	
	

	
	Chapter Executive
	5 credits / year
	
	
	
	
	
	

	
	Chapter position
	3 credits / year
	
	
	
	
	
	

	
	CDAA Research
	3 credits / project
	
	
	
	
	
	

	
	Chapter / AGM Meetings
	1 credit / meeting
	
	
	
	
	
	

	
	Response to CDAA sponsored surveys
	1 credit / response
	
	
	
	
	
	

	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
	Program design and development
	5 credits / project 
	
	
	
	
	
	

	
	Public presentation (eg., lecture, podcast)

	5 credits / project
	
	
	
	
	
	

	
	Published writing, eg. CDAA Newsletter
	5 credits / project
	
	
	
	
	
	

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

	
	10-20 hours
	4 credits / course 
	
	
	
	
	
	

	
	21-39 hours
	5 credits / course 
	
	
	
	
	
	

	
	40 hours+
	6 credits / course 
	
	
	
	
	
	

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

	
	Journal Articles (2000 words/article)

	1 credit / three articles
	
	
	
	
	
	

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

	
	Half day (3-5 hours)

	2 credits / half day 
	
	
	
	
	
	

	
	1 - 2 ½ hour session
	1 credit / session
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Part 6 – Security Check: 

	
	
	

	Since first being granted the CCDP, have you been convicted of a criminal offence for which a pardon has NOT been granted?
	

	
	
	
	

	If you answered “YES” to the above question, the Registrar will contact you and request you to provide additional information.

	
	
	
	

	
	
	
	

	Part 7 – Verification:

	
	
	
	

	This is to verify that all information I have provided in this application is true and correct.

	

	
	
	
	

	
	
	
	

	
	Signature
	
	Date

	

	Note:  Making a false statement is a breech of the Code of Ethics and will result in the application for renewal of the CCDP being denied.

	

	

	Part 8 – Supporting Documentation

	

	9a.    Curriculum Vitae:  Attach your updated curriculum vitae.  Label it “APPENDIX A.”  Ensure you provide details of your entire employment history over the past 10 years as well as all post-secondary education, professional development, published work and presentations.

	

	9b.    IF APPLICABLE - If your current name is different from that shown on your CCDP certificate, attach a NOTARIZED or CERTIFIED copy of your marriage certificate or other official document to verify change of name.  Label this document “APPENDIX B.”  

	


Part 9 – Submission of Application Form:
When you have completed the form:

1.    Print it; 

2. Make one copy for your records 

3. Use a staple in the left hand corner to bind the original application form; please do not use presentation folders or include index dividers, tables of contents, or any unsolicited material, etc. (filing space is at a premium);

4. Label required documentation appropriately (appendix A, etc.) and use a paper clip to attach the appendices in order behind the application form.

5. Submit the entire application package to the CDAA Registrar c/o Career Development Association of Alberta, Box 35019 Midtown Post Office, 10818 - Jasper Avenue, Edmonton, AB - T5J 0B7.

IMPORTANT NOTE:  Include with your application all required documents in the requested format.  Submitting an incomplete application will result in significant delays in processing your application.

You should receive a receipt for payment of your application fee shortly after submitting your application.  If you have not received a receipt within four weeks of submitting your application, follow-up with the CDAA Registrar admin@careerdevelopment.ab.ca to ensure your application was received in the CDAA office.

You should receive a formal response from the CDAA Registrar within eight weeks of your application being received in the CDAA office.  Feel free to contact the Registrar to check the status of your application.  Please note that the Committee meets once a month and that Committee decisions are communicated by formal letter and are not communicated by email or telephone.

.
	Application Checklist

	Use the checklist below to ensure you have provided all required information:



	
	I have signed the application where required (pages 1 (if applicable), 2, 3, and 13). 

	
	

	
	I completed the application form using a computer; it is not hand written.

	
	

	
	I have paid the application processing fee + GST and understand that this fee is non-refundable.

	
	

	
	I have attached and labeled appropriately all supporting documentation in the format required

	
	
	

	
	
	Appendix A - I have attached current curriculum vitae.

	
	
	

	
	
	Appendix B

	
	
	If applicable, I have attached a photocopy of my change of name document  


Career Development Association of Alberta


Box 35019 Midtown Post Office


10818 - Jasper Avenue


Edmonton, AB - T5J 0B7


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


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


admin@careerdevelopment.ab.ca











APPLICATION FOR RENEWAL


of the


CERTIFIED CAREER DEVELOPMENT PROFESSIONAL





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.  





Reinstatement/Re-admission: 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. (Bylaw 2.14 (e))
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