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PURPOSE

The recertification process is designed to ensure that any person certified by the CDAA continues to meet the requirements for certification established by the bylaws of the organization.  
RECERTIFICATION PROCESS

1) CCDP members are encouraged to maintain a file containing the continuing education credits completed with documentation

2) Ninety days prior to the deadline, the CDAA Registrar will send an email of notification that your renewal is approaching.  Members are responsible for keeping their contact information accurate with the CDAA.

3) A maximum of 5% of those eligible to recertify will be randomly selected for audit.   
4) The selection process for audit will be conducted as follows:
· CDAA Administrator will identify the number of candidates whose credential expires during the calendar year.  
· To determine which candidates will be audited
· Total number of scheduled renewals divided by number of required audit files spread evenly throughout the year.
· For example, 100 scheduled renewals / 5 (required number of audits) then every 20th file received into the CDAA office will be identified for audit purposes.
· If there are fewer than:
·  20 candidates scheduled to renew during the year then every 10th form 
· 10 candidates scheduled to renew during the year then the 5th form
· 5 candidates scheduled to renew during the year then the 3rd form
received into the CDAA office will be identified for audit purposes.
5) The CDAA Registrar will forward a letter to the candidate informing them that they have been identified for audit and that backup documentation will be required to support their re-certification application. 
6) Audited candidates must submit documents (hard or electronic copy) verifying continuing education activities.

7) The Certification and Standards Committee will review all applications
8) Each candidate will be notified of the outcome of his/her application review.  If approved, a new certificate will be mailed.
9) A candidate who successfully meets the requirements for recertification has the right to use the title CCDP after his/her name.
10) Candidates are to complete the “Renewal form” (available to download www.careerdevelopment.ab.ca/ccdp) and forward to the Registrar.

11) If an application for recertification is audited and determined by the CDAA Board to contain deficiencies, the candidate will be notified in writing.  The candidate will have ninety (90) days to provide additional information regarding the CECs submitted for recertification and/or any CECs earned since being notified of existing deficiencies.

12) Recertification candidates who have been notified of deficiencies will be place on probationary status during the ninety (90) day period mentioned above.  If documentation that benefits compliance with the CDAA requirement is submitted within that time frame such probation will be removed and recertification granted.  If the candidate for recertification does not comply with the request for additional information and/or CECs, the CDAA Board reserves the right to revoke certification.

13) Candidates who are not recertified by the CDAA Board through the above process shall be required to apply for certification through the new application process, according to the current requirements.  Failure to complete the CDAA recertification process may not affect eligibility for the CCDP credential.

CRITERIA FOR RECERTIFICATION 
· Registrants must have been employed in a qualifying area of work experience for a minimum of 1,500 hours within the past three years.  Life Members and Senior Associate Members require ½ of this requirement.

· Candidates must maintain documentation verifying completion of 45 continuing education credits within the three (3) period that commences on your original certification date or the last date of recertification, whichever applies.  Your recertification date can be found on your CDAA certificate or wallet card. Life Members and Senior Association members require ½ of this requirement.
· Download the Verification of Attendance form at www.careerdevelopment.ab.ca/ccdp to have an event official sign or to assist in your organization of events and CE credits.

· 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, photocopies of sections of published material, course syllabi) 
Forms providing additional information on the recertification process are: 
· Verification of Attendance Form
· Application Form
· Renewal Form
· Continuing Education Units (CEU)
· Quick Reference Guide For CCDP CE Credit Requirements
Audit and Renewal Certification Process








Approved:  September 21, 2009

