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IMPORTANT NOTE:  Please include all required supporting documents with your application.  We DO NOT accept any supporting documents in advance of receiving an application (including professional references and transcripts).  Any such documents received in advance of an application will be returned to sender.

Application for Certification as a CCDP

Please read the Application Guide before you complete the Application Form.  Submission and acceptance of this application form and attachments is required for certification by the Career Development Association of Alberta as a Certified Career Development Professional.  If your qualifications are found to meet CDAA standards you will be granted certification as a CCDP.  The information collected on this form is strictly confidential and will be used only for the purpose of assessing your qualifications and granting certification.  
This revision of the application form is only valid for applications submitted prior to May 1, 2009.  If you apply after that time, please ensure you complete the most recent revision of the form.  
The application form 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.  Applications are received on an on-going basis and are reviewed monthly.

The Registrar and the Standards and Certification Committee reserve the right to contact applicants, employers, educational institutions and professional references 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 Certification as a CCDP has eleven parts:  

Part 1 – Personal Information

Part 2 – CDAA Membership Information 

Part 3 – Details of your education in relation to CDAA criteria

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

Part 5 – Statement agreeing to abide by CDAA Code of Ethics

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

Part 7 – Verification

Part 8 – Fee

Part 9 – Required Documentation including Professional References

Part 10 – Submission of Application Form

Part 11 – Checklist 

	

	

	PART 1 - Personal Information:

	
	
	
	
	

	Name as you wish it to appear on your certificate:
	
	
	

	
	Last
	First
	Middle

	Date of Birth:
	
	
	
	
	
	

	
	Year
	Month
	Day
	
	
	

	
	
	
	
	

	Home Address:
	
	
	
	

	
	Street / P.O. Box
	City / Town
	Province
	P.C.

	
	
	
	
	

	Phone/Fax:
	
	
	
	

	
	Home Phone
	Home Fax
	Business Phone
	Business Fax

	
	
	

	Email:
	
	

	
	Preferred email address
	Alternate email

	
	(where the Registrar can contact you)
	

	
	
	

	PART 2 – CDAA Membership Information:

	

	The CCDP is a voluntary certification open only to members of the CDAA. DO NOT proceed with this application UNTIL you are a paid up member of the CDAA.

	

	Are you a paid-up member of the CDAA? 
	
	Membership expiry date:
	

	

	The Registrar will verify your membership status with the CDAA administrator.  If your membership has expired or if you are a student member, your application will not be reviewed and you will not be eligible for certification until your regular membership fee has been paid in full.

	

	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 3 – Education in Relation to CDAA Criteria:

	(Where applicable, type YES or NO in the boxes.)

	

	3a. Have you completed a post-secondary education programme in Career Development to the minimum of a certificate level?   (If you answered “NO” to this question, you do not meet the criteria for CCDP and should not submit an application at this time).
	

	

	3b. Have you completed an accredited course in Ethics and Professional Conduct with a minimum weight of 1 academic credit?   (If you answered “NO” to this question, you do not meet the criteria for CCDP and should not submit an application at this time).
	

	Note:  To meet CDAA criteria the course content must be relevant to the CDAA Code                             of Ethics and the Ethical Decision Making Model

	

	3c. Have you completed an accredited course in Career Development Theory with a minimum weight of 3 academic credits?  (If you answer “NO” to this question, you do not meet the criteria for CCDP and should not submit an application at this time.)
	

	

	3d. If you answered “YES” to questions 3a, 3b and 3c above, put an “X” beside the name of the post-secondary institution to indicate where you completed 

	(1) your education programme in Career Development                                                                                 (2) your course in Ethics and Professional Conduct and                                                                                         (3) your Career Development Theories Course.

	

	
	(1) Approved Programmes
	
	(2) Approved Ethics Course
	
	(3) Approved CDT Course

	
	Athabasca University
	
	Athabasca University
	
	Athabasca University

	
	Bow Valley College
	
	Bow Valley College
	
	Bow Valley College

	
	Concordia University College
	
	Concordia University College
	
	Concordia University College

	
	University of Calgary
	
	University of Calgary
	
	University of Calgary

	
	OR
	
	OR
	
	OR

	
	*Other (complete question 3f)
	
	*Other (complete question 3g)
	
	*Other (complete question 3h)

	

	

	3e. Approved Programme:  If you completed an approved programme complete the section below:

	

	Name of certificate/diploma granted:
	

	
	

	Year of graduation:
	
	

	

	

	3f. Other Education Programme in Career Development: If you completed an education programme in Career Development at an accredited post-secondary institution OTHER THAN one of the four approved programmes please complete the section below.

	

	Name of post-secondary institution
	

	

	Name of certificate/diploma/degree granted:
	

	
	

	Year of graduation:
	
	

	


	3g. Ethics and Professional Conduct Course – If you completed a course in Ethics and Professional Conduct at an accredited post-secondary institution OTHER THAN one of the four approved institutions please complete the section below:                                                                                                           

	

	       Course Name:
	

	

	    Name of post-secondary institution:
	

	

	    Number of Hours
	
	Number of Credits Granted:
	
	Date Completed:
	

	

	


	3h. Career Development Theory Course - If you completed a Career Development Theories course at an accredited post-secondary institution OTHER THAN one of the four approved institutions please complete the section below:

	
	

	Course Name:
	

	

	Name of post-secondary institution:
	

	

	Number of Hours:
	
	Number of Credits Granted:
	
	Date Completed:
	

	


	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

	

	
	4a. Year you began working in the career development field:
	
	

	

	
	4b. Total number of hours of qualifying work experience within the past five years:
	

	
	i.e., number of hours per week X number of weeks per year X number of years (up to                             five years)  Note: if you have less than 3,000 hours you do not meet the criteria for                       CCDP and should not submit an application at this time.
	

	

	
	4c. Have you been dismissed from a career development position within the past five years?
	

	

	
	4d. 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.  

	

	
	

	

	
	4e. Are you currently employed/self-employed in one or more area of qualifying work?  
	

	
	(If you answered “NO” to this question, you do not meet the criteria for CCDP and should not submit an application at this time).  
	

	

	

	
	4f. What is the average number of hours per week you are actively engaged in qualifying work?  
	

	
	(Note: if you currently work less than 15 hours per week you do not meet the criteria for CCDP and should not submit an application at this time).
	

	

	4g. Demonstration of 3,000 hours Qualifying Work Experience - Beginning with your current work role, provide comprehensive descriptions of 3,000 hours qualifying work experience within the past five 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 up to four different work roles (i.e., a description for every change in job title/responsibilities and for every change in employer.)  (Note: where applicable, the boxes will expand as you type into them)


	
	
	

	(1)
	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:

	
	
	
	
	

	
	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 eligibility  
	

	
	

	
	For each of the areas of Qualifying Work listed below, indicate the percentage of your work in each area.

	
	
	
	

	
	Area of Qualifying Work 
	%
	

	
	a.  Career Assessment
	
	

	
	b.  Career Counselling or Coaching
	
	

	
	c.  Career Development Facilitated Learning
	
	

	
	d.  Career Development Information and Resource Management
	
	

	
	e.  Work Development
	
	

	
	f.   Develop, market, co-ordinate, or manage career development programs/projects/services
	
	

	
	g.  Research, write, or educate in the field of career development
	
	

	
	h.  Develop or implement long term strategies that connect career development and community economic development
	
	

	
	i.  Develop career development theories, model or policies
	
	

	
	

	
	For each area of qualifying work you identified above, describe the career development services you provide and demonstrate how those services fit the definition of qualifying work experience. (eg., if you listed Career Assessment, 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 3,000 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:

	
	
	
	
	

	
	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 eligibility  
	

	
	

	
	For each of the areas of Qualifying Work listed below, indicate the percentage of your work in each area.

	
	
	
	

	
	Area of Qualifying Work 
	%
	

	
	a.  Career Assessment
	
	

	
	b.  Career Counselling or Coaching
	
	

	
	c.  Career Development Facilitated Learning
	
	

	
	d.  Career Development Information and Resource Management
	
	

	
	e.  Work Development
	
	

	
	f.   Develop, market, co-ordinate, or manage career development programs/projects/services
	
	

	
	g.  Research, write, or educate in the field of career development
	
	

	
	h.  Develop or implement long term strategies that connect career development and community economic development
	
	

	
	i.  Develop career development theories, model or policies
	
	

	
	

	
	

	
	For each area of qualifying work you identified above, describe the career development services you provided and demonstrate how those services fit the definition of qualifying work experience. (eg., if you listed Career Assessment, what are the assessment tools you used? Who did you assess? What results did 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.)

	
	

	
	

	
	

	
	Complete the section below only if you have NOT already demonstrated 3,000 hours qualifying work experience

	
	
	

	(3)
	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:

	
	
	
	
	

	
	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 eligibility  
	

	
	

	
	For each of the areas of Qualifying Work listed below, indicate the percentage of your work in each area.

	
	
	
	

	
	Area of Qualifying Work 
	%
	

	
	a.  Career Assessment
	
	

	
	b.  Career Counselling or Coaching
	
	

	
	c.  Career Development Facilitated Learning
	
	

	
	d.  Career Development Information and Resource Management
	
	

	
	e.  Work Development
	
	

	
	f.   Develop, market, co-ordinate, or manage career development programs/projects/services
	
	

	
	g.  Research, write, or educate in the field of career development
	
	

	
	h.  Develop or implement long term strategies that connect career development and community economic development
	
	

	
	i.  Develop career development theories, model or policies
	
	

	
	

	
	For each area of qualifying work you identified above, describe the career development services you provided and demonstrate how those services fit the definition of qualifying work experience. (eg., if you listed Career Assessment, what are the assessment tools you used? Who did you assess? What results did 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.)

	
	

	
	

	
	

	
	Complete the section below only if you have NOT already demonstrated 3,000 hours qualifying work experience

	
	

	(4)
	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:

	
	
	
	
	

	
	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 eligibility  
	

	
	

	
	For each of the areas of Qualifying Work listed below, indicate the percentage of your work in each area.

	
	
	
	

	
	Area of Qualifying Work 
	%
	

	
	a.  Career Assessment
	
	

	
	b.  Career Counselling or Coaching
	
	

	
	c.  Career Development Facilitated Learning
	
	

	
	d.  Career Development Information and Resource Management
	
	

	
	e.  Work Development
	
	

	
	f.   Develop, market, co-ordinate, or manage career development programs/projects/services
	
	

	
	g.  Research, write, or educate in the field of career development
	
	

	
	h.  Develop or implement long term strategies that connect career development and community economic development
	
	

	
	i.  Develop career development theories, model or policies
	
	

	
	

	
	

	
	For each area of qualifying work you identified above, describe the career development services you provided and demonstrate how those services fit the definition of qualifying work experience. (eg., if you listed Career Assessment, what are the assessment tools you used? Who did you assess? What results did 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 – Statement Agreeing to Abide by CDAA Code of Ethics:

	

	Ethics Declaration

	

	

	I, ___________________________________________ have read and agree to 

Print full name
abide by the CDAA code of ethics.

	

	
	
	
	

	
	
	
	

	
	Signature
	
	Date

	

	

	Part 6 – Security Check: 

	
	
	

	Have you ever 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 application for CCDP being denied.

	

	Part 8 – Application Processing Fee:

	
	

	Please refer to the Schedule of Fees on the main CCDP webpage.  Attach a cheque totalling the amount of listed application fee plus 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
	
	
	
	

	
	
	
	
	

	

	Part 9 – Supporting Documentation

	

	9a.    Curriculum Vitae:  Attach your 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.    Verification of Education:  Attach all required and applicable documents listed below.  Label this set of attachments “APPENDIX B.”  Note:  If any of these documents are NOT in English, you must have them translated and certified as a true translation.

	

	REQUIRED - Attach a NOTARIZED or CERTIFIED copy of your Career Development Certificate/Diploma/Degree. 

	

	REQUIRED - Attach OFFICIAL TRANSCRIPTS bearing the registrar’s signature and the seal of the issuing post-secondary institution to verify completion of your all courses in your career development programme including your professional ethics course and career development theories course.  Submit transcripts in an unopened, sealed envelope with the stamp of the post-secondary institution over the seal.

	

	IF APPLICABLE - If you completed an education programme in Career Development at an accredited post-secondary institution OTHER THAN one of the four approved programmes, attach an OFFICIAL PROGRAMME DESCRIPTION taken from the institution’s calendar.  The description must be relevant to the time period in which you completed your programme.  Contact your institution’s library to obtain calendars from previous years.  

	

	IF APPLICABLE - If you completed the Professional Ethics course at an accredited post-secondary institution OTHER THAN one of the approved courses, attach a photocopy of the OFFICIAL COURSE DESCRIPTION as published in the syllabus or calendar. The course description must be relevant to the time period in which you completed your course.  Contact your institution’s library to obtain calendars from previous years.  

	

	IF APPLICABLE - If you completed the Career Development Theories course at an accredited post-secondary institution OTHER THAN one of the approved courses, attach a photocopy of the OFFICIAL COURSE DESCRIPTION as published in the syllabus or calendar. The course description must be relevant to the time period in which you completed your course.  

	

	IF APPLICABLE - If your current name is different from that shown on your transcripts/certificate/ diploma/degree, attach a NOTARIZED or CERTIFIED copy of your marriage certificate or other official document to verify change of name.  

	

	9c.    Professional References:  The purpose of the Professional Reference Questionnaire is to enable you to provide independent evidence that your work experience fits the definition of qualifying work and that your skills, knowledge and attitudes are consistent with the core competencies.  Please provide names and contact information for three people who, according to the criteria specified below, are qualified to provide a professional reference for the purpose of registration as a CCDP:

	

	(1) Name:
	
	Phone:
	
	Email:
	

	
	
	
	
	
	

	(2) Name:
	
	Phone:
	
	Email:
	

	
	
	
	
	
	

	(3) Name:
	
	Phone:
	
	Email:
	

	

	Criteria for CDAA Certification Professional References
We require three (3) professional references to attest to the applicant’s character, scope of practice and general competency in the Career Development field.  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

	

	Professional Reference Questionnaire:  Download the document titled ‘Professional Reference Questionnaire’ from the CDAA website.  Email the Questionnaire to the three professional references identified above.  Ask your references to complete the questionnaire using a computer and to return the questionnaire to you in a sealed envelope with his/her signature over the seal.  

	

	Attach three (3) Professional Reference Questionnaires to your application:  Submit each confidential Professional Reference Questionnaire in a sealed envelope with the reference’s signature over the seal.  Label this set of attachments “APPENDIX C.”



Part 10 – 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, appendix B, etc.) and use a paper clip to attach the appendices in order behind the application form – your transcripts and three professional references must be in sealed envelopes with signatures over the seal
5. submit the entire application package to the CDAA Registrar c/o Career Development Association of Alberta, Box 35019 Oliver Post Office, 11229 - Jasper Avenue, Edmonton, AB - T5K 2R8.
IMPORTANT NOTE:  Include with your application all required documents in the requested format.  The CDAA will NOT accept documents pertaining to an application in advance of receipt of the application.  Any documents received in advance of an application will be returned to sender.

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 to ensure your application was received in the CDAA office (admin@careerdevelopment.ab.ca).

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:  A check list follows on the next page.  Please check off items enclosed and sign the checklist before mailing the application.

	Application Checklist

	

	
	I am a paid-up member of the CDAA. 

	
	

	
	I have submitted the most recent revision of the application form (i.e. no later than May 1, 2009) 

	
	

	
	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 labelled appropriately all supporting documentation in the format required

	
	
	

	
	
	Appendix A - I have attached a current curriculum vitae.

	
	
	

	
	
	Appendix B

	
	
	I have attached a photocopy of my Certificate/Diploma/Degree in Career Development.  

	
	
	The copy has been NOTARIZED/CERTIFIED as being a true copy of the original.

	
	
	

	
	
	I have attached transcripts verifying all courses in my Career Development education programme. 

	
	
	The transcripts verify completion of my course in professional ethics.

	
	
	The transcripts verify completion of my course in career development theory.

	
	
	The transcripts are OFFICIAL and bear the seal of the granting institution and original signature of the registrar.  

	
	
	The attached transcripts are in sealed envelopes and the issuing post-secondary institutions’ stamps have been placed over the seals.  

	
	
	

	
	
	If applicable, (see question 3f) I have attached a photocopy of the relevant calendar description of my Career Development education programme.

	
	
	

	
	
	If applicable, (see question 3g) I have attached a photocopy of the relevant calendar description of my professional ethics course.

	
	
	

	
	
	If applicable, (see question 3h) I have attached a photocopy of the relevant calendar description of my career development theories course.

	
	
	

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

	
	
	

	
	
	Appendix C

	
	
	I have attached three (3) professional reference questionnaires.

	
	
	The reference questionnaires are in sealed envelopes with the references’ signatures over the seals.








APPLICATION FORM


For


CERTIFIED CAREER DEVELOPMENT PROFESSIONAL


This Application Form pertains only to applications received prior to May 1, 2009








This version of the Application Form is only valid for applications submitted prior to May 1, 2009.  Applicants who apply after that time must refer to the most recent version of the Application 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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