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IMPORTANT NOTE:  Please include all required supporting documents with your application.  

CCDP Credential Transfer Process British Columbia Applicants
The Certification Committee has recently completed the list of required documentation necessary for individuals originally certified in British Columbia to make application in Alberta.  
1) Copy of your British Columbia Certificate

2) Copy of your resume/ curriculum vitae
3) Submit a CDAA membership Form (if not already a member)
4) Completed Alberta CCDP Transfer Application form 

5) Your certification in Alberta will expire at the same time as your BC certification.  Our CCDP transfer application fee is $100 (year 1) and then $50 maintenance fee in years two and three.  You will be charged the annual maintenance fee each year until your credential expires.  

As this is a new process for us, we may require further information or documentation depending on the content forwarded.

Applications are reviewed on a monthly basis (except during the summer).  The Registrar / Certification Committee will be in contact if any further information is required to process your request.

Application for Certification as a Transferred CCDP

Submission and acceptance of this application form and attachments is required for transfer 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.  
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 documentation 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 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 Transfer of Certification as a CCDP has nine parts:  

Part 1 – Personal Information

Part 2 – CDAA Membership Information 

Part 3 – Statement agreeing to abide by CDAA Code of Ethics

Part 4 – Statement indicating whether you have ever been convicted of a criminal offence

Part 5 – Verification

Part 6 – Fee

Part 7 – Required Documentation 

Part 8 – Submission of Application Form

Part 9 – 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. 

	

	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 – 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 4 – 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 5 – 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 6 – 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 7 – Supporting Documentation

	

	7a.    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.

	

	7b.    Verification of BC CCDP Certification:  Attach a copy of your British Columbia Certificate.  Label this attachment “APPENDIX B.”  

	

	

	


Part 8 – 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 – 
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. 

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 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 CCDP Certificate from British Columbia.  

	
	
	

	
	
	

	
	
	








TRANSFER APPLICATION FORM


For


CERTIFIED CAREER DEVELOPMENT PROFESSIONAL











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 Midtown Post Office


10818 - Jasper Avenue


Edmonton, AB - T5J 0B7


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


www.careerdevelopment.ab.ca


admin@careerdevelopment.ab.ca
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