Certified Workforce
Development Professional (CWDP) Recertification Application 
and
CWDP Endorsements

Renewal Application
The Workforce Development Professional Certification Program is administered and endorsed by The National Association of Workforce Development Professionals (NAWDP).
Certified Workforce Development Professional
(CWDP) Recertification Information
Why Recertification?
The purpose of recertification is to ensure that you have continued your growth as a workforce development professional and to expand your base of knowledge and expertise in the ten defined competency areas.  Recertification is valid for a three-year period.
When Do I Need to Recertify?
Submit your application for recertification prior to your certification expiration date. A 1 month extension from the certification expiration date will be offered to those in need of a filing extension. After the extension period, your certification will go inactive until recertification is achieved.  If the credential is not recertified within one year of the expiration date, you will have to reapply for initial certification.
When Do I Get the Results?
After submitting your CWDP recertification package for review, you will be notified within 30 days of the recertification results via U.S. mail.  Results will not be given over the phone for privacy reasons. If denied recertification, you will be given an opportunity to appeal the decision within 30 days of notification. All appeals must be received in writing.
Certified Workforce Development Program
The Certified Workforce Development Professional (CWDP) credential is awarded by the National Association of Workforce Development Professionals (NAWDP).  It is intended to be a way to recognize the training, experience, and expertise of the professionals who have as their primary responsibility the facilitation of processes by which individuals identify, prepare for, obtain and maintain employment, careers and self-sufficiency; and by which businesses, other employing organizations and communities develop, access and retain a workforce that enables them to maintain and improve their economic competitiveness.
CWDP Recertification Application Directions
1.   Read the application package carefully and determine if you qualify. Do not submit an application unless you meet the criteria at the time of application.  Remember, the recertification fee is non- refundable
2.   Complete the CWDP Recertification by completing all forms listed below:
· Read and sign the Application Form for Certified Workforce Development Professional.
· Read and attest that you will adhere to the NAWDP Code of Professional Ethics and
Practices. 

· Fill out the Continuing Professional Development Log documenting 60 hours of continuing education related to workforce development that addresses one or more of the workforce development competency areas.
· Review and edit your Personal Information Update form, which will be mailed to you approximately 6 weeks before the expiration of the credential.
· Provide proof of Professional Affiliation (individual membership) to a workforce development related association on the Personal Information Update form.
3.   Use the checklist below before submitting your application to ensure that you have filled out everything and remember to include your name on all your correspondence.
4.   Submit payment in the form of check, credit card (Visa, MasterCard, or American Express), or money order.  Checks should be made payable to: NAWDP.
5.   Mail your application (faxes will not be accepted as original signatures are needed) prior to your certification expiration date to:
National Association of Workforce Development Professionals
1133 19th Street, NW, 4th Floor; Washington, DC 20036
Check List:
Application Form for CWDP (Signed and dated)
Personal Information Update Sheet reviewed and corrected
Proof of Professional Affiliation on Personal Information Update 
Signed Code of Professional Ethics and Practices

Completed Continuing Professional Development Log 
Application Fee
If you have questions contact NAWDP at: (202) 589-1790 or certification@nawdp.org
Workforce Development Professional 
Competency Areas
1.   History and Structure of the Workforce Development System: Understands the history and structure of the nation’s multiple workforce development programs and how this impacts the current system. Is able to relate public workforce development policy, initiatives, and funding sources with the current system. Is able to interpret current laws and structure to deliver appropriate services, and understands how their own work impacts the system’s goals.
2.   Career Development Process: Understands the process by which individuals 1) define their 
career goals; 2) prepare for, search for, and retain employment; and 3) build skills, advance, and change employment. Is able to identify the kinds of information individuals need, including assessment, in order to make realistic career decisions, and where that information can be found. Knows what skills are needed to search for, obtain, retain, and change employment.
3.   Labor Market Information (LMI): Understands the kinds of labor market information available and the uses of such information. Is able to access, analyze, and use local, state, and national electronic and non- electronic LMI delivery systems.
4.   Diversity:  Understands the special employment needs of diverse groups. Is able to adapt materials and services to address these needs.
5.   Customer Service: Understands who are the principal customers of the workforce development system. Is able to identify their needs and expectations and what constitutes positive customer satisfaction. Places appropriate emphasis on “excellence” and “speed of response” in work performance.
6.   Program Management: Understands how programs are designed to use appropriate service strategies to meet program goals. Understands how budgets are developed and costs are tracked for individual programs. Is able to use indicators and established instruments to document program performance and outcomes.
7.   Communication: Has good listening skills and is able to write clearly, including writing a good memo. Is able to speak to single individuals or large groups, in order to teach, inform, or persuade
8.   Technology:  Understands basic computer technology used in workforce development. Is able to demonstrate proficiency or understanding of various computer software applications and the Internet.
9.   Collaboration and Problem  Solving: Understands the basic principles of teamwork. Is able to deal with customers, colleagues, agencies, and partner associates in a positive, professional manner. Is knowledgeable about the range of services in the community, and develops and maintains relationships with partners to deliver a comprehensive array of services to customers.
10. Business and Employer Knowledge: Understands business and employer needs, how the private economy works, the concepts of profit and loss and return on investment (ROI), recruitment and retention of workers, and the role of workforce development in economic development.
Application Form for
Certified Workforce Development Professionals
I apply to renew my Certified Workforce Development Professional credential by signing this document, I certify that the information provided in this Application is accurate and complete to the best of my knowledge.  I agree that NAWDP has the right to contact any person or organization to verify information contained in the Application.
I understand that any certification granted by NAWDP does not specify or imply licensure or registration to practice for a fee or otherwise.  I release NAWDP from all liability and claims that may arise from my paid or voluntary career/occupational activities.
I understand that NAWDP recertification depends upon my fulfillment of all criteria including compliance with the NAWDP Code of Professional Ethics and Practices.  I understand that if recertification is granted, renewal is subject to current recertification requirements.  I understand that all materials contained in this application become the property of NAWDP and that neither originals nor photocopies will be returned to me.

Applicant's Signature
Date
Payment Form
Payment Fees:
Core CWDP Application:
 

Recertification core CWDP Application Fee $50.00 (non-refundable fee)



 Late Fee $25 (if CWDP renewal is over 30 days late)

Endorsement Applications:  Only for individuals how have applied and been granted an endorsement.  Endorsements CANNOT be renewed without renewing the core CWDP:

_______
Renewal of Business and Employer Services Endorsement Fee $25.00 (non-refundable fee)

_______
 Renewal of Job Seeker Services Endorsement Fee $25.00 (non-refundable fee)

_______
Renewal of Management Services Endorsement Fee $25.00 (non-refundable fee)
Total amount enclosed: $ ___________________


Payment Method:
_______
Check or Money Order

_______
Charge to: 
 
VISA    
MasterCard  
 American Express
Account Holder Name:   ___________________________________________________________________  
Billing Address:  __________________________________________________________________________  
Account Number __________________________________________________ Expiration Date:  __

Signature:  ________________________________________________________________________________  
_______
Bill the Organization. A completed purchase order must be enclosed 
Organization Name:  
___________________________________

 Address:  ____________________________
 City/State/Zip:  ____________________ 

Telephone #:  ________​​​​___________
PO#:  ________________________

CODE OF PROFESSIONAL ETHICS

THE NATIONAL ASSOCIATION OF WORKFORCE DEVELOPMENT PROFESSIONALS

Revised 2011

As a Workforce Development Professional, I pledge to:

1. Exhibit and uphold the highest standards of professional and ethical conduct in order to ensure the integrity and advancement of the workforce development profession. 

2. Advance programs and services that are consistent with the public trust and responsive to the public interest. 

3. Demonstrate commitment to maintaining professional competencies through ongoing professional development. 

4. Exercise maximum effort in the workplace to ensure optimal benefit to my customers and to my organization and community. 

5. Promote cooperation and collaboration with partner organizations in order to maximize our customers' opportunities for success. 

6. Respect the integrity, promote the welfare and maximize the freedom of choice and informed consent of my customers. 

7. Respect and protect the privacy of my customers when gathering, recording, storing and sharing confidential information. 

8. Recognize and respect the unique challenges faced by culturally or ethnically diverse and individuals with disabilities. 

9. Abstain from using my official position to secure personal or political privilege, advantage, gain, or benefit.  

10. Adopt innovative practices when appropriate and adapt to changes in the industry to create new opportunities. 

11. Offer the most effective services available in my community.

I certify that I have read and understand the NAWDP Code of Professional Ethics and promise to follow its guidelines. I further certify that I have never been disciplined by my employer for a violation or situation that is addressed in this Code of Professional Ethics.



         Applicant's Signature
       Date
Certified Workforce Development Professional
(CWDP)
Continuing Professional Development Log
The CWDP credential has a term of three years.  One of the requirements for renewing your CWDP status is to document at least 60 hours of professional development related to one or more of the 10 workforce development competency areas during these three years.  (If you rated yourself a “1” or “2” – possess little or no knowledge or skill in the area or basic knowledge- for any competency area in your initial application, you are expected to address these areas first.)
Use this log sheet to keep track of your professional development activities between now and when you renew your CWDP credential.
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	Specific Course Title
	Training Provider
	Competency Area(s)
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CWDP Endorsements Renewal

Use ONLY if you already have successfully applied for an Endorsement.
Endorsement(s) Renewal Application Directions
1.  Complete the Core CWDP Recertification Application, as the Core CWDP must be renewed in order to renew any Endorsements.
2.   Read through the document provided to make sure that you qualify for each Endorsement you are renewing. Remember, each Endorsement recertification fee is non-refundable and each Endorsement must be renewed individually.
3.   Complete the Endorsement Renewal information by completing the Professional Development Log documenting 20 hours of continuing education related across the competency areas for the Endorsement(s) that you are renewing.  For each Endorsement you are renewing, you are required to complete 20 different hours for that particular Endorsement’s competency areas.
4.   Submit payment in the form of check, credit card (Visa, MasterCard, or American Express), or money order.  Checks should be made payable to: NAWDP.
5.   Mail your application (faxes will not be accepted as original signatures are needed) prior to your certification expiration date to:
National Association of Workforce Development Professionals
1133 19th Street, NW, 4th Floor
Washington, DC 20036
Business and Employer Services Endorsement
Competency Areas
1. Business Communications: Knows the language businesses, employers, and industries speak, and can serve as a communication link between businesses and their needs and the workforce development system and its services. Is able to identify workforce solutions from a business perspective.
2. Development of Business Relationships: Knows how to recruit employers of all sizes, build long-term relationships, and maintain contact with them to meet emerging and changing needs. Understands how to research target markets and perform marketing activities. Is able to make presentations to single businesses or large groups, in order to teach, inform, or persuade.
3. Knowledge of Economic Development:  Understands the three functions of economic 
development – retaining businesses, growing businesses, and attracting businesses – and how workforce development can support these functions. Understands the connection between economic development and workforce development.
4. Job/ Career Development Skills: Understands the training needs of both the employer and the job seeker, including those for initial positions and those for career ladder opportunities. Under- stands the skills of the area’s labor pool and knows whether the employer will be able to find the skilled workers it needs. Is able to manage employer training and placements, and conduct client screening and referrals.
5. Human Resources Services:   Is able to help businesses improve their competitiveness and profitability by 1) showing businesses how to effectively hire, train, re-train, and retain 
workers; 2) providing expertise the business do not have, such as training; and 3) linking businesses to resources available in the community, such as business incentives, support for companies that are downsizing, and other available resources.
6. Information Services: Is able to help businesses acquire information that supports their core functions such as 1) existing and customized labor market information; 2) information on local labor laws; and 3) linkages to information solving specific workplace problems.
7. Customized Services: Is able to customize services to meet the different core issues and needs of different sectors of the economy – hospitality vs. information technology, for instance – instead of adopting a “one-size-fits-all” approach

Business & Employer Services Endorsement
Continuing Professional Development Log
One of the requirements for renewing your Business and Employer Services Endorsement (BES) is to document at least 20 hours of professional development related to one or more of the 7 competency areas prior to the expiration of your Endorsement.
Use this log sheet to keep track of your professional development activities between now and when you renew your Endorsement credential.  Use ONLY if you have successfully applied for your BES endorsement and need to re-certify.     
	Date
	Specific Course Title
	Training Provider
	Competency Area(s)
	Hours

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Job Seeker Services Endorsement Competencies  
1. General “Helping” Skills: Demonstrates the essential elements of a helping relationship,     including rapport, trust and mutual respect. Is able to effectively communicate with customers by listening, asking relevant questions, and giving appropriate guidance and feedback.
2. Job Preparation Skills: Understands the training needs of both the employer and the job seeker. Is able to develop training plans that address the employer’s needs and the job seeker’s      capabilities.
3. Job Search Skills: Understands the process, techniques, and tools of an effective job-search campaign. Is able to assess the local labor market, determine appropriate transferable skills, and critique various types of cover letters and resumes. Understands the proper techniques for job applications, interviewing, and networking.
4. Job Retention Skills: Understands the factors that affect job retention. Is able to identify        actions that address potential barriers to long-term employment.
5. Job Advancement Skills: Is informed about available career ladder opportunities and avail- able resources for ongoing training and development. Is able to counsel job seekers on how to advance in a career or change professions.
6. Case Management: Understands the process to connect the customer with needed services. Is able to use these services to help the job seeker develop and implement a service plan related to his career and employment goals. Is knowledgeable about and able to facilitate access to com- munity resources.
Job Seeker Services Endorsement
Continuing Professional Development Log
One of the requirements for renewing your Job Seeker Services Endorsement (JSS) is to document at least 20 hours of professional development related to one or more of the 6 competency areas prior to the expiration of your Endorsement.
Use this log sheet to keep track of your professional development activities between now and when you renew your Endorsement credential.  Use ONLY if you have successfully applied for your JSS endorsement and need to re-certify.     
	Date
	Specific Course Title
	Training Provider
	Competency Area(s)
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Management Services Endorsement Competencies
1. Planning and Design: Is able to plan services and design programs to meet program goals and diverse community needs, while adhering to legislative, regulatory, and fiscal constraints. Knows about the other programs and services provided in the community, and builds these into a comprehensive, system-wide plan. Is able to market programs and services to funders, partners, and clients.
2. Identification and Development of Resources: Is able to maximize the effective use of     existing resources, and identify, develop, and use new resources.
3. Performance Management: Is able to define the outcome reports needed for various pro- grams, interpret performance reports, use data to craft specialized performance reports, and use performance information to improve program performance. Understands the concept of pro- gram effectiveness and uses that concept in making program decisions.
4. System Capacity Building:  Promotes and supports staff development for the organization’s own employees and for partners’ and contractors’ employees, in order to improve the quality of the system’s programs and services. Understands and supports the development needs of a diverse workforce. Operates effective communication systems that keep personnel informed and motivated.
5. Strategic Direction: Participates in setting a visionary direction for the organization that keeps it stretching to meet higher and higher goals and diverse community needs. Stays informed about potential legislative, regulatory, or policy directions, and is prepared to make necessary changes as soon as they are required. Is able to promote the organization’s direction to partner organizations and the community.
6. Quality Improvement: Is able to implement quality and continuous improvement processes that result in enhanced services to individual and business customers. Involves staff in problem solving and work teams.
7. Presentation Skills: Is able to conduct research, and develop and deliver effective             presentations to single individuals or large groups, in order to market ideas, programs, or services, and motivate staff, partners, and clients.
Management Services Endorsement
Continuing Professional Development Log
One of the requirements for renewing your Management Services (MS) Endorsement is to document at least 20 hours of professional development related to one or more of the 7 competency areas prior to the expiration of your Endorsement.
Use this log sheet to keep track of your professional development activities between now and when you renew your Endorsement credential.  Use ONLY if you have successfully applied for your MS endorsement and need to re-certify.     
	Date
	Specific Course Title
	Training Provider
	Competency Area(s)
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Youth Services Endorsement Competencies

1. Knowledge of the Field: Knows youth and adolescent development theory; rights and laws relating to youth and to people with disabilities; professional ethics including boundaries, confidentiality, and privacy rights; key processes for youth with disabilities including individual plans, universal access, and reasonable accommodations.

2. Communication with Youth: Is able to establish, develop, and maintain caring, respectful, trusting relationships with a diverse range of young people. Is sensitive to cultural differences, including current youth culture. Understands issues and trends affecting youth in the community, as well as those affecting youth with disabilities. Can communicate with all youth including those with disabilities (such as physical, sensory, psychiatric, and cognitive).

3. Assessment and Individualized Planning: Is able to utilize assessment tools, appropriate for youth/young adults, to determine academic skill levels, career interests, presence of disabilities, and support needs. Understands when and how to refer youth for specialized assessment, and how to incorporate results to accommodate youth needs. Is able to involve youth in using assessment results to develop their own plans and goals for career and educational and life skills development, as well as for measuring progress. Understands the need to ensure benefit planning is included in the assessment process for youth with disabilities.

4. Relationship to Family and Community: Is able to engage and build relationships with family members, guardians, advocates, and other significant persons, as well as connect them to institutions, community service opportunities, leadership activities, and supportive adults, including mentors and role models with and without disabilities.

5. Workforce Preparation: Is able to facilitate youth job readiness skill-building and assess employability strengths/barriers of youth, including necessary accommodations and supports; teach job search skills, including the use of technology, the internet, and assistive technology; match youth with appropriate jobs and careers, including job analysis, customizing, and skills standards; and coach youth, assisting in job retention and providing follow-up.

6. Career Exploration: Knows technology, online search skills, tools, and processes for career exploration for youth. Is able to engage employers in helping youth explore careers. Knows workplace and labor market trends as they relate to new and future workers, as well as options for youth with disabilities such as supported or customized employment and self-employment.

7. Relationship to Employers and Between Employers and Youth: Is able to develop relationships, engage, and communicate effectively with employers, including identifying recruiting and providing support to employers hiring youth. Is able to train employers and their staff in how to work with and support all youth, including providing universal access and reasonable accommodations for youth with disabilities. Is able to mediate/resolve conflicts between employers and youth, advocate for all youth, and negotiate job design, customization, and carving.

8. Connection to Resources: Is able to identify, network, and create relationships with a variety of community agencies and resources for youth, including community intermediary organizations with disability-specific supports and resources. Is able to market own program as a resource and build collaborative partnerships with other youth-focused organizations. Knows different funding streams for youth.

9. Program Design and Delivery: Is able to design and implement programs using broadly-recognized best practices for youth initiatives (such as strong management; long-term, intensive, youth-centered approaches; age, stage, and cultural appropriateness; and strong academic and work experiences). Is able to apply disability-related concepts such as universal access, reasonable accommodations, and other services. Is able to evaluate and adjust programs based on youth outcome measurement and data.

10. Administrative Skills: Is able to complete referrals and service summaries using common reporting formats and requirements, including disability-specific forms such as individual plans, transition plans, and individualized work plans. Demonstrates time management, teamwork, interpersonal, written communication, and verbal expression skills appropriate to a youth-centered organization.

Youth Services Endorsement
Continuing Professional Development Log
One of the requirements for renewing your Youth Services Endorsement (YS)  is to document at least 20 hours of professional development related to one or more of the 10 competency areas prior to the expiration of your Endorsement.  Use ONLY if you have successfully applied for your YS endorsement and need to re-certify.     
Use this log sheet to keep track of your professional
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