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Section 1:  Code of Ethics

Candidates must agree to the ASTD CI Code of Ethics, which describes the behavior expected of a workplace learning and performance (WLP) professional. Clients and employers insist on the highest possible standards of personal integrity, professional competence, sound judgment, and discretion. Developed by the profession for the profession, the Code of Ethics is the public declaration of WLP professionals’ obligations to themselves, their profession, and society. The Code is as follows:
I strive to

recognize the rights and dignities of each individual
•
develop human potential
•
provide my employer, clients, and learners with the highest level quality education, training, and development
•
comply with all copyright laws and the laws and regulations governing my position
•
keep informed of pertinent knowledge and competence in the WLP field
•
maintain confidentiality and integrity in the practice of my profession
•
support my peers and avoid conduct that impedes their practicing their profession
•
conduct myself in an ethical and honest manner
•
improve the public understanding of WLP
•
fairly and accurately represent my WLP credentials, qualifications, experience, and ability.
Section 2:  Candidate Agreements
Candidates must sign the Applicant Declaration and Release and the Intent to Participate agreements, which are as follows:
A.
Applicant Declaration & Release
I hereby submit this application to the ASTD Certification Institute™ (or the “ASTD CI”) to be a Certified Professional in Learning and Performance (CPLP™) in accordance with and subject to the ASTD CI's standards, rules, policies and procedures. I understand that the information gathered in the certification process may be used by the ASTD CI and/or ASTD for statistical purposes for the evaluation of the certification program, or for other research or study. I further understand that the ASTD CI will use reasonable efforts to keep the information in its possession confidential. I understand that the ASTD CI reserves the right to verify any or all of the information associated with or required by this application, and that providing false or misleading information, omitting required information, or otherwise violating the rules of certification, or other appropriate disciplinary action. I further understand that I must immediately inform the ASTD CI of any changed circumstances that may affect this application and the information that has been provided, or that may affect my continuing certification eligibility. 
I understand that I can be disqualified from taking or completing the examination, or from receiving examination scores if the ASTD CI determines through either proctor observation or statistical analysis that I have engaged in collaborative, disruptive or other inappropriate behavior during administration of the examination or in the completion of the work product assessment. I agree that I will not list my passing status on any professional stationary or business cards, nor will I use it in any advertising until I have passed both parts (the knowledge-based exam and the Work Product assessment) of the ASTD CI CPLP™ Program™. 

I, the undersigned, recognize that the ASTD CI is the sole and only judge of my qualification to receive and maintain certification. I further recognize that the ASTD CI reserves the right to modify or alter at any time the certification standards, the requirements for certification and/or recertification, and any rules, policies, or procedures in connection therewith. I authorize the ASTD CI to include my name and contact information in any publicly available lists or directories in which the names of certified learning and performance professionals are published, and hereby waive any rights of objections to such listings. I understand and agree that the ASTD CI owns all right, title, and interest in and to all names, trademarks, logos, copyrights, applications, and other material related to the ASTD CI's CPLP™ Certification Program™, and I agree that I shall only use such intellectual property in accordance with policies promulgated by the ASTD CI and agree to cease using such intellectual property upon the expiration, suspension, or termination of my certification. 

I understand and agree that neither the ASTD CI nor ASTD makes any claims, warranties, guarantees, nor promises regarding the content or performance of any Certified Professional in Learning and Performance (CPLP™) and, I agree not to misrepresent my certification status and its meaning. I, the undersigned, do hereby attest to the accuracy and validity of, and assume full responsibility for, the content of my application and all materials and information submitted to the ASTD CI. I, the undersigned further represent and warrant any work product submitted to the ASTD CI is my own original work; that I am the sole owner of the work product; that the work product does not violate any copyright, trademark, proprietary or personal rights of others; and that the work product is factually accurate and contains no matter defamatory or otherwise unlawful. 

In consideration of my application to and participation in the ASTD CI's CPLP™ Program™, I, the undersigned, do hereby release, discharge, and hold harmless individually and collectively the ASTD CI, ASTD, and their officers, directors, employees, committee and commission members, members, subsidiaries, agents, successors, and assigns, from any and all liability that may arise, directly or indirectly now or in the future, by reason of or in connection with any decision, action or omission relating to this application, the failure of the ASTD CI to grant certification or recertification to me, the revocation of my certification, or the ASTD CI's certification standards. This release and wavier of liability shall be binding on my heirs, executors, administrators, successors, and assigns. 

I also understand and agree that in considering this application, the ASTD CI may make inquiry of such persons or entities, inspect such records, and make and retain copies of such materials as the ASTD CI deems appropriate. Without limiting the generality of the foregoing, I hereby authorize the ASTD CI to make such inquiries regarding my fitness for certification and authorize any persons or entities contacted by the ASTD CI to respond to such inquiries and provide copies of any relevant and non-confidential information to the ASTD CI. I further authorize the ASTD CI to provide a copy of this statement to those entities contacted by the ASTD CI in connection with this application. 
B.
Intent to Participate

I intend to participate in ASTD CI's CPLP™ Program and I agree to the following:
•
My data can be released for research purposes and published as part of the program analysis.
•
I will follow ASTD CI’s copyright policy as it is stated on each document on any materials that I receive through the program.
•
I will provide a professional demographic profile to be used for research purposes and collected at the time of examination.
•
I will pay a non-refundable, fee in the amount specified in the program materials.
•
I meet the eligibility requirements. I have at least three years relevant combined education/experience in the WLP field (one year relevant education may be substituted for one year relevant experience).
•
I give my permission for ASTD CI to release my name publicly if I obtain the CPLP™ credential.
•
I have read and understand all the CPLP™ program materials and the CPLP™ requirements, including but not limited to the refund, transfer, deadlines, and appeals policies.
In return, all participating professionals will be provided:

•
a seat and score report for the CPLP™ knowledge-based exam 

•
score for the CPLP™ work product, provided a passing score is received on the knowledge-based exam.
Note:  the administration fee is non-refundable unless ASTD CI does not fulfill the aforementioned terms. All candidates are expected to participate in all aspects of the program for which they are eligible.
C.
Work Product Submission

Candidate agreement forms for work product submissions can be found in the work product materials chapter for each specific AOE.  Candidates should refer to form F for this information.

Section 3:  Refunds and Ancillary Fees

The following table provides information about refunds and ancillary fees associated with the certification process. 
Table 1 – CPLP™ Refunds and Other Fees
	Category


	Fee
	Details

	Withdrawal
	$100 
	Candidates must withdraw from the program by the last day of the registration window to be eligible for a refund. Refunds are made for the full amount of the testing fees minus the administrative fee. Allow 30 days for refunds processing. ASTD membership fees will not be reimbursed. 

	Exam Reschedule
	$100
	An administrative fee is charged when a candidate reschedules their knowledge-based exam appointment with fewer than three business days notice. The rescheduled test appointment must be made during the same testing window or it will be considered a transfer. Rescheduling requests are subject to availability. 

	Transfer
	$225
	A transfer fee is charged when a candidate transfers from one test window to another. 

	Resending Challenge Questions 
	$50
	An administrative fee is charged for resending challenge questions.

	Resending Score Reports 
	$50
	An administrative fee is charged for resending score reports.

	Special Accommodation Request
	No additional charge
	There is no extra fee to request a special accommodation at the testing center as long as procedures in the Candidate Bulletin have been followed.

	Retest Fee 
	$350
	This is the fee to retake either the knowledge-based exam and/or the work product exam after receiving a failing score. 


Section 4:  Testing Policies
The following table contains the transfer, retake, expiration, recertification, and other testing policies.
Table 2 – CPLP™ Testing Policies
	Category
	Details

	Eligibility
	To be eligible for the CPLP™, candidates must provide evidence that they have at least three years of industry-related work experience when they apply. Candidates may substitute one year of industry-related education from a higher learning institution such as a college or university for one year of industry-related work experience. 

	Testing Sequence
	Candidates must take and pass the knowledge-based exam first. They must then submit a work product and responses to challenge questions.

	Retest
	If you wish to retake the knowledge-based exam, you must wait until the next testing window. If you wish to re-submit your work product, you must submit an entirely different work product in the next testing window. Retake fees must be remitted each time you retake a certification exam.

	Score Expiration
	Passing scores for the knowledge-based exam are valid for up to two years from the date the exam was successfully completed. 

	Recertification
	Certification maintenance (recertification) is required every three years. The recertification period begins on the first day of the month after you pass the work product submission exam. 


Section 5:  Appeals Procedures and Appeals Form
The following information pertains to the appeals procedures as it relates to candidate eligibility, the knowledge-based exam, and the work product submission.
A.
Appeals Procedure: Eligibility

An individual may appeal the denial of eligibility to enter the CPLP™ program by submitting a written appeal to the CPLP™ staff at ASTD CI:
ASTD Certification Institute
Attention: CPLP™ Director of Certification
1640 King Street
Box 1443
Alexandria, VA  22313-2043
USA
The appeal must document the denial and provide evidence supporting the individual’s claim for eligibility. The appeals committee will investigate only those decisions that can be shown to have been rendered in a negative or arbitrary and capricious manner, utilizing the following processes: 
1.
Appeals must be made in writing within 10 days of the denial.

2.
ASTD CI will confirm receipt of all appeals within 30 days of receipt. All appeals are confidential. ASTD CI will attempt to address all appeals within 60 days of receipt in accordance with the guidelines developed by ASTD CI. It is the applicant’s responsibility to contact ASTD CI if he or she has not received notification of the outcome after the deadline has passed.

3.
Only information concerning the denial of eligibility to enter the program will be the subject of this appeal.

4.
If the panel determines that, despite any additional information provided by the applicant, he or she would not be eligible to sit for the exam, ASTD CI will recommend to the appeals committee that the request be denied.

5.
If ASTD CI finds that good cause may exist to re-evaluate eligibility, it will recommend to the appeals committee that the appeal be granted and the applicant’s eligibility be re-evaluated.

6.
The appeals committee will review all evidence provided by the applicant, as well as the recommendations from ASTD CI, and may require further evidence or documentation from the applicant.

7.
The decision of the appeals committee is final. 
B.
Appeals Procedure: Knowledge-Based Exam
An individual may appeal the results of their knowledge-based exam by submitting a written appeal to ASTD CI by email to jnaughton@astd.org or by mail to:
ASTD Certification Institute
Attention: Director of Certification
1640 King Street
Box 1443
Alexandria, VA  22313-2043
USA
The appeal must document the score received and provide evidence supporting the individual’s claim of scoring impropriety or improper procedure. The appeals committee will investigate only those decisions that can be shown to have been rendered in a negative or arbitrary and capricious manner as it relates to a potential scoring impropriety or improper procedure. 
The appeals procedure is as follows: 
1.
A CPLP™ candidate must submit all appeals in writing within 10 days of taking the exam using the CPLP™ Appeal Form. Appeals received after 10 days will not be reviewed. No exceptions will be made. 

2.
ASTD CI will confirm receipt of all appeals within 5 days. ASTD CI will attempt to address all appeals within 30 days of receipt in accordance with the appeals procedure. It is the applicant’s responsibility to contact ASTD CI if he or she has not received notification of the outcome after 30 days.

3.
While ASTD CI understands that stressors and circumstances can prevent candidates from performing their best, under no circumstances will scores be raised. Problems that will not be considered include, but are not limited to, the following: inclement weather, test anxiety or illness, unusual circumstances or conditions, and standard test center challenges. 

4.
If the appeal cannot be addressed directly by ASTD CI, it will be referred to the appeals committee. The appeals committee will review the relevant evidence provided by the applicant along with any ASTD CI staff recommendations. On occasion, the appeals committee will request further evidence or documentation from the candidate. If this is the case, candidates will be contacted by a CI staff member for follow up information. 

5.
If the appeal is granted, an opportunity to retest during the next review window with the retest fee waived is the only resolution. The score will not be changed.

6.
If the appeal is denied, there is no further action or recourse

7.
The decision of the appeals committee is final.
C.
Appeals Procedure: Work Product

An individual may appeal the results of their work product submission by submitting a written appeal to ASTD CI by email to jnaughton@astd.org or by mail to:
ASTD Certification Institute
Attention: Director of Certification
1640 King Street
Box 1443
Alexandria, VA  22313-2043
USA
The appeal must document the score and provide evidence supporting the individual’s claim of impropriety, improper procedure or improper review. The appeals committee will investigate only those decisions that can be shown to have been rendered in a negative or arbitrary and capricious manner as it relates to claims of impropriety, improper procedure, or improper review. 
The appeals procedure is as follows: 
1.
A CPLP™ candidate must submit all appeals in writing within 10 days of the date on the score report using the CPLP™ Appeals Form. Appeals received after 10 days will not be reviewed. No exceptions will be made. 
2.
Appeals that are related to late submissions will not be considered.

3.
ASTD CI will confirm receipt of all appeals within 5 days. ASTD CI will attempt to address all appeals within six weeks of receipt in accordance with the appeals procedures. It is the candidate’s responsibility to contact ASTD CI if he or she has not received notification of the outcomes after six weeks.
4.
If the appeal cannot be addressed directly by ASTD CI, it will be referred to the appeals committee. The appeals committee will review the relevant evidence provided by the applicant along with any ASTD CI staff recommendations. On occasion, the appeals committee will request further evidence or documentation from the candidate. If this is the case, candidates will be contacted by a CI staff member for follow up information. 

5.
While ASTD CI understands that stressors and circumstances can prevent candidates from submitting their best work, under no circumstances will scores be raised as a remedy for an appeal. The rating process has systems in place to ensure that each work product is rated equitably by two independent raters, with arbitration undertaken by a third rater only if the first two raters have substantive disagreements. 
6.
If the appeal is granted, an opportunity to resubmit the work product during the next review window with the retest fee waived is the only resolution. The score will not be changed. 
7.
If the appeal is denied, there is no further action or recourse.
8.
The decision of the appeals committee is final. 
D.
CPLP™ Appeal Form
The CPLP™ Appeal Form must be completed and submitted according to the Appeal Guidelines.
1.
Background (Required)
Candidate’s Name: 


Candidate’s ID Number: 


Today’s Date: 


Score Report Date:


Appeal Type:
 FORMCHECKBOX 
 Knowledge exam
 FORMCHECKBOX 
 Work Product Type:   FORMCHECKBOX 
 DL     FORMCHECKBOX 
 DT    FORMCHECKBOX 
 IHP    FORMCHECKBOX 
 M&E     FORMCHECKBOX 
 FOC     FORMCHECKBOX 
 MTLF 
2.
Statement of Appeal (Required)
a. I am appealing my scores due to the following reasons:

	Knowledge Exam
	Work Product Submission

	 FORMCHECKBOX 
 scoring improprieties

 FORMCHECKBOX 
 improper review


	 FORMCHECKBOX 
 scoring improprieties

 FORMCHECKBOX 
 improper procedure

 FORMCHECKBOX 
 improper review

	These are the only reasons that an appeal will be considered.



b. Provide an explanation of the reason for your appeal. (Limit 500 words)

	What score or scores are you challenging specifically? 

     

What is the reason for the score challenge?     
Explain on what grounds you believe the appeal should be granted. If applicable:

Link the work product scoring criteria (see Candidate Bulletin) to the evidence you provided in your work product that you believe satisfied that criteria.



c. Attach a copy of your score report and label it Attachment A.
3.
Supplemental Information (Optional)
(Related to Work Product Submissions only)  If you are appealing a work product submission score; include relevant information with your appeal application. Depending on which scores you are challenging, you might choose to provide a short summary describing your work product (ASTD CI will pull a copy of your actual submission materials if it is required), a copy of your essay responses, or a copy of your Follow On/Challenge Questions and responses. Any supplemental information you provide does not count towards the 500 word limit. Clearly identify that this is supplemental information by labeling it as such.
4.
Submission Instructions (Required)
Submit your written appeal according to the guidelines and deadlines outlined in this document. Send your information to ASTD CI by email to jnaughton@astd.org or by mail to
ASTD Certification Institute (CPLP™)
Attention: Director of Certification
1640 King Street
Box 1443
Alexandria, VA  22313-2043
USA
E. Request for Information: Procedure and Policy 
ASTD CI may deem it necessary to receive additional and specific information before the work product scoring can be completed and scores can be released.   This may be required for several reasons, including but not limited to:  questions about originality of candidate work; clarifications needed on submitted reports and forms; and verifications required for release signatures.

ASTD CI will send the Request for Information to the candidate via email, identifying the deadline for response.  The Request for Information email will also identify the issue(s) requiring this additional information and response.   Only those Requests for Information that provide all required information and documentation and are received by the return deadline will be reviewed by the appeals committee.  Requests for Information that are submitted after the return deadline will not be considered.  Requests for Information that are incomplete will not be considered.

The Request for Information procedure is as follows: 

1.
ASTD CI will send the Request for Information form, along with the response deadline, to the candidate via email.  The response deadline will be 30 days from the date of the email.

2.
ASTD CI will confirm receipt of all Request for Information Forms within five (5) days. ASTD CI will attempt to address all Requests for Information within 30 business days of receipt.  It is the candidate’s responsibility to contact ASTD CI if he or she has not received notification of the outcomes after thirty business days. 
3. 
Request for Information forms that are received after the response deadline will not be considered. The work product submission will be marked as “Inconclusive,” and no scores will be calculated or released.  Candidates must then follow program policies, including remittance of the Retest Fee, to continue with the program.  No exceptions will be made.  

4.  
Request for Information forms that are incomplete will not be considered.  The submission will be marked as “Inconclusive,” and no scores will be calculated or released.  Candidates must then follow program policies, including remittance of the Retest Fee, to continue with the program.  No exceptions will be made.

5.  
Request for Information forms that do not include all required documentation will not be considered.  The submission will be marked as “Inconclusive,” and no scores will be calculated or released.  Candidates will then be required to follow program policies, including remittance of the Retest Fee, to continue with the program.  No exceptions will be made.

6.  
If the completed Request for Information Form and all required documentation are received by the response deadline, the work product scoring will be finalized.  Please note that this rating process has systems in place to ensure that each work product is rated equitably by two independent raters, with arbitration undertaken by a third rater only if the first two raters have substantive disagreements. 

7.  
Upon completion of the scoring process, score reports and notification letters will be mailed to the candidate. 

8.  
The review and scoring decisions of ASTD CI are final.  If a work product is marked “Inconclusive,” this decision is final and cannot be appealed.
F. Sample Request for Information Form 
Each Request for Information Form will be tailored to the specific issue(s) to be addressed by the candidate.  The following sample Request for Information Form provides an example addressing the issue of the originality of a submission.  

	CPLP Work Product 

	Request for Information

	The rating team flagged your CPLP work product. Specifically, they had questions about the originality of your submission. To that end, ASTD CI needs some additional information from you. 

· Please complete this form and submit it to jnaughton@astd.org within 30 days or by the following response date: ______________.

· ASTD CI will evaluate and mail your scores after receiving this form, typically within five business days.

· Contact Jennifer Naughton at jnaughton@astd.org if you have questions. 

Forms and required documentation received after the deadline will not be considered.  Incomplete forms and documentation will not be considered.  See policies for further details.

Thank you for your attention to this matter.  



	1. Contact Information

	Please complete all fields.

	     
	     
	     
	     

	First Name
	Middle Name
	Last Name
	Candidate/Member ID # 

	     
	     
	     
	     
	     

	Address
	City
	State / Prov
	Postal Code
	Country

	     
	     
	     

	Email Address
	Phone
	Fax

	2. Your Role 

	Please briefly describe your role in developing the work product materials. What did you contribute or produce in the work product submission? What did others contribute or produce? Please note that the responses on the form do not need to be many pages in length; we prefer short responses.  

	

	3. Your Work

	Please provide some specific examples that show the originality of your work. Submit the samples you have referenced (including source materials) when you send in this form.  Include the identification of the specific pages within your submission that were your own work as well as the identification of the specific pages within your submission that were developed/designed by others or from off the shelf publications.  Each submission page must be identified as either your own work or work of others/off the shelf.
Example: In my work product submission, my own completely new and original work includes:  pages 1-5; 7-18; 20-37; 39-51; 54-86; and 89-95.  

The pages that were not my own work were:  the Level 2 evaluation (page 6) and the “brand is you” exercise (page 19)which were pulled straight from [name the third party source]. The related slogan activity exercise (page 38), the parking lot facilitation (page 52-53), and the case studies (page 87-88) were designed by others (name the designers) and/or off the shelf publications (provide the source information for each).



	

	

	I certify that above information is true and accurate to the best of my knowledge.  

	
	
	

	Printed Name
	Signature
	Date
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