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1. Introduction

Overview

The handbook provides incoming and current Certificate Applicants with the information
necessary to successfully participate in the program. It is every applicant’s responsibility
to be aware of, and compliant with, the policies of CCL Canada. The applicant should
become familiar with the material pertaining to their certificate program and make certain
that their chosen certificate complies with all policies. Although we have attempted to
include most of the regulations governing the certificate programs, some certificates have
additional requirements and regulations of their own. The applicant also should become
familiar with the policies relevant to their individual certificate program.

CCL Canada reserves the right to make changes to the handbook at any time without
advance notice. These changes may affect such matters as fees, certificate (including the
modification or possible elimination), requirements, policies, rules pertaining to conduct
and discipline, fields or areas of concentration, and other rules and regulations applicable
to the students.

In addition, CCL Canada retains the discretion to act as it deems necessary in
extraordinary circumstances to protect impartiality. For these purposes “extraordinary
circumstances” include, but are not limited to conflict of interest, freedom from conflict of
interests, freedom from bias, lack of prejudice, neutrality, fairness, open-mindedness,
even-handedness, detachment, balance.

Discretionary measures available to CCL Canada may include, but are not limited to,
revoking, or suspending of the certificate. For any comments or questions about the
information found within the Handbook, please contact at info@cclcanada.com
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2. Certification Scope and Requirements

Scope of Certification

Certified Change Management Practitioner (CCMPR) is an expert facilitator and leader in
managing organizational transitions. They are equipped to drive successful change by
using the principles of change management, understanding the complexities of
organizational change, and demonstrating commitment to upholding the standards of
impartiality, confidentiality and integrity.

Certification Title:

“Certified Change Management Practitioner”

(CCMPR)

Eligibility Criteria
The prerequisites are:

e At least 2 years of experience working in a team environment
o University projects (internships, or co-ops, or apprenticeships, or research
work, or stretch assignments)
o Work experience (project work in an organization, or self-owned business,
or stretch assignments, or new to role)
e Minimum bachelor's or equivalent degree

Note: If you do not have a bachelor's degree, a combination of education and experience
may be considered.
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3. Application Process

At CCL Canada, we have streamlined our application process to ensure simplicity,
transparency, and efficiency for individuals seeking certification.

Below is a step-by-step guide to the application process:

Explore Certification Options:
e Visit official website (cclcanada.com) to see the certification programs offered by
CCL Canada.

¢ Review the available certifications to determine the one that aligns with your goals.

Read Eligibility Criteria:
e Review the eligibility criteria for the chosen certification to ensure that you meet
the necessary requirements.

Access Application Form:
e Access the certification application form.
e Complete the application form.

Upload Supporting Documents:

e Upload relevant supporting documents, such as educational certificates, work
experience records, and any other documents specified in the application form.

e Ensure that all uploaded documents meet the specified format and quality
requirements.

Training Exemption

Candidates who have acquired the necessary expertise in change management
independently from a renowned university*, and do not require the training offered by
CCL Canada can take the final examination only.

*): University of Toronto, McGill University, University of British Columbia (UBC), Queen's University, or
University of Alberta are the recommended universities offering such training or courses.

Review and Confirm:

¢ Review the information provided in the application form and attached documents.
e Confirm that all details are accurate before proceeding.

Payment of Application Fee:
e Pay the applicable application fee.
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e A confirmation of payment will be provided upon successful transaction.

Application Submission:

e Submit your completed application form and supporting documents through the
online portal.
e You will receive an acknowledgment of your submitted application.

Application Review:

e Our certification team will thoroughly review your application and supporting
documents to ensure they meet the eligibility criteria.
e You may be contacted for additional information or clarification if needed.

Assessment Process:

e If your application is deemed eligible, you will proceed to the assessment phase.
e Depending on the certification, this may involve training, examinations, or other
relevant assessment methods.

Notification of Training/ Exam Program:

e You will be notified about the training program through email.
e If the training evidence (when applicable) has been duly submitted as deemed,
you will receive an email notification regarding the exam date.

Certification Issuance:;

e Upon successful completion of the training, assessment and examination process,
you will be issued a certification from CCL Canada.

e The successful applicant will be sent a certified person agreement for endorsement
before the certificate.

e The certification will be sent to you electronically.
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4. Examination

Examination Overview

To earn certification as a CCMPR, candidates must complete an examination designed
to assess their knowledge and competencies in change management.

e Scenario-Based Examination
o It includes scenario-based MCQs, covering both training-related content
and general concepts of the change management process.

Passing Criteria

Candidates must

e Achieve a minimum score of 80% in the examination.

Preparing for the Certification Exam

To ensure your success in the certification Exam, adequate preparation is key. Follow
these steps to make the most out of your training and boost your confidence:

CCMPR Course contents:

o CCCMPR course is designed to equip you with the knowledge and skills
needed to excel in change management.

Take Detailed Notes:

o During study session, be an active learner. Take thorough and organized
notes that capture key concepts, strategies, and best practices in change
management. These notes will serve as valuable references when
preparing for the certification Exam.

Engage in Case Scenarios:

o Case scenarios are practical exercises that provide real-world scenarios in
change management. Actively participate in case scenarios during the
training to apply your learning to practical situations. This hands-on
experience will help reinforce your understanding.
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Ask Questions:

o Don't hesitate to seek clarification or additional information. If you have
guestions or need further insights into specific topics, ask for guidance. An
in-depth understanding of the subject matter is crucial for success.

Contribute to Discussions:

o Engage actively in discussions and group activities. Sharing your thoughts
and insights with fellow participants can broaden your perspective and
deepen your understanding of change management concepts.

Collaborate in Group Work:

o Collaborative group work allows you to work with others on projects and
exercises. This teamwork can enhance your problem-solving abilities and
expose you to different approaches to change management challenges.

Remember that your active involvement in the training program will not only enrich your
learning experience but also set you on the path to becoming a certified Change
Management Practitioner. Your dedication to the training and these preparatory steps will
significantly contribute to your success in the certification assessment.
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5. Maintaining Certification:

Adhere to the code of conduct and ongoing requirements outlined for maintaining
your certification.

Engage in recertification processes as per the defined schedule.

Certified individuals must engage in their professional development, accumulating
at least 30 hours of learning through seminars, workshops, self-study, webinars,
online courses on change management etc.

The certificate individuals are the uphold the code of conduct of CCL Canada.

Code of Conduct
The CCMPRs

Uphold the highest standards of professionalism in their interactions with clients,
colleagues, and stakeholders. This includes demonstrating respect, integrity,
impartiality and confidentiality in all Practitioner relationships.

Be aware and mitigate any conflicts of interest, maintain transparency, and act in
the best interests of their clients and organizations.

Prioritize the needs and objectives of their clients.

Maintain clear, open, and honest communication with clients, team members, and
stakeholders throughout the change process.

Operate within the bounds of all applicable laws and regulations.

Respect and safeguard the confidentiality of client data and proprietary
information.

Uphold all requirements as mandated by the CCL Canada.

Compliance with the Certification Program

Certified individuals must comply with all aspects of the certification program, including
recertification, surveillance, and any updates or changes made to the program. This
ensures that you continue to meet the highest standards in your role.
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Continuous Support:

CCL Canada provides continuous support to certified professionals through online
resources, updates, and opportunities for professional development.

Our application process is designed to ensure a fair, transparent, impartial, and
accessible certification journey for individuals aspiring to enhance their professional
credentials with CCL Canada.

For any queries or assistance during the application process, feel free to contact at
info@cclcanada.com

Note: The details of the application process may vary depending on the specific
certification program. Applicants are encouraged to refer to the specific guidelines
provided for each certification.

6. Recertification Process

The process outlines the steps and requirements for the recertification in accordance with
the certification program. The recertification process applies to all certified persons
seeking recertification through the certification body.

Application Submission:

e Certified persons will apply online for recertification.

e The relevant documents including evidence of continued competence (PDUs-
Certificates, Experience letter, Portfolio etc) will be attached.

e The recertification fee will be submitted.

Documentation Review

e The administration will review the submitted documentation to ensure it meets
the recertification requirements.

Recertification

The candidate must pass the CCL Canada updated* examination and must
provide proof of anyone (1) of the following.

e Professional Development: Certified individuals must engage in
continuous professional development, accumulating a 30 number of hours
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of training which may include seminars, workshops, self-study, webinars,
online courses on change management, and training programs to stay
current with evolving change management practices or education in change
management.

e Confirmation of Work Experience: Applicants must provide records of
ongoing work experience in change management to demonstrate their
continued involvement in the field.

" Updated contents of the training materials based on latest trends.

Recertification Decision:

e The candidates must secure passing marks in updated exam will qualify for the
recertification.

Recertification Period
e The recertification will be for the period of 2 years only.
Recordkeeping

e The records of recertification applications, exams, decisions, and any related
communications shall be maintained.

7. Applicant's Rights

Equal Opportunity and Fair Treatment

Applicants have the right to equal opportunity and fair treatment throughout the
certification process. Discrimination based on factors such as race, gender, age etc. is
strictly prohibited.

Access to Certification Information

Applicants have the right to access information related to the certification process,
including the certification program, assessment criteria, and any updates or changes to
the program. Transparency is a key principle.
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8. Duties of a CCMPR

Upholding the Code of Conduct

As a certified professional, you must uphold the code of conduct. This includes
demonstrating ethical behavior, professionalism, and adherence to the highest standards
in your practice.

Continual Professional Development

Certified professionals must engage in ongoing professional development to stay current
with industry best practices and trends. This ensures that your skills and knowledge
remain relevant and up to date.

Reporting Changes in Professional Status

If your professional status changes, such as changes in employment or disciplinary
actions taken against you, it is your duty to report these changes to the certification body.
Failure to do so may result in consequences.

9. Complaint Handling

Receiving, Evaluating, and Decision-Making on
Complaint

The following is the process for receiving, evaluating, and making decisions on complaints
submitted to CCL Canada.

Complaint Submission:

e The complainant completes the official complaint form available on the CCL
Canada website within 15 days of the occurrence of the problem.

Validation of Complaint:

e The complaints coordinator validates the complaint for completeness and
adherence to submission requirements.
e If incomplete, the complainant is notified to provide the necessary information.
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Initial Assessment:

e The complaints coordinator conducts an initial assessment to determine if the
complaint falls within CCL Canada's responsibilities.

e If outside scope, the complainant is guided to alternative channels; otherwise, the
process continues.

Acknowledgment:

e An acknowledgment of receipt is sent to the complainant.

Review and Assignment:

e The validated complaint is reviewed, and personnel without conflicts of interest
are assigned.

e The assigned personnel conduct a thorough, impartial evaluation of the
complaint.

Investigation:

e All relevant parties, including the certified person (if applicable), are involved in
providing information.

e The investigation ensures a comprehensive understanding of the circumstances
surrounding the complaint.

Decision-Making:

e A decision is made by compliant coordinator not involved in the subject of the
complaint to ensure objectivity.

e The approved decision by the CEO is based on findings and recommendations of
the compliant coordinator.

Communication of Decision:

e The complainant is informed of the decision in writing (electronically), providing
details of the resolution or actions taken along with the details of appeal process.

e If the complaint is substantiated, corrective actions and resolutions are
communicated.
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Documentation and Tracking:

e Actions taken in response to the complaint are documented for transparency and
accountability electronically.

e The complaints coordinator ensures accurate tracking and reporting of the
complaint-handling process.

Closure and Feedback:

e Formal notice of the end of the complaints-handling process is provided to the
complainant upon resolution.

e Feedback may be sought from the complainant to assess their satisfaction with
the resolution.

Recording and Tracking:

e The complaints coordinator shall track and record all complaints, including
actions undertaken in response to them.
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10. Appeal Handling

The following is the process for appeal submitted to CCL Canada.

Appeal Submission:
e The appellant completes the official appeal form available on the CCL Canada
website within 15 days of the decision against which the appeal is being made.
Validation of Appeal:

e The complaints coordinator validates the appeal for completeness and adherence
to submission requirements.
e If incomplete, the appellant is notified to provide the necessary information.

Initial Assessment:

e The complaints coordinator conducts an initial assessment to determine if the
appeal falls within CCL Canada's responsibilities.

e If outside scope, the appellant is guided to alternative channels; otherwise, the
process continues.

Acknowledgment:

e An acknowledgment of receipt is sent to the appellant.

Review and Assignment:

e The validated appeal is reviewed, and personnel without conflicts of interest are
assigned for investigation.
e The appellant conducts a thorough, impartial evaluation of the appeal.

Investigation:

e All relevant parties, including the certified person (if applicable), are involved in
providing information.

e The investigation ensures a comprehensive understanding of the circumstances
surrounding the appeal.
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Decision-Making:

e A decision is made by compliant coordinator or designated person who is not
involved in the subject of the complaint to ensure objectivity.

e The approved decision by the CEO is based on the findings and recommendations
of the compliant coordinator or designated person.

Communication of Decision:

e The appellant is informed of the decision in writing (electronically), providing details
of the resolution or actions taken.

e If the appeal is substantiated, corrective actions and resolutions are
communicated.

Documentation and Tracking:

e Actions taken in response to the appeal are documented for transparency and
accountability electronically.

e The complaints coordinator ensures accurate tracking and reporting of the
appeal-handling process.

Closure and Feedback:

e Formal notice of the end of the appeal-handling process is provided to the
appellant upon resolution.

e Feedback may be sought from the appellant to assess their satisfaction with the
resolution.

Recording and Tracking:

e The complaints coordinator shall track and record all appeals, including actions
undertaken in response to them.
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11. Fees

Certification Fees

Certification involves fees that cover the cost of assessments, surveillance, and
administrative expenses. Ensure you understand the fee structure and payment
requirements.

Fee Structure
The fee structure is as follows

Sr. Type Amount
1 | Training and Examination Fee (Including course material, $495/-"

refreshments and meals, pre-training info session, and

examination)

2 | Examination Only -- without taking CCL Canada training $295/-"

3 | Recertification Fee (Examination Fee) $210/-"
* All taxes are excluded in these transactions and shall be paid by applicants.

Payment Methods and Schedule

The payment can be done by registering online from our website www.cclcanda.com. For
any query regarding the payment method, please feel free to contact at
info@cclcanada.com

This handbook serves as your comprehensive guide to the change management
certification process. It is your responsibility to read, understand, and comply with the
requirements and expectations outlined herein. We wish you success in your journey to
becoming a certified change management professional.
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12. Annexure

Application Form

Change Management Practitioner Certification
Application Form

https://cclcanada.com/apply-now/

Applicant Information:

First Name: Middle Name: Last Name:

Mailing Address:

City: State/Province: Postal Code:
Email Address: Phone:
Emergency Contact: Emergency Phone:

Certification Scope:
O Desired Certification: Certified Change Management Practitioner

Eligibility Criteria

1. At least 2 years of experience working in a team environment

« University projects (internships, or co-ops, or apprenticeships, or research work, or
stretch assignments)

» Work experience (project work in an organization, or self-owned business, or
stretch assignments, or new to role)
2. Minimum bachelor's or equivalent degree

e Upload Proof of Minimum 2 years of experience working in a team environment
e Upload Proof of education

Choose one that applies.

O | have verifiable proof of Minimum 6 hours of hands-on training of change
management or equivalent education from a renowned institute. Therefore, | will
only appear in the examination. (when checked)
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o Upload proof of Minimum 6 hours of training on hands-on change
management or equivalent education from a renowned institute (applicable
for applicants without training)

O 1 will be taking the training
O 1 am currently enrolled in a training/course from a renowned university/institute.
(when checked)

o Please provide proof of completing the training within six months via

email.

Choose the timeline of Your Training/Exam
Select Month Select Day Select Year

Applicant's Agreement: By submitting below, I, acknowledge and agree to the following
terms and conditions by CCL Canada:

O | agree to comply with the Change Management Practitioner certification
requirement.
| declare that the information provided in this application is accurate and complete.
| accept to declare any reasonable request for accommodation of special needs
during the certification process. Please contact us at info@cclcanada.com .
| hereby confirm that confidential information acquired through CCLC training and
exams will not be disclosed either directly or indirectly.
| have read and understood the Applicant Handbook and public information and
will comply with it.

0 O OO0

If you have any questions or need assistance with your application, please contact our
certification support team (info@cclcanada.com)

Submit (button)
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Recertification Application Form

Change Management Practitioner Certification

Application Form

Applicant Information:

First Name: Middle Name: Last Name:
Mailing Address: Previous Certificate Number:
City: State/Province: Postal Code:
Email Address: Phone:

Emergency Contact: Emergency Phone:

Certification Scope:
O Desired Certification: Certified Change Management Practitioner

Supporting Information
Please attach the following supporting documentation

e Proof of 30 Hours of professional development: Change Management
seminars/workshops/self-study/webinars/online courses/training.
Upload Proof of 30 Hours of professional development

OR
e Confirmation of Work Experience: Proof of ongoing work experience in change
management
Upload Proof of Work Experience

Choose the timeline of Your Exam
Select Month Select Day Select Year

Applicant's Agreement: By submitting below, |, acknowledge and agree to the following
terms and conditions by CCL Canada:
U | agree to comply with the Change Management Practitioner certification
requirement.
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O | declare that the information provided in this application is accurate and complete.

U | accept to declare any reasonable request for accommodation of special needs
during the certification process. Please contact us at info@cclcanada.com .

U | hereby confirm that confidential information acquired through CCLC training and
exams will not be disclosed either directly or indirectly.

U | have read and understood the Applicant Handbook and public information and
will comply with it.

If you have any questions or need assistance with your application, please contact our
certification support team (info@cclcanada.com)

Submit (button)
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Change Management Practitioner Certification

Complaint/Appeal Form

To lodge your complaint, please complete the following application form. This form will
help us identify you and your complaint scope.

Complainant Information:

First Name: Middle Name: Last Name:

Mailing Address:

City: State/Province: Postal Code:
Email Address: Phone:
Emergency Contact: Emergency Phone:

Date of Incident:

Date of Incident:

Nature of Complaint/Appeal:
O Certification Process
Examiner Conduct
Exam Content
Customer Service

a
a
a
U Other (Specify):

Describe your Complaint:

Attach supporting document (if any)
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Complainant Agreement: By signing below, I, the undersigned applicant, acknowledge
and agree to the following terms and conditions by CCL Canada:
e | agree to comply with the Change Management Practitioner certification
requirement.
e | declare that the information provided in this complaint application is
accurate and complete.

Once you have completed this form and attached the required supporting information,
please submit it to the certification body through the website.

We look forward to assisting you on your certification journey and ensuring that you have
the best opportunity for success. If you have any questions or need assistance with your
application, please contact our certification support team (info@cclcanada.com).

The employees and the certificate holders of CCL Canada will

e Uphold the highest standards of professionalism in their interactions with clients,
colleagues, and stakeholders. This includes demonstrating respect, integrity,
impartiality and confidentiality in all Practitioner relationships.

e Be aware and mitigate any conflicts of interest, maintain transparency, and act in
the best interests of their clients and organizations.

e Prioritize the needs and objectives of their clients.

e Maintain clear, open, and honest communication with clients, team members, and
stakeholders throughout the change process.

e Operate within the bounds of all applicable laws and regulations.

e Respect and safeguard the confidentiality of client data and proprietary
information.

e Uphold all requirements as mandated by the CCL Canada.

Submit (button)
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