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The CCAP Candidacy Guide is a publication of the National Community Action Partnership. The Guide and the CCAP Program are the
property of NCAP, and all rights are reserved.
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2023-2024 CCAP PROGRAM DATES

New Candidates

DATE EVENT e
LINK
October 31, 2023 | Enrollments for starting candidacy in 2024 must be submitted & paid for. 5
Nov 30, 2023 Study Guide released for 2024 Online Proctored Examination. 7
Nov - April Candidate opportunity period to study for Online Examination. 4
March 6, 2024 Webinar for new Candidates planning to take the Online Proctored Exam. N/A
April 5, 2024 Intent to Participate in 2024 Online Proctored Examination due to NCAP. 7
April 10, 2024 Webinar for new Candidates planning to complete the Topic-based, N/A
Independent Assignment.
April 15, 2024 Online Exam Candidates must have accessed Practice Exam at least once. 8
April 17, 2024 2024 Online Proctored Examination. 7
May 10, 2024 Individual results of Online Proctored Examination provided to candidates. 8
May 13, 2024 Intent to Participate in 2024 Topic-based, Independent Assignment due to 8
NCAP.
May 15, 2024 2024 Topic-based, Independent Assignment & Study Guide released by 8
NCAP.
May 31, 2024 2024 Topic-based, Independent Assignment due to NCAP. 8
July 1, 2024 Online application opens for candidates enrolling for 2025-2028 period. 5
July 12, 2024 Individual results of Topic-based, Independent Assignment provided to 8
candidates.
July 12, 2024 New CCAPs for 2024 confirmed by CCAP Commission & candidates notified. 8
Date TBD New CCAPs for 2024 recognized at NCAP’s Annual Convention in Seattle. N/A
Sept. 18, 2024 Webinar: How to Enroll & What to Expect as a CCAP Candidate. N/A
October 31, 2024 | Enrollments for starting candidacy in 2025 must be submitted and paid for. 5
Nov 30, 2024 Study Guide released for 2025 Online Proctored Examination. 7
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INTRODUCTION

ABOUT CCAP

Created in 1993, the National Community Action Partnership's (NCAP) Certified Community Action
Professional (CCAP) credential recognizes individuals who have demonstrated knowledge and
application of the core competencies required to effectively carry out the vision, mission, purpose,
and values of the Community Action movement. The CCAP program positions the Community Action
Network to serve the best interests of people living with low-income or experiencing poverty. The
program:

—

e Transmits the vision and values of the Community Action Y
movement from one generation to the next. O u Can

e Guides individuals towards effective leadership within
Community Action. get there.

e Solidifies Community Action as a true calling.
e Recognizes and elevates the professional status of those who
earn the CCAP credential.

e Embodies the Promise of Community Action. We Want to
Earning the designation of Certified Community Action Professional h e I p .
is both challenging and rewarding. Being a CCAP distinguishes you as
a qualified, capable leader while at the same time lending increased
credibility to the noble and deserving efforts of our entire
Community Action movement. You can get there, and we want to help!

CCAP is peer-based, meaning it is designed, evaluated, and managed by CCAPs, professionals who
know and understand the distinct nuances of Community Action, rather than individuals from outside
the Network.

COMMUNITY ACTION BODY OF KNOWLEDGE

The certification process assesses and measures a candidate’s knowledge and ability to apply that
knowledge in the following five categories, catalogued as the Community Action Body of Knowledge
(BoK):
1. The History of the Community Action Movement
Vision and Values of the Community Action Movement
Community Action Agency Traditional Management Skills
Leadership in Community Action
Theories: Causes of Poverty and Strategies to Address the Causes

e wnN
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PREPARING TO BECOME A CCAP

Feeling uncertain about your readiness or just don’t know where to start? Rest assured that you
are not alone. The CCAP Commission and staff at NCAP are eager to answer your questions and
help you as you prepare for Certification. The suggestions below are from those that have made
the journey and are committed to helping others succeed.

1) Fully Understand Your “Why” — Give yourself the gift of dedicated time to think about why you
want to attain the CCAP credential. Articulate what it will mean to you personally, and also
identify how being professionally credentialed will help you pursue your professional goals.
Clarifying your goals will help you gain support for your candidacy and stay on track.

2) Talk to GCAPs — Over 800 active CCAPs share an ethical commitment to helping you succeed.
Tap into their knowledge for advice and an understanding of what becoming and being a
CCAP has meant to them. If you'd like to take a more formal approach, NCAP’s CCAP Team
can suggest CCAP Mentors that share their experience and advice.

3) Build Your Local Support Team — The journey to becoming a CCAP is best experienced with the
support of leaders and co-workers at your organization. Talk with your CEO, or if you are an
Executive Director, talk with your Board Chair. Share your vision with your colleagues and ask
for their support for your candidacy. Knowing who shares your enthusiasm will help you stay
committed and identify those who will provide references for your application.

4) Read The Community Action Body of Knowledge (BoK) — This document outlines, in under 10

pages, the core competencies required to be a successful steward of the Community Action
mission, legacy, and promise. The CCAP Exam process is rooted in the Bok. Thoughtful
consideration of your knowledge, skills, and experience as they relate to the BoK will help you
identify where you need to deepen awareness or skill to be prepared for the examination.

5) Craft Your Learning Plan — I1dentify your goals for expanding your knowledge, and your ability to

apply that knowledge, within the five sections of the BoK. Outline the training, coaching or
experience you will pursue and the sources you will access. Consider, for example, how
participation in one of the many CCAP Study Groups available might help hone your
knowledge in targeted ways.

6) Define Your Timeframe & Commit to |t — CCAP candidates have three years to pass the CCAP

Examination process. Additionally, candidates have the flexibility to decide the order in which
they will complete the required components of the process. Thinking about the steps you
want to take, and when you want to take them, allows you to confidently plan for success.

1) Enroll as a CCAP Candidate — This guide will explain how to take that first, formal step to
earning professional recognition as a Certified Community Action Professional.
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ENROLLING AS A CCAP CANDIDATE

WHO CAN ENROLL
Upon enroliment candidates are required to:
1. Be employed in the Community Action network. (There is no required minimum or
maximum length or employment term.)

2. Sign the Community Action Code of Ethics.
3. Have the support of their Board Chair, or CEO/Executive Director.
4. Have the support of two other professional colleagues of the applicant’s choosing.
5. Pay the certification fee. (See chart below)
WHERE TO ENROLL

Enrollments occur through NCAP’s online Member Portal. Detailed instructions for completing the
online application can be found on the Member Portal log-in page under the “How to Guides” tab
located at the top of the page.

To complete an enrollment, individuals will need the contact information, including email addresses,
for their 3 required references and a method of paying the enroliment fee.

WHEN TO ENROLL

Enrollment is open from July 1t through October 31° each year.

Applicants enroll in the calendar year before they initiate exam processes. For example, an applicant
that wants to begin CCAP examination processes in 2025 will enroll between July 1 and October 31 of
2024.

LENGTH OF CANDIDACY

Once enrolled, candidacy lasts for a three-year period beginning on the date the enrollment fee is
received by the National Community Action Partnership. For example, an applicant that submits a
completed enrollment to NCAP in October 2024 will conclude their 3-year candidacy period in
October 2027.

Candidates that do not complete the requirements to achieve the CCAP credential within their 3-year
candidacy period are welcome to re-enroll for a new 3-year period. In such cases, the CCAP
Commission will recognize and carry forward credit for the Candidate’s previous, successfully
completed examination components.

GROUP ENROLLMENTS

Some agencies choose to enroll more than one candidate at a time and some State Associations or
State CSBG offices purchase a group subscription making enrollments available to member agencies.
If you have questions about how this might apply to you, contact the CCAP team at NCAP,
ccap@communityactionpartnership.com.
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https://cap.users.membersuite.com/home
mailto:ccap@communityactionpartnership.com?subject=CCAP%20Candidacy%20or%20Enrollment%20Inquiry

If you are part of a group enrollment subscription, your group's coordinator will provide you with
instructions and a payment code to use when you complete your online application.

All group enrollment codes must be redeemed, with a timely filed application, within 12 months of
the purchase date. Enrollments codes will expire and cannot be refunded or re-activated.

ENROLLMENT FEES

The CCAP enrollment fee is S600 per person. With group enrollments subscriptions, each fourth
candidate is enrolled free of charge.

Number of Candidates Individual Cumulative
One Candidate $600 $600
Two Candidates S600 $1,200
Three Candidates S600 $1,800
Four Candidates FREE $1,800
Five Candidates S600 $2,400
Six Candidates S600 $3,000
Seven Candidates S600 $3,600
Eight Candidates FREE $3,600

Organizations with multiple
CCAPs on staff say
thelr agencies experience

stronger teamwork,
greater attention to mission,
& Improved staff morale.
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CERTIFICATION EXAMINATION PROCESS

PURPOSE OF THE EXAMINATION

The CCAP designation is earned by those who have successfully demonstrated core competencies in
Community Action. As such, the examination assesses two primary factors: (1) your knowledge in the
five areas of the Community Action Body of Knowledge (BoK), and (2) your ability to successfully
apply your knowledge in real world situations. The more knowledgeable and skilled you become with
the topics and practices included in the BoK, the better your chances of achieving certification.

EXAMINATION COMPONENTS

The CCAP examination process consists of two components. There is a proctored, online examination
and a topic-based, independent assignment. CCAP Candidates decide the order in which they will
engage in each component. That is, one does not have to come before the other. Candidates are
required to pass both examination components within their three-year candidacy period. If your
three-year candidacy period ends before passing both components, you may enroll in a new three-
year candidacy period.

The Proctored, Online Examination

e The proctored examination component is administered virtually and is generally held on the
third Wednesday in April.

e To be assigned to a proctor and participate in the April exam, eligible candidates will be
required to notify NCAP of their intent to participate. The CCAP Team will email all eligible
candidates a link to officially sign-up to take the exam.

e The proctored examination contains two sections, and up to four hours are allotted to
complete the examination.

o Section 1: Objective questions covering all sections of the BoK.

o Section 2: Essay questions, including case study challenges based on a fictional CAA
called New Hope.

o Questions regarding the History of the Community Action Movement, (Section A of the
BoK), are designed to test understanding and knowledge of key, defining aspects of the
Network’s past. Candidates will need to know certain facts to correctly answer such
questions.

o The remaining objective and essay questions, comprising the majority of the
examination, are designed to test understanding of concepts and application of
knowledge rather than to test memorization of facts.

e A Study Guide for the current year’s exam, and the current year’s New Hope Case Study, are
uploaded to the CCAP page on the NCAP website annually in November.
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e Candidates are assigned an ID and Password to access a brief (ten-question) “Practice Exam”
to become familiar with logging on to the site and navigating the internet-hosted exam. Prior
to taking the exam, Candidates must access the Practice Exam at least once using the same
computer and internet connection they plan to use on exam day.

e Completed, proctored exams are evaluated by the CCAP Commission and candidates are
informed of results by email, generally before or during the second week in May.

The Topic-based, Independent Assignment

The independent assignment component of the examination involves the candidate preparing
responses to two questions, allowing candidates to demonstrate their knowledge and ability to apply
concepts from the BoK. Candidate responses to each question must be between 250 and 750 words.

The assignment will identify a topic: a specific, emerging approach/strategy to promoting social and
economic mobility. Candidates are directed to frame their responses around the topic’s relationship
to Community Action vision and values, and examples of real-world applications of the approach in
the work of Community Action. The specific topic for the assignment is selected annually by the CCAP
Commission.

e To be assigned to an evaluation team and participate in the May, Topic-based, Independent
Assignment, eligible candidates will be required to notify NCAP of their intent to participate.
The CCAP Team will email all eligible candidates a link to officially sign-up to participate in this
part of the examination process.

e Candidates will be given topical resource materials (a study guide), on which to reflect. The
resource materials will contain the minimum detail necessary to prepare an informed
response.

e Specific information for the written assignment component is released in mid-May and the
candidate's submission is due to NCAP within 15 calendar days. As a Candidate, you are
encouraged to use the time to review the materials provided, form ideas and opinions based
on your own knowledge and experiences in Community Action, and craft a thoughtful written
response. You are also encouraged to ensure your response is professionally presented and
represents your best work on behalf of Community Action.

e Candidates are required to submit with their written assignment a signed, personal
attestation that the product is the Candidate’s original work.

e Candidates’ Independent Assignments will be evaluated and NCAP’s CCAP Team will notify
candidates of their results in mid-July.
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CCAP CERTIFICATION PROCESS

Enrollment is valid
ENROLLMENT
forup to 3 years
Enroliment for ensuing 3yr period opens annually July 1
& concludes October 31 (6 months prior to start of annual exam process)

Candidates are expected to

. pass both parts of the
» Candidate Selects the Next Step That is Right for Them CCAP Exam process within

the 3 yr period, or enrollin
a new 3 yr candidacy.

Online Independent Writing topic

Administered » ol - o e released early
5 WEGE Gy Proctored 2 Submission ey \A!rltlng Wpe-Bssigmmaeit
in April Exam {Scores released Is Scored (Scores released CUETOQIUEU due within 15 days

early May) mid-uly)

Candidate Selects Their Status

CCAP
Pe i Passing Score on ACHIEVED
2 Ex. arts Parts 2 of 2 Exam Parts Recognition at AC
T . (Aug/Sep)

2024 TRANSITION PERIOD

1) Any current Candidate who has previously submitted a CDF is automatically considered to have sufficient points on their CDF.
2) Anyone who has previously submitted a 300+ ESP auto qualifies to sit for proctored Exam & does not have to participate in the writing assignment.
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TERMS AND DEFINITIONS

TERM/ACRONYM EXPLANATION/DEFINITION
CCAP Certified Community Action Professional
NCAP National Community Action Partnership

CCAP Commission

The oversight body for the Certified Community Action Professional Program.
Appointed by the NCAP Board Chair.

Community Action Body
of Knowledge (BoK)

The curated collection of topics deemed essential for a Community Action
professional to know and skillfully apply in order to successfully carry out the
mission, vision and values of the Community Action movement.

Member Portal

NCAP’s online customer relations management platform accessible at
https://cap.users.membersuite.com/home.

Code of Ethics

The 6 Ethical Standards by which all those engaged in and representing the
Community Action Network are expected to adhere.
https://communityactionpartnership.com/code-of-ethics-2/

CCAP Team at NCAP

Professional staff employed by NCAP and dedicated to administering and
facilitating the CCAP program. CCAP@CommunityActionPartnership.com

Proctored Exam

The online, proctored examination component of the certification process.

Component
Independent Exam The independently produced, topic-based questions to which candidates must
Component respond.
A detailed reference list of information sources from which examination
guestions are written and evaluated. Study Guides define precise documents
Candidates should review, including specific chapters and pages. Study Guides
Study Guide change from year to year as questions on the proctored exam change each

year, and, the topic for the written assignment changes each year. Study
Guides are issued by NCAP and published on the CCAP webpage in November
and May.
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