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Purpose of TEC
Updated: Sept. 2024
Council Structure:
The Council will be organized with 8 members familiar with each of the three NCDA Training Programs:

1. School Career Development Advisor (SCDA) Training Registry Member
2. Career Practitioner Supervision (CPS) Training Registry Member
3. Facilitating Career Development (FCD) Training Master Trainer
4. FCD Instructor
5. FCD Practitioner
6. Three At-Large Registry Members representing various NCDA membership specialty groups and other areas of interest to the council
Subject Matter Experts may be added to the council as required by new training program initiatives.
If the council determines that additional members are required to operate efficiently, they may approach the Board for approval to add members.
Selection Process for new Council Members:
As positions are open, the TEC will be advertised via the NCDA website.  Applications will be received by the NCDA Staff liaison to the TEC and will be distributed to a selection group including:
· NCDA President
· Board Liaison to the TEC
· NCDA Staff Liaison
· Chair of the TEC
· One additional unbiased NCDA Board Member selected by the President

They will forward their recommendation to the Board for Approval.  

In future years, the TEC members will recommend a Chair and Chair-Elect to lead the Council.  Each term is one year. That recommendation will go to the NCDA Board for approval.
Terms: 
Each position will be a 3-year term.  Each member may serve up to 2 consecutive 3-year terms (total of 6 years).  After that time, a 5-year absence is required before one can reapply for the TEC.  The rotation starting in 2018-19 will be:


Advertise for New Positions each spring. Current terms are listed below.
· FCD Practitioner Rep (2022-2025)
· FCD Instructor Rep (2023-2026)
· FCD Master Trainer (2023-2026)
· School Career Development Advisor Rep (2024-2027)
· Career Practitioner Supervision Rep (2023-2026) 
· 3 At Large Reps (2023-2026 and 2024-2027)
· Board Liaison (2024-2025)
Skills, Experience, and Knowledge Required:
Training Program Reps
· Member of the registry associated with the position; actively teaching the training program with thorough understanding of its competencies, protocols, and audiences
· Must hold the credential associated with the position sought
· Understanding and experience of group work and independently motivated to complete volunteer work as assigned
· Must be able to advocate and market associated training program (working information tables, conducting presentations, acting as SME for the training)
At-Large Reps
· Must have experience with appropriate work setting 
· Must have been a trainer in at least one NCDA Training Program and hold one or more NCDA credential
· Must have familiarity with NCDA Training Programs, competencies, protocols, and audiences
· Understanding and experience of group work and independently motivated to complete volunteer work as assigned
· Must be able to advocate and market associated training program (working information tables, conducting presentations, acting as SME for the training)

See Appendices for TEC Application Form.


Expectations of TEC Members
1. Program Oversight:
· Provide comprehensive oversight and advisement for NCDA’s training programs, including Facilitating Career Development (FCD), Career Practitioner Supervision (CPS), and the School Career Development Advisor (SCDA) Training Programs.
2. Continuous Improvement:
· Regularly assess and update the training programs to ensure they meet current industry standards and best practices in career development.
3. Collaborative Decision-Making:
· Engage in virtual/live collaborative discussions with other TEC members, NCDA Credentialing Commission and the NCDA Board of Directors to make informed decisions about program directions and improvements.
4. Active Participation:
· Actively participate in all virtual or live council meetings, discussions, and related activities. This includes attending scheduled meetings, contributing to discussions, and completing assigned tasks.
5. Rotation and Succession:
· Acknowledge the rotational nature of the council, understanding that a minimum of 2 members will rotate off each year, with the expectation that new members will be integrated smoothly into the council.
6. Term Commitment:
· Commit to serving a full 3-year term on the council, with the understanding of the roles and responsibilities that come with the position.
7. Training Program Advocacy:
· Advocate for and promote the NCDA’s training programs within the career development community, helping to increase program visibility and participation.
8. Ethical Standards:
· Adhere to high ethical standards in all actions and decisions related to TEC responsibilities, ensuring integrity in the council’s work.
9. Strategic Planning:
· Contribute to the development and implementation of strategic plans for the advancement and expansion of NCDA’s training programs.
10. Feedback Integration:
· Collect and integrate feedback from program participants, instructors, and stakeholders to enhance the quality and effectiveness of the training programs.

These expectations will help ensure that the TEC members are aligned with the NCDA’s mission and goals for career development training

New Member Orientation
1. Welcome and Introduction
· Welcome Message: Introduction by the Chair of the TEC or a senior NCDA Board Member.
· Council Overview: Brief history and purpose of the TEC, including its formation in 2002 and its role within the NCDA.
2. Overview of NCDA and Its Training Programs
· NCDA Mission and Vision: Explanation of the NCDA’s overall mission, vision, and strategic goals.
· Training Programs Overview: Detailed description of the key training programs under TEC’s purview:
· Facilitating Career Development (FCD)
· Career Practitioner Supervision (CPS)
· School Career Development Advisor (SCDA)
· Program Objectives: Explanation of the objectives and intended outcomes of each program.
3. Roles and Responsibilities of TEC Members
· Council Member Expectations: Review the expectations and duties of TEC members, including oversight, collaboration, advocacy, and commitment to a 3-year term.
· Meeting Schedule and Attendance: Overview of the regular meeting schedule, attendance expectations, and participation requirements.
· Rotation and Succession Planning: Explanation of the rotation policy, with a minimum of 2 members rotating off each year.
4. Strategic Initiatives and Current Projects
· Current Projects: Introduction to ongoing projects, initiatives, and focus areas for the TEC.
· Strategic Goals: Overview of the TEC’s strategic goals and how new members will contribute to achieving them.
5. Orientation to TEC’s Governance and Operations
· Council Structure: Explanation of the TEC’s organizational structure, including roles of the Chair, Co-Chair, and other key positions.
· Decision-Making Process: Overview of the decision-making process within the council, including voting procedures, consensus-building, and conflict resolution.
· Documentation and Reporting: Introduction to key documents, reports, and resources used by the council, including minutes from previous meetings, strategic plans, and program evaluations.
6. Collaboration with NCDA and External Stakeholders
· NCDA Board Interaction: Explanation of how the TEC collaborates with the NCDA Board of Directors.
· External Stakeholders: Introduction to key external stakeholders, partners, and organizations that interact with the TEC.
7. Resources and Support for New Members
· Training and Development: Information about any additional training or development opportunities for TEC members.
· Mentorship Program: Introduction to a mentorship program where new members are paired with experienced council members for guidance and support.
· Resource Library: Access to a library of resources, including past reports, training materials, and relevant publications.
8. Q&A and Open Discussion
· Questions from New Members: Opportunity for new members to ask questions and clarify any doubts.
· Discussion: Open floor for discussion on any immediate concerns or suggestions from new members.
9. Next Steps and Integration
· Next Meeting Preparation: Briefing on what new members need to prepare for the next TEC meeting.
· Integration Plan: Outline of the integration process, including a timeline for new members to get fully involved in ongoing projects and council activities.
10. Closing Remarks
· Final Words from the Chair: Encouragement and motivational remarks to inspire new members as they begin their term on the TEC.
· Networking Opportunity: Informal networking session for new members to meet and connect with existing council members.
This orientation plan ensures that new members are well-informed, supported, and ready to contribute effectively to the TEC’s mission and goals.
 
Policy for Planning NCDA Sponsored Training Programs 

When NCDA sponsors training in which Master Trainer (MT) Preceptors are paid or revenue is shared with NCDA, participant applications must be evaluated by a minimum of 3 objective, un-related reviewers in consultation with the selected instructor(s).  The 3 reviewers should be selected from the following roles:  
· SCDA Instructor Training: CSCDA Commissioner; SCDA Rep on the TEC, TEC Board Liaison, CSCDA reviewers
· FCD Master Trainers Workshop: CCSP Commissioner; FCD Rep on the TEC, TEC Board Liaison, CCSP Reviewers
· Career Practitioner Supervision Instructor Training: CCSCC Commission, CPS Rep on the TEC, TEC Board Liaison and CCSCC Reviewers

A similar policy should be adopted as new Training Programs are added to the NCDA TEC list.  

Applications for selecting MT Preceptors for NCDA sponsored trainings:  

The TEC has developed a process for selecting MT Preceptors for all NCDA sponsored trainings, which includes an application or request for proposals process. The process should include a rubric to use in the evaluation process (attached). The relevant NCDA trainings may include but are not limited to FCD Master Trainer Workshops, Supervision Trainings, and SCDA Instructor Trainings. 

For a training to be placed on the annual Planning Calendar, a TEC request must go to the Board and must be approved.  These requests should come from the TEC, in their Annual Plan of Work, each September.  With approval, the board can plan appropriate revenues, expenses, and adequate staff in the annual budget.  
The following information must be included in a board request:
a. Title of the Training, Suggested date and location
b. Written RFP announcement/application criteria to be release to the (Registry or Membership) for identifying the experts sought to conduct the training
c. Timeline of RFP, who reviews the applications, and rubric for selection
d. Budget (Headquarters can help develop) including training revenue/expenses (i.e. trainer compensation, materials costs, what % is retained by NCDA, price of staff if applicable)



	Master Trainer Preceptor Application Rubric


	
	Unsatisfactory-0
	Needs Improvement-1
	Proficient-2
	Exemplary-3

	Level of Instructional Experience (Instructor Training) 
	

Has not taught a course within the past 18 months.
	

Has not taught a course within the past 12 months. 
	

Has taught a course within the past 12 months.
	

[footnoteRef:1]Has taught a course within the past 6 months.  [1: ] 


	Post-Course Completion Evaluations
	The instructor did not receive overall satisfaction ratings of “strongly agree” or “agree” on at least 50% of their post-course evaluations.
	The instructor did not receive overall satisfaction ratings of “strongly agree” or “agree” on at least 60% of their post-course evaluations.
	The instructor received overall satisfaction ratings of “strongly agree” or “agree” on at least 70% of their post-course evaluations.
	The instructor received overall satisfaction ratings of “strongly agree” or “agree” on at least 80% of their post-course evaluations. 

	Personal Statement of Interest 
(500 words max.) 
	The personal statement was missing or did not align with the mission and values of the TEC. The applicant failed to articulate (in at least 1 area) an interest in promoting the best interests of NCDA and the career development profession.

	The personal statement somewhat aligned with the mission and values of the TEC. The applicant articulated (in at least 1 area) an interest in promoting the best interests of NCDA and the career development profession.
	The personal statement somewhat aligned with the mission and values of the TEC. The applicant articulated (in at least 2 areas) an interest in promoting the best interests of NCDA and the career development profession.
	The personal statement aligned with the mission and values of the TEC. The applicant clearly articulated (in at least 3 areas) an interest in supporting and promoting the best interests of NCDA and the career development profession. 



Has the applicant completed the NCDA Master Trainer Course? _____ YES  _____ NO
Application Reviewed By: ______________________________________     Date: __________________________



Appendix



TEC Solicitation and Application Form
[date]
TO:	NCDA Master Trainers, NCDA Instructors, NCDA FCD/SCDA/CPS Completers, and NCDA Credential Holders
FROM:		Mary Ann Powell, NCDA Special Projects Director
SUBJECT:	NCDA Training and Education Council – Seeking Applicants for Open Positions
The National Career Development Association is seeking applicants to fill three open positions on the NCDA Training and Education Council (TEC). Below is the NCDA Training and Education Council Application Form and supporting documentation.
The Training and Education Council is responsible for oversight and advisement of NCDA’s current training programs including Facilitating Career Development (FCD), Career Practitioner Supervision (CPS), and School Career Development Advisor (SCDA) and any such future training curricula approved by the NCDA Board.
Applications will be accepted until [date] at midnight Eastern Time. The individuals selected for the TEC will be notified by [date]. We encourage individuals from diverse backgrounds to apply for these open positions. 
The term of office for these open positions will require board approval and will begin October 1, [year] through September 30, [year]. A required meeting is planned for February or March [year] at a location to be determined. An additional meeting will be scheduled during the [year] NCDA Global Career Development Conference in [location]. The selected individuals will also be invited (but not required to attend) the TEC Meeting on [date] to the [year] NCDA Global Career Development Conference in [location]. It is required that TEC members attend all meetings during their tenure. The TEC will also meet throughout the year via periodic conference calls. 
We hope you will consider submitting your application to serve on the NCDA TEC. If you have any questions, please do not hesitate to contact Mary Ann Powell at (918) 663-7060 or email mpowell@ncda.org.




National Career Development Association
Training and Education Council (TEC)
The National Career Development Association is currently seeking applicants to serve on the Training and Education Council (TEC). The TEC is responsible for initiating new ideas, implementing those ideas and communicating with the specific group each member represents. Activities include travel to a yearly meeting in February or March and attendance at the annual NCDA Global Career Development Conference, periodic conference calls, and communication via e-mail. TEC members are expected to serve on special projects and special work groups as needed.
The TEC consists of 8 individuals serving a minimum 3-year term. The following outlines the Training and Education Council and its rotation schedule.
The Council will be organized with 8 members familiar with the three current NCDA Training Programs:
· [update open positions]

·  School Career Development Advisor (SCDA) Training Representative 
3-year term; October 1, 2024 – September 30, 2027
· (3) At-Large Representatives
A total of three At-Large Registry Members representing various NCDA membership specialty groups and other areas of interest to the TEC 
3-year term; October 1, 2023 – October 30, 2026 and October 1, 2024 – September 30, 2027

· Career Practitioner Supervision Training Representative 
3-year term; October 1, 2023 – September 30, 2026
· Facilitating Career Development (FCD) Training Master Trainer Representative
2-year term; October 1, 2023 – September 30, 2026
· Facilitating Career Development Instructor Representative
3-year term; October 1, 2023 – September 30, 2026 

· Facilitating Career Development Practitioner Representative
3-year term; October 1, 2022 – September 30, 2025
Terms: 
Each position will be a 3-year term.  Each member may serve up to 2 consecutive 3-year terms (total of 6 years).  After that time, a 5-year absence is required before one can reapply for the TEC.  
General Guidelines for Representatives
Training Program Reps
· Must be a trainer or participant in appropriate NCDA Training Program. 
· Member of the registry associated with the position; actively teaching the training program with thorough understanding of its competencies, protocols, and audiences.
· Must hold one or more NCDA credentials. 
· Understanding and experience of group work and independently motivated to complete volunteer work as assigned.
· Must be able to advocate and market associated training program (working information tables, conducting presentations, acting as SME for the training).
At-Large Reps
· Must be a trainer or participant in at least one NCDA Training Program. 
· Must hold one or more NCDA credentials.
· Must be familiar with NCDA Training Programs, competencies, protocols, and audiences.
· Understanding and experience of group work and independently motivated to complete volunteer work as assigned.
· Must be able to advocate and market associated training program (working information tables, conducting presentations, acting as SME for the training).
Additional Liaisons
· NCDA Board Member Liaison
· NCDA Staff Member

The Council application forms must be emailed, and date stamped by [date] (midnight Eastern Time) to be considered. Notifications will be sent to all applicants no later than [date].
Additional comments and questions regarding the NCDA TEC can be directed to Mary Ann Powell, NCDA, 305 North Beech Circle, Broken Arrow, OK 74012, ph: (918) 663-7060 or email: mpowell@ncda.org.


National Career Development Association
Training and Education Council
Application Form – [year]

Please complete this application form by [date], midnight Eastern and return it to: NCDA, 305 North Beech Circle, Broken Arrow, OK 74012. Questions? (918) 663-7060; email: mpowell@ncda.org

Name___________________________________________________________________________

Title____________________________________________________________________________

Company________________________________________________________________________

Address_________________________________________________________________________

City___________________________________ State____________ Zip______________________

Phone_________________________________ Email_____________________________________

Selection Criteria
To be eligible to serve on this Council you must meet one of the following criteria. Please provide appropriate documentation for each box checked. In addition to the information below, please include a resume or vita with your application form.

	
Open Positions

___School Career Development Advisor
___At-Large
___Master Trainer
___FCD Instructor


	
Please Check All That Apply:

___Completer or Instructor of NCDA Facilitating Career Development Training Program
___Completer or Instructor of an NCDA School Career Development Advisor Training 
___Completer of an NCDA Career Practitioner                                             Supervision Training 

AND
___Current member of NCDA
___NCDA Credential holder
	__CCSP
	__CCC
	__CMCS
	__CCSCC
	__CSCDA


	
	





Please answer the following questions. Attach additional pages as needed.

The NCDA Training and Education Council will be involved in numerous projects during the year. As a potential NCDA TEC member, what are your professional interests and expertise? Please attach a short paragraph describing an accomplishment related to these professional interests.

__ Policies and Procedures Development
__ Online Learning 
__ Instructional Design
__ Technology
__ Promotion and Marketing of NCDA Training Programs
__ Development of Curriculum or Training Materials

One of the identified goals of the TEC is to promote integrity and quality of NCDA training programs. How would your skills, interests, and ideas help meet this goal? Please limit your response to 2 - 3 paragraphs.

The TEC often works with revising and enhancing the curriculum. Describe your experience in instructional design, online learning, learning management platforms, or customized training. Please limit your response to 2 - 3 paragraphs.

Identify your top reason for wanting to serve on the TEC and the skill sets that you bring to assist us in our work. 


Additional Criteria. Check all that apply:
___Must commit to attend the NCDA TEC Meeting in February/March [year] at a location TBD. (Expenses will be reimbursed by NCDA)
___Must commit to attend the NCDA TEC Meeting held during the annual [year] NCDA Global Career Development Conference [date] held in [location]. (Expenses are not covered to attend this meeting).
___Must be willing and able to participate in periodic conference calls.
___Must be willing to assume additional responsibilities identified by the TEC.

Selection Process
Qualified applicants will be selected for membership on the TEC based on their application forms. Notifications will be sent to all applicants no later than [date].

**Submit entire application and documentation within 1 .pdf file. Multiple files will not be accepted.


[bookmark: _Toc95879092]
NCDA FCD Instructor Handbook
NCDA FCD Master Trainer Handbook
NCDA FCD Preceptor Handbook

Coming Soon:
NCDA School Career Development Advisor Instructor Handbook
NCDA School Career Development Advisor Master Trainer Handbook
NCDA School Career Development Advisor Preceptor Handbook

NCDA Career Practitioner Supervision Instructor Handbook
NCDA Career Practitioner Supervision Master Trainer Handbook
NCDA Career Practitioner Supervision Preceptor Handbook
TEC Policy and Procedures Manual, 2024

2

