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Continuing Certification Requirements

Program & Submission Application 

CCR - Continuing Certification Requirements
The title CMF - Certified Master Facilitator - is a mark of excellence in facilitation. 

It distinguishes you as having achieved the highest certification available in the industry.

INIFAC – International Institute for Facilitation – is committed to the development, maintenance, evaluation, promotion and administration of a rigorous, experience and examination-based process culminating with the issuance of a globally recognized professional credential.
Individuals who have attained the CMF must demonstrate an ongoing professional commitment by satisfying INIFAC’s Continuing Certification Requirements (CCR) program once every 3 years
Terms of the CCR program and the Application Submission forms are in this handbook so everything you need is right here.

Please contact us at info@inifac.org if you need any assistance.  
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Overview of CCR
The INIFAC Continuing Certification Requirements program supports the ongoing educational and professional development of individuals who have attained the CMF.

The purpose of the CCR program is to:

· Enhance the ongoing professional development of CMF’s,

· Encourage and recognize individualized learning opportunities,

· Offer a standardized and objective mechanism for attaining and recording professional development activities, and 

· Sustain the global recognition and value of the CMF credential.
In order to satisfy the CCR and maintain an active credential status CMF’s must:

· Document 15 “distinct” facilitated engagements over the 3 year CCR cycle, or demonstration/explanation of a combination of facilitated engagements and projects where CMF competencies were used to accomplish a desired outcome.
· Provide 3 letters of references,

· Complete 40 hours of personal development related to facilitation,

· Submit the above information and your renewal fee before the end of your active status which ends on December 31st of the third full calendar year following the year of your certification. 
· For complete instructions and where to submit your CCR forms, go to the CCR Application section below.
· If you have re-certified twice, you are tenured and no longer need to recertify.
Facilitated Engagements 
The CMF must document a minimum of 15 "distinct” facilitated sessions.  

INIFAC will review the documentation to ensure all experience requirements are met. 

INIFAC will do a verification check on a random sample of the sessions to ensure the accuracy of the documentation. 

A minimum of 10 sessions must be confirmed to pass verification.

References

The CMF must submit 3 client reference letters written by the clients from 3 different engagements among the 15 engagements. 

Each letter should answer:

· What was the purpose of the session?

· What role did you play in the session?

· How well was the purpose achieved?  

· Overall how satisfied were you (the client) with the session?

Personal Development

CMF’s must complete 40 hours of personal development related to facilitation over the 3 year cycle.  One hour is earned for every one hour spent as a student in a planned, structured learning experience or activity.  Professional development activities completed prior to obtaining the CMF credential are not accepted towards the CCR program.

Professional development activities can include training classes, college courses, professional conferences or other facilitation activities conducted by a professional organization.   Writing a book and articles or teaching a class on facilitation does not qualify.

Documentation must include:

· Name of training class

· Name of training class sponsor such as a conference or university

· Syllabus and learning outcomes of the training 

· Date attended and length of session

· Instructors name and contact information

· Certificate of Completion if available 

INIFAC will do a verification check on a random sample to validate submissions. 

Renewal Fee

CMF’s will be notified when their re-certification is due approximately 12 months prior to the expiry of their CMF certification period.  

Payment of the renewal fee should accompany the CCR documentation.  
The renewal fee is $300.  

Determining Your Active Certification / CCR Cycle Timeframe

A CMF’s active certification / CCR cycle begins on the date they pass the certification and ends on 31 December of the third full calendar year following the year of their examination. 

For example, an examination date of 31 July 2004 results in a certification expiration date of 31 December 2007. 

All following CCR cycles are exactly three years in length beginning on 1 January and ending 36 months later on 31 December. 

Using the previous example the next CCR cycle would be 1 January 2008 through 31 December 2011. 
Active Status

CMF’s who report their CCR’s and renew certification on time are considered to be in ‘active’ status. 

All active CMF’s will be listed on the INIFAC website.  
Suspended Status

CMF’s who do not satisfy their CCR’s within their active certification dates will be placed on ‘suspended’ certification status. 

Suspended status means the CMF mark shall not be used by that person, nor identify or represent him or herself as the holder of a CMF credential until the CCR requirements are met, within a maximum of one year beyond the expiration of his/her active certification. 

The date of a CMF’s next CCR cycle will not change after reinstatement to active status from suspension. 
CMF’s who do not meet the overdue requirements within the suspension period will lose their credential designation. 

Individuals, who fail to comply with the Continuing Certification Requirements and lose their credential, will be required to reapply and retake the certification examination to regain the credential.

Reapply and retake certification examination means:

· Completing the Application & Experience form

· Successful completion of the Videotaped scenario

· Pay standard application fee

You do NOT have to complete the written examination 

CCR Application

Below you will find submission forms for your 15 Facilitated Engagements and 40 hours of Personal Development.

Please complete the forms and email the entire document to info@inifac.org 
Payment: $300 US
You may pay by credit card (MasterCard, Visa, American Express) via PayPal or mail a check, payable to International Institute for Facilitation, to: 
International Institute for Facilitation
16913 SE 25th Street
Bellevue, Washington 98008
We will begin processing your application once your payment is received in our office.
To qualify for CCR, you need to submit your information and fee before the end of your active status which ends on December 31st of the third full calendar year following the year of your certification. 
INIFAC will inform you of your acceptance within 30 days after receiving your CCR forms.
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Personal Development

Provide additional documentation by attaching scanned certificate or syllabi of training sessions.
See section above for more information / instruction. 
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References Instructions

A Reference Letter may be:

1. A copy of a letter ….or…

2. A copy of an email. 
A copy of a letter on the organization’s letterhead signed by a Contact Person who is either the sponsor, a session participant or a current member of the organization for whom the work was performed.  The letter must be dated within three years of the date of application for recertification.   
Also, a copy of an email from the Contact Person will suffice.  To qualify, the email address of the Contact Person must be shown and be clearly associated with the name of the organization (e.g., jsmith@xyzcompany.com).  
Each letter or email should answer:

· What was the purpose of the session?

· What role did you play in the session?

· How well was the purpose achieved?  

· Overall how satisfied were you (the client) with the session?
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