65C-33.009 Certificate Issuance.

(1) Within 30 calendar days after any Child Protection Professional has successfully completed all requirements of the certification or recertification process, the employing agency Training Manager or designee shall forward to the Office of Family Safety a completed and signed Department-generated “Request for Certificate,” form CF-FSP 5329, effective April 2010, attesting to the fact that the individual successfully completed all requirements necessary for certification or recertification. If a community based care provider chooses to use its own form, that form must contain all of the elements of CF-FSP 5329, PDF 04/2010, which is hereby incorporated by reference. A copy of the form is available upon request by contacting the Office of Family Safety, at 1317 Winewood Blvd., Tallahassee, FL.

(a) The completed “Request for Certificate” form shall include:

1. The date of the request;

2. The name of the employing agency;

3. The individual’s full name as it appears in SkillNET;

4. The name of the individual’s supervisor;

5. The name of the employing agency’s Training Manager or designee;

6. The effective date of the individual’s certification/recertification;

7. The individual’s position classification (Child Protective Investigations; Child Protection Case Management; Child Protection Licensing);

8. The individual’s certification designation (e.g., Supervisor; Specialist); and

9. The signature of the individual, his or her Supervisor, the Program Administrator or agency head, and the employing agency’s Training Manager or designee.

(b) The signed, completed “Request for Certificate” form may be faxed, mailed, or sent by electronic mail by the employing agency’s Training Manager or designee to the Office of Family Safety.

(2) In addition to the “Request for Certificate” form, the Training Manager or designee shall forward to the Office of Family Safety a copy of the signed Assessment Results form from the individual’s successfully-completed Performance Assessment (for initial certification), or a copy of the individual’s most recent Department-issued certificate (for recertification).

(3) Within 30 calendar days from the date of receipt of the signed, completed “Request for Certificate” and either the Assessment Results form (for initial certification), or a copy of the individual’s most recent Department-issued certificate (for recertification) by the Office of Family Safety, the Department will verify that the individual has met the requirements for certification or recertification, and a request for issuance of a certificate will be forwarded to the Training Academy for processing.  

(a) In order to issue a certificate, the name of the individual on the “Request for Certificate” form must be the same name as that which is listed in the SkillNET or other Department-approved tracking system for that individual.

(b) In those cases where an individual’s name may have changed during the employment or certification period, it is the responsibility of the employing agency to ensure that the individual’s current and correct name is reflected in the SkillNET or other Department-approved tracking system, prior to forwarding the “Request for Certificate” to the Office of Family Safety.  

(4) Within 15 calendar days from the date of receipt of the verification by the Training Academy, the electronic certificate and congratulatory letter will be forwarded via electronic mail by the Academy to the employing agency’s Training Manager or designee, to be printed and provided to the newly-certified Child Protection Professional.

(5) All issues or questions about a Child Protection Professional’s certification or recertification status shall come to the Office of Family Safety through the employing agency’s Training Manager or designee.
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