APPLICATION PROCEDURE

1. This process cannot be completed until your final semester.  

2. Review all forms and instructions.

3. If you have questions or concerns, please contact Kalissa at the Human Resource Training and Development office at 282-3906 or by e-mail: hrtd@isu.edu.  

4. If you have not discussed your application for competency based equivalency credits with your advisor, make an appointment to do so.  It is recommended that you consult your advisor before turning in the final copy.

5. There are 4 elements to the application process, please make sure all elements are complete and accurate before turning in your packet.

a. Competency Based Credits Application

b. Employment Verification

c. Skills Listing (no more than 2 pages)
d. Current Resume

It is your responsibility to ensure accurate completion of all forms.  . Prepare a “Comprehensive List of Skills and Competencies”, no more than 2 typed pages, that are common to your trade/discipline. Type your name on the first line of the Employer Verification form, attach your Skills Listing and forward these to your employer(s). You may want to include a cover letter to explain what you need and identify who you are and when you were employed.  The employer should fill out the remainder of the Employer Verification Form.  The employer can return this form to our office.  If you were self-employed please contact your advisor for suggestions on documentation.

6. After the above materials are received from you and your employer(s), a file is made and distributed to the Competency Review Committee (composed of faculty in the HRTD Department).  After the committee makes its recommendations, the file along with the committee’s recommendation are forwarded to the HRTD department Chairperson and the Dean of the College of Technology.  The registrar and student are then notified by letter.  At this time the student may take the letter to the registrar’s office and pay the transcripting fee of $135.00.  The 32 credits (HRD 210 = 16 credits; HRD 310 = 16) should be recorded on your transcript within a week after payment.

NOTE: All forms must be typewritten or word-processed.











Fall 2010
EMPLOYMENT VERIFICATION

[To be completed by employer or previous employer(s)]









 has applied to the Idaho State University Professional/Technical Education/Corporate Training Program for an award of 32 credits toward a bachelor’s degree in a discipline in which he/she has significant work experience.  An outline of the competencies unique to that discipline is attached.  We would appreciate your review of the competencies relative to the applicant’s work experience.  Please provide the information requested below, if possible.

Date employment began 










Date employment ended 










Usual Number of hours per week








Job title 












Job description/responsibilities 









Thank you for your time and effort in providing this data.

NOTE TO EMPLOYER: You may return this completed form to the present or former employee or you can mail it to:

Department of Human Resource Training








and Development




Employer Signature

Attn: HRD 210/310





Idaho State University











921 S 8th Ave, Stop 8081



Name of Business

Pocatello, ID  83209-8081







Phone number









Date
