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occupational credential worksheet
Career Pathways: Six Key Elements – Occupational Credential Worksheet

Integrating Credentials into Career Pathways: Mapping the Local Landscape

The landscape of credentials within a particular occupational area is often complex and difficult to navigate.  What’s the difference between a certificate and a certification?  How does one earn a license and what does it mean?  How does one determine which credentials matter to employers?  How does one determine whether a credential is “stackable” and can help an individual earn an academic degree, as well as a job? 

The Institute and follow-up technical assistance will help grantees understand and organize their local landscape of credentials in ways that simplify – for students, job seekers, employers and frontline staff – how to advance along a career pathway.  In some cases, it may be a case of providing visual roadmaps to clarify how credentials “stack” and how they allow an individual to move from one job to another.  In other cases, it may require training providers to consider strategies for better articulating workforce certificates with for-credit coursework, or require workforce boards to work more closely with employers to understand their competency needs and ensure they are reflected in credentials generated through job training programs.  


The attached worksheet is designed to help practitioners identify, sort, and classify the credentials in a specific occupational area.  The information collected during this exercise will serve as a foundation for further analysis and strategic planning at the Institute.  Specifically, before coming to the Institute, the team should have completed the following four steps:

1. Identify an industry sector within which an articulated and career pathway system can be built and validate that the sector has jobs that are in-demand. 

a. Example:  health care, manufacturing, education, energy, etc.

b. Sources of information include State Labor Market Information (LMI) websites, Bureau of Labor Statistics (BLS), among others. 

2. Identify a sub-sector within the larger industry sector and list all the jobs within that subsector. 

a. Example: within the health care sector, the area of health information technology (HIT) is expected to grow.  Electronic health records (EHR) is a subset of HIT and is an occupational area focused on transferring medical records from print to a digital format. According to BLS, there will be job growth in this sector.

b. Sources of information include DOL’s Competency Model Clearinghouse and the CareerOneStop Certification Finder and Licensed Occupations database, as well as the My Skills My Future Web site. 

3. Identify, sort and classify the credentials relating to each occupation according to their type (certification, degree, certification, license, apprenticeship) and their characteristics (industry recognized, stackable, portable, accredited).  

4. Identify and classify all local providers that provide training that leads to the specific credential (on the ETPL or not, non-profit vs. for profit, accredited, etc.)
The attached matrix is designed to help grantees sort and classify the credentials in their area. 

Glossary of Terms
Credentials

Many different types of credentials are awarded or offered by different agencies and organizations.  Understanding the difference characteristics of each type of credential and the “doorway” they provide to those who earn them can be confusing. 
According to Attachment II of Training and Employment Guidance Letter 15-10, a credential attests to qualification or competence and is issued to an individual by a third party with the relevant authority or jurisdiction to issue such credentials (such as an accredited educational institution, an industry recognized association, or an occupational association or professional society) (p. 1).
The guide defines each of the following different types of credentials in depth:

1. Educational diplomas, certificates and degrees;

2. Registered apprenticeship certificates;

3. Occupational licenses (typically awarded by State government agencies);

4. Personnel certifications from industry or professional associations; and

5. Other skill certificates for specific skill sets or competencies within one or more industries or occupations (e.g. writing, leadership, etc.).  (p.1).
The following glossary provides brief definitions for different types of credentials.  Extended definitions of each are found in Attachment 2 of TEGL 15-10, the “Credential Resource Guide”, available online at http://wdr.doleta.gov/directives/attach/TEGL15-10a2.pdf. The page numbers of each definition are listed below. 
Certificate:  A formal award certifying the satisfactory completion of a postsecondary education program (p. 2). 

Degree:  An award conferred by a college, university, or other postsecondary education institution as official recognition for the successful completion of the program of studies (p. 3). 
Certification/Personnel Certification:  A certification indicates that the individual has acquired the necessary knowledge, skills, and sometimes personal attributes (based on a formal study) to perform a specific occupation or skill.  Personnel Certifications are granted by third party, non-governmental agencies (usually associations and by companies) and are intended to set professional standards for qualifications (p. 5).  
Apprenticeship Certificate:  An award certifying the completion of an apprenticeship program.  Apprenticeship Certificates are issued by the U.S. Department of Labor or a State Apprenticeship Agency.  The Apprenticeship system offers two types of credentials: 1) certificate of completion of an apprenticeship program, and 2) interim credentials (p. 4).
License/Occupational License: Common characteristics of occupations licenses include that they are: granted by Federal, state, or local government agencies; mandatory in the relevant jurisdiction; intended to set professional standards and ensure safety and quality of work; required in addition to other credentials; defined by laws and regulations; and time-limited.  Violation of the terms of the license can result in legal action (p. 5).  

Characteristics of Credentials
Industry-Recognized Credential: Industry-recognized credentials are either developed or endorsed by a nationally-recognized industry association or organization and are sought or accepted by companies within the industry sector for purposes of hiring or recruitment (p. 6).
Stackable:  A credential that is part of a sequence of credentials that can be accumulated over time to build up an individual’s qualifications are considered stackable.  Typically, stackable credentials help individuals move up a career ladder or along a career pathway to different and potentially higher-paying jobs (p. 6).

Portable:  Credentials that are recognized and accepted as verifying the qualifications of an individual in other settings - either in other geographic areas, at other educational institutions, or by other industries or employing companies are considered portable (p. 7).

Steps and Resources to Support Building an Asset Map of Local Credentials
1. IDENTIFY IN-DEMAND INDUSTRY SECTOR
Analyze monthly and quarterly industry employment data from BLS and states to identify which industries are currently showing growth (as opposed to projections). 

· Current Employment Statistics (CES) at:  http://www.bls.gov/ces/ 

· Quarterly Census of Employment and Wages (QCEW) Business Employment Dynamics:  http://www.bls.gov/news.release/cewbd.toc.htm 

2. IDENTIFY LOCAL EMPLOYERS IN INDUSTRY SECTOR
Use Employer Locator (COS) to identify local firms and industry sectors of specific employers.
· Local firms in growing industries:  http://www.careerinfonet.org/employerlocator/employerlocator.asp?nodeid=18 

· Industry sector of a specific local employer:

http://www.careerinfonet.org/employerlocator/EmpLocatorByKeyword.asp?nodeid=18&action=keyword 
3. LIST KEY OCCUPATIONS
Use BLS industry staffing patterns to identify key occupations in those industry sectors. 

· http://www.bls.gov/oes/current/oessrci.htm 

· http://www.mynextmove.org/
· http://online.onetcenter.org/
4. IDENTIFY, SORT AND CLASSIFY CREDENTIALS FOR OCCUPATIONS 
a) Determine whether the occupation is licensed.
· Link to Licensed Occupation Finder http://www.careerinfonet.org/licensedoccupations/lois_keyword.asp?nodeid=16&by=keyword   

If the occupation is licensed:
· Find out licensing requirement.  Is a specific credential required (i.e. certificate, degree, or certification)?
b) Determine whether there is a certification that goes with this occupation and save information. 

· Link to Certification Finder: http://www.careerinfonet.org/certifications_new/default.aspx    
· Print out information on the certification(s) and save in binder and as an electronic file. 

· Record the name of the certification and the institution that awards and set aside.  At a later step, you will validate with employers whether they use this certification in hiring/promotion decisions. 

c) Determine whether the occupation is part of an Apprenticeship Program and save information. 

· Link to Apprenticeship Program Finder:  http://oa.doleta.gov/bat.cfm 
· Print out and save local apprenticeship program information for future reference 

d) Using Career One Stop (www.careeronestop.org), Identify local education and training providers that provide training in this area. 

· Click on “Education + Training” (www.careeronestop.org/EducationTraining/Edu/Training.aspx
· Click on programs at Community Colleges (http://www.careeronestop.org/EducationTraining/Find/ProgramsatColleges.aspx)

· Link to Education and Training:  http://www.careerinfonet.org/edutraining/ 
1. Type in Occupation 

2. Type in State 
· A list of links to community and technical colleges offering training for the identified occupation will appear. Click on the link to community colleges/training providers to learn details (is it a certificate program; is it for credit; what are related courses or programs, etc). 
· Record names of training provider and type of credential (license, certification, certificate, educational degree, apprenticeship certificate) on worksheet or print out page and save in binder and electronically. 

5. VALIDATE CREDENTIALS WITH EMPLOYERS AND TRAINING PROVIDERS

a) Contact local education and training providers to confirm credential programs offered at community colleges and training programs.  
b) Ask local employers to validate there is job growth in their organizations and that the credentials offered support hiring and promotions of individuals along the career pathway. 
Occupation Credential Worksheet





Sector:

Use the following worksheet to fill in the types of credentials offered for each occupation within your chosen sector.  Add or remove rows in tables and duplicate for additional occupations as needed.
Occupation #1:
What does an individual need to enter into this occupation?  Fill in the following matrix based on the unique credentials for your occupation.
	Type of Credential & Title of Credential

List the type of credential (e.g. Certificate, Degree, Certification, License, or Apprenticeship Certification)
	Training Provider

List all training providers that provide this certificate, including those both on and off the ETPL list.
	Employer-validated?

Is this credential validated by local employers?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Occupation #2:

What does an individual need to enter into this occupation? Fill in the following matrix based on the unique credentials for your occupation.

	Type of Credential & Title of Credential

List the type of credential (e.g. Certificate, Degree, Certification, License, or Apprenticeship Certification)
	Training Provider

List all training providers that provide this certificate, including those both on and off the ETPL list.
	Employer-validated?

Is this credential validated by local employers?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Occupation #3:

What does an individual need to enter into this occupation? Fill in the following matrix based on the unique credentials for your occupation.

	Type of Credential & Title of Credential

List the type of credential (e.g. Certificate, Degree, Certification, License, or Apprenticeship Certification)
	Training Provider

List all training providers that provide this certificate, including those both on and off the ETPL list.
	Employer-validated?

Is this credential validated by local employers?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Occupation #4:

What does an individual need to enter into this occupation? Fill in the following matrix based on the unique credentials for your occupation.

	Type of Credential & Title of Credential

List the type of credential (e.g. Certificate, Degree, Certification, License, or Apprenticeship Certification)
	Training Provider

List all training providers that provide this certificate, including those both on and off the ETPL list.
	Employer-validated?

Is this credential validated by local employers?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Occupation #5:
What does an individual need to enter into this occupation? Fill in the following matrix based on the unique credentials for your occupation.

	Type of Credential & Title of Credential

List the type of credential (e.g. Certificate, Degree, Certification, License, or Apprenticeship Certification)
	Training Provider

List all training providers that provide this certificate, including those both on and off the ETPL list.
	Employer-validated?

Is this credential validated by local employers?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Occupation #6:

What does an individual need to enter into this occupation? Fill in the following matrix based on the unique credentials for your occupation.

	Type of Credential & Title of Credential

List the type of credential (e.g. Certificate, Degree, Certification, License, or Apprenticeship Certification)
	Training Provider

List all training providers that provide this certificate, including those both on and off the ETPL list.
	Employer-validated?

Is this credential validated by local employers?
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