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(A)	Summary. The University recognizes that relevant experience, military service, certifications, licensure, and/or formal training may demonstrate competencies equivalent to formal educational attainment. 
(B)	Definitions. 
(1)	Professional Administrative Position. A position characterized by work that is predominantly intellectual in nature and varied in character; involving the consistent exercise of discretion and independent judgement in the performance of its duties; requiring knowledge of an advanced type in a field of science or learning customarily acquired through higher education. 
(2)	Position Description Review. An evaluation conducted by the office of human resources to determine, in part, appropriate minimum qualifications for professional administrative positions. 
(3)	Relevant Work Experience. Progressively responsible work duties/experience that demonstrate equivalent knowledge, skills, and abilities (KSAs) typically gained through formal education. 
(4)	Military Experience. Verified service that demonstrates leadership, technical expertise, or transferable skills. 
(5)	Certification/Licensure. Industry-recognized credentials demonstrating mastery of defined competency. 
(6)	Structured Training. Formal documented programs (e.g. apprenticeships, registered training, continued education). 
(C)	Purpose. To establish a procedure and guidelines for a consistent, equitable, and job-related process for determining which relevant experience, military service, licensure, certifications, and/or formal training may be substituted for minimum educational requirements for professional positions at the university. 
(D)	Eligibility. Positions eligible for review include: 
Professional administrative positions; both included in the bargaining unit and excluded from the bargaining unit. 
(E)	Procedures. 
(1)	The Office of Human Resources conducts a position description review. 
(a)	When a vacancy occurs or a new position is created, prior to posting a position, a review of the existing or new position description is conducted that includes: 
(i)	Position duties and responsibilities. 
(ii)	Essential duties and responsibilities are identified. 
(iii)	Complexity and independence of work is determined. 
(iv)	Review of decision-making authority.
(b)	Required knowledge, skills, and abilities (KSAs). 
Review of required competencies including but not limited to technical knowledge, analytical skills, communication and leadership skills and requirements. 
(c)	Minimum and preferred qualifications. 
(2)	Standard Equivalency Guidelines. 
(a)	An “or” component may be added to the minimum qualifications to allow  for an established equivalent combination of education and experience. 
(b)	Experience must demonstrate progression, complexity, and scope comparable to degree-level learning outcomes. 
(c)	The office of human resources can adjust equivalency standards as needed. 
(d)	All education and experience counted towards minimum qualifications must be verifiable. 
(e)	Basic Relevant Experience Equivalency Standards. 
(i)	Associate degree. At least 2 years of relevant experience. 
(ii)	Bachelor’s degree. An associate degree and 2 years of relevant experience; or at least 4 years of relevant experience. 
(iii)	Master’s degree. A bachelor’s degree and 2 years of relevant experience; or an associate degree and 4 years of relevant experience; or at least 6 years of relevant experience. 
(f)	Factors to consider when evaluating relevant experience for minimum qualifications. 
(i)	Depth of experience. 
(a)	Directly related experience. Experience in a clearly related field with duties and responsibilities substantially equivalent or more advanced than the duties of the position being filled. Full credit towards experience requirement. 
(b)	Similar experience. Experience in a similar field that includes transferable skills or knowledge applicable to the position. Credit may be prorated based on degree of alignment and is typically less than full credit.
(ii)	Years of relevant professional experience in the field. 
(a)	Years of experience are based upon a paid full-time effort usually equal to 40 hours per week or 2080 hours in a working year. 
(b)	Part-time positions should only be counted towards requirements proportionate with the effort worked (i.e. part-time, 20 hours per week position would be counted as ½ year of experience). 
(c)	Student employment may be considered on a proportionate basis if the student employment included duties performed that were relevant or directly related to the position. (i.e. participation in the coaching of student athletes in a particular sport could be counted as ½ year of experience for a coaching position.). 
(d)	Unpaid internships and other volunteer work experience, if full-time, can count as full-time experience depending on the nature of the internship/work compared with the required experience for the position. This also applies to part-time unpaid internships and other volunteer work experience and will count as part-time experience. 
(iii)	Breadth of Exposure. 
(a)	Complexity of work performed. 
(b)	Cross-functional experience. 
(c)	Problem-solving variety. 
(iv)	Progressively Responsible. 
(a)	Promotions. 
(b)	Leadership roles.
(c)	Increased scope of responsibilities and/or accountability. 
(g)	Other acceptable substitutions for relevant experience that are directly related to the position to be filled may be considered. These include: 
(i)	Industry certifications. 
(ii)	State or federal licensure. 
(iii)	Accredited training programs or apprenticeships. 
(iv)	Military or vocational training.
(v)	Other approved formal training.
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