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Professional Development & Certification Program

Utah Small Business Development Center Network


INTRODUCTION



The Professional Development & Certification Program has been created to provide an orientation and training process for new Business Analysts joining the Utah Small Business Development Center Network (Utah SBDC). This training will result in certification.
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History
 

The Utah SBDC Counselor Certification program was adapted from the highly successful Florida program.  This certification program was reviewed and program modules were revised to fit the Utah SBDC model.  
This program has been created to provide an orientation and training for full time and part time employees in the Utah SBDC network.

 
How You Will Be Trained
You will work closely with your Professional Development Coordinator who will assign your activities.  The Coordinator will act as your “peer coach” to guide you through each step of your training.  The Coordinator will first evaluate your background by completing a Certification Credits Checklist (included in this section) to determine your training needs.  The coordinator will submit your training assignments to the Certification Committee for approval prior to the beginning of the work. Training assignments will then be given that must be completed prior to your being qualified to become a Certified Business Analyst.

This Manual contains five modules plus five additional resource guides with information and activities.  All five modules are required for every Business Analyst.  Resource guides are available to meet the requirements for initial certification or for recertification.  Additional resource guides will be added as they are needed.  Your Professional Development Coordinator will work with you to determine if you need to complete additional Modules.





PROGRAM ADMINISTRATION
Certification Committee
The Assistant State Director will assume automatic membership on the Certification Committee.  In addition to the Assistant State Director, the committee will consist of a minimum of four other well qualified people from Center Directors, Assistant Center Directors, Certified SBDC Counselors and State Director.  The Certification Committee may elect a chairperson.  
A term on the Certification Committee will be two (2) years.  There is no limit to how many terms that a member can serve but one must be elected to the position.  New Committee members will be nominated at the Director’s network meetings and voted on by the current Certification Committee.  Eligibility includes:  1) a willingness and ability to participate, 2) SBDC experience:  Directors: at least 2 years as a Center Director; Counselors:  Certified SBDC Counselors.
As special cases arise with respect to requirements, the Certification Committee will review individual situations and write new policy, as needed.    
In the event of any disputed matter or matter requiring pre-approval, approval or disapproval will be decided by two concurring decisions at three levels (Center Director, State Director, Certification Committee).  
The Certification Committee will meet on a regular basis and, with a quorum present, will perform the following responsibilities:

· Approve training assignments and certification credits of each candidate. 
· Evaluate final approval of each candidate for certification. 
· Award Counselor Certification.
· Review policies and procedures.
· Make improvements in training materials and methods of instruction.
· Substitute requirements as needed.
· Resolve conflicts.
· Other responsibilities as needed.
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The program’s State Professional Development Director implements the policies of the program and looks to the Utah SBDC Network’s Statewide Advisory Board for assistance on an as needed basis. Annual goals and objectives are set for the program. Typical objectives include program evaluation and modification, assistance to the Professional Development Coordinators, monitoring certification, recertification and advanced certification processes, and identifying and coordinating advanced professional development opportunities.
  


Professional Development Coordinator 

Each of the full-time Centers may have a Professional Development Coordinator.  In most cases the Coordinator will be the Center Director.  The Coordinator is a Certified Business Analyst with two or more years of experience providing SBDC management assistance to entrepreneurs. He or she has significant supervisory experience and functions as the primary “mentor” responsible for ensuring that the candidate for certification has successfully demonstrated proficiency in all the tasks and skills associated with each core module of the professional development manual.   Administrative duties related to certification and re-certification can be delegated to staff members as appropriate. Time and effort associated with these duties varies from SBDC to SBDC and year to year depending upon personnel turnover and resources.  Center Directors must be sensitive to the impact of these duties on Resource Utilization goals.  The Professional Development Coordinator assumes the following responsibilities: 
1. coordinates and documents the Business Analyst’s training assignments,
2. verifies eligibility for certification and recertification, and recommends such to the Certification Committee,
3. submits the Business Analyst’s application for certification to the Certification Committee,
4. recommends improvements in training materials and methods,
5. recommends advanced professional development training topics.
Certification Candidates
The candidate, together with the Professional Development Coordinator, will perform the following responsibilities:
· Determine the training assignments with Professional Development Coordinator
· Document progress towards the completion of training assignments.
· Submit training assignments to the Certification Committee for approval.
· Verify eligibility for certification to the Certification Committee.
· Recommend improvements in training materials and methods.


CERTIFICATION PROCESS
 	

Program Goal
[image: vpouxwym%5b1%5d]The ultimate goal of this program is to create a common body of knowledge and standards of performance among a diverse group of professionals. Staff professionals, volunteer professionals, and graduate students must all achieve a common standard of performance and quality. Therefore, a certain amount of flexibility is required to accommodate individual differences without changing the standards. 

Certification
Each eligible Business Analyst must earn a minimum of 100 Certification Credits to be recommended for the designation of Certified Business Analyst.  Credits are earned for completion of the Utah SBDC Professional Development Manual Modules and Resource Guides, applicable educational achievements, previous experience, and other professional activities.  A copy of the Certification Credits Checklist is included at the end of this section.

The Professional Development Coordinator will complete a Certification Credits Checklist to analyze the eligibility of each Business Analyst prior to training.  This will determine the Business Analyst’s course of study.  

When the Professional Development Coordinator determines that the required 100 credits have been achieved, he or she will again complete the Certification Credits Checklist and present this analysis to the regional Center Director for confirmation or for further review.  Should the Center Director confirm the Business Analyst for certification, he or she will send a letter of recommendation, along with the Business Analyst’s resume, Certification Credits Checklist, digital photo (jpeg) and other pertinent information, to the State Professional Development Director for review.  If the application clearly meets program standards, certification will be awarded immediately.  If the application varies from standards, the State Professional Development Director will review for final confirmation or further action.

Each regional Center Director is expected to determine how best to provide this program to their sub-Centers.  Unless the State Professional Development Director is notified in writing by the Center Director, the  Professional Development Coordinator is expected to be responsible for all aspects of delivering and reporting the program for sub-Centers.


Requirements and Eligibility

All Utah SBDC Network employees (non-business analysts), regardless of education and experience, are required to complete  Modules 1, 2, within 60 days of employment and sign annually the Conflict of Interest Policy.  

All individuals, regardless of education and experience are required to complete the five modules to become a candidate for certification.  A minimum of a Bachelor’s Degree in Business, or a closely related field, or the equivalent to such, is also required to be eligible to participate in the Professional Development & Certification Program.  The State Professional Development Director must approve any variance.

All full-time and part-time Business Analysts are required to be Certified. The Conflict of Interest Policy must be reviewed and signed every year.

It is highly recommended that volunteer and graduate student Business Analysts complete Module 1 and it is suggested that they read the Modules 2-5.  Their level of knowledge with the five modules is at the discretion of the Center Director.  They may, at the Center Director’s option, be required to be fully Certified.  Volunteer and graduate student Business Analysts who do not obtain certification, but have completed the five modules should be referred to as Business Analyst (BA) and not Certified Business Analyst (CBA).  The Conflict of Interest Policy must be reviewed and signed each year.

Student teams and volunteers who are associated with SBDC clients must read and sign the Conflict of Interest forms.

Training
After completing the initial Certification Credits Checklist, the Professional Development Coordinator will coordinate the Business Analyst’s training in the following modules.  A training schedule will then be determined, with deadlines for accomplishment.

Coordinators may assign the day-to-day training of a Business Analyst to a “Mentor”.  This Mentor must be a Certified Business Analyst with particular expertise in the Module the Business Analyst is studying.

If a Business Analyst does not satisfactorily complete a training task, it is to be repeated as many times as necessary to reach a satisfactory completion.  
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TRAINING DEADLINES




Modules 1 and 2:  Within 2 months.

Module 3:  Within 4 months. 

Module 4:  Within 6 months. 

Module 5:  Within 8 months of employment or volunteer appointment.

Full Certification:  	Within 8 months of hire.

 

Certification Credits Checklist
Utah SBDC Professional Development and Certification Program
	Business Analyst:                          	
	SBDC at:                                                                      

	SBDC Address:                                                                                                                  

	Requirements: Certification will be granted to the Business Analyst upon accumulation of 100 Certification Credits and completion of the Five Modules. A Bachelor's Degree is required as part of these Credits. Only the State PD Coordinator can waive any of these requirements.

	Pts.
	Criteria

	          
	Education, maximum 15 credits: Bachelor's = 5, Master's = 5, Doctorate = 5, Professional Certification = 5. (Professional Certification must be business-related and applicable to SBDC responsibilities.)

	  
	Experience, maximum 40 credits: Owner/officer = 5 credits/year. Management/professional employee = 3 credits/year. ("Management" refers to significant responsibility for profit/loss, budgets, projects, personnel hiring, etc

	  
	Company  
1.                                      
2.                                                                                                 
	Position  
                                      
                                           
	Credits
                                      
                                 

	  
	SBDC Business Analyst, maximum 20 credits: Full time (40 hrs. week) = 10 credits/year. Part time (20+ hrs. week) = 5 credits/year. If less than 20 hours per week, credits are to be pro-rated.

	  
	

	  
	Officer/board member of business-related non-profit organization (examples: chamber of commerce, Rotary, minority business committee) maximum of 3 credits: 1 credit per year during the past 5 years.

	  
	Prepare and present (both) SBDC seminars, maximum of 5 credits: 1/2 credit per training hour within the last 3 years.

	
	Topic/Title 
1.                         
2.                                     
	Date of Presentation
                                   
                                        
	Length of Presentation
                                    
                                         

	  
	Articles written and published (by organization other than SBDC) on small business topics, maximum of 3 credits: 1 credit per article published within the past 3 years. Copies of the published articles, showing dates, MUST be provided.

	  
	Documented completion of training    during the last 3 years on SBDC related topics, to a maximum of 5 credits:   ½ credit per training hour. Proof of attendance MUST be documented.

	  
	Special petition points to be determined and awarded by the Certification Committee.

	  
	SUBTOTAL of Certification Credits

	  
	Module credits. Modules 1-5 = 50 credits. Resource Guides = 7.5 credits each. (Attach Module Completion Checklist.)

	  
	TOTAL CERTIFICATION CREDITS (Must be 100 or more.)

	Affidavit:  I certify that, to the best of my knowledge, all of the above claims for certification credits are true and legitimate.
	Affidavit:  I certify that, to the best of my knowledge, this Business Analyst has satisfactorily completed all of the required training requirements.

	
___________________________________       _________
Business Analyst                                                  Date
	
____________________________________     _________
Professional Development Coordinator               Date



RECERTIFICATION PROCESS 



The following requirements have been adopted and are effective as of this date. CBAs must be recertified three years following the date they receive their initial certification.  Recertification must be accomplished on a continuing basis (every three years from the initial certification date) as long as the CBA is employed by the SBDC. Any extensions or exceptions to the recertification term will be handled on an individual basis by the State Professional Development Coordinator.

Recertification Term:	3 years
Recertification Credits:	60 Full-time CBAs 
			30 Part-time CBAs (20 hrs or less per week)
Training Split:		42 credits (70%) Technical (marketing, procurement, etc.)
			18 credits (30%) Behavioral (counseling skills, etc.)

Responsibilities
Each CBA will be responsible for documenting his/her progress.  The Professional Development Coordinator will be responsible for providing guidance to the CBA concerning the applicability of various training activities and for submitting the recertification application.


Determination of Job-Applicable Training
Only job-applicable training will be credited toward recertification.  Outside and In-House Training must be approved by the Professional Development Coordinator on a case-by-case basis.  Should the CBA not agree with the Professional Development Coordinator’s decision, the CBA may then appeal to the Certification Committee.   
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Continuing Education Options
 

ASBDC National Conference: 1 recertification credit per hour of training.  
Provide a copy of the training brochure and meeting dates to your advisor.  (maximum 10 credits per year)

Utah SBDC Director’s Meetings: 1 recertification credit per hour of training.  This means training on a specific topic not just attending the meetings.  Provide the meeting dates and training completed.  (maximum 6 credits per year)  

Outside Training:  1 recertification credit per hour of training.
Outside training refers to job applicable professional seminars provided by other organizations.  Provide a copy of the training brochure and meeting dates to your advisor.  (maximum 10 credits per year)  

In-House Training:  1 recertification credit per hour.  
In-House Training is defined as training activities within the regional SBDC system.  Training credits include teaching and participating in training.  In-House training must be job applicable training.  (maximum 10 credits per year)

Certification Modules:  2 recertification credits per module not previously taken.  1 recertification credit per module taken a second time.  Modules cannot be taken a third time nor can the same module be taken in concurrent years.  (maximum 8 credits per year)

Resource  Modules:  2 recertification credits per module not previously taken.  1 recertification credit per module taken a second time.  Modules cannot be taken a third time nor can the same module be taken in concurrent years.  (maximum 8 credits per year)


Project Impact Review (PIR):  2 recertification credits per positive review.  Success is a measurable result of SBDC assistance that contributes to the growth of a business (business start, sales, profits, financing, jobs, additional contacts, etc.)  The impact must be clear that the client attributes part of the success to assistance received from the SBDC.

Peer Training:  2 recertification credits for completed reading, 1 recertification credit for book write-up, 1 recertification credit per hour of teaching content.  Read a job applicable book or approved publication, teach the concepts to an SBDC group, and/or complete a write-up of the book.

Curriculum Development:  1 recertification credit for completed development item.  Development of innovative tools/materials (workshops, checklists, financial worksheets/models, etc.).

Publish an Article:  1 recertification credit per article published.  Publish an article in a local publication, newsletter or similar publication.  
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UTAH SBDC CBA Recertification Credits Checklist

	CBA Name:                                         
	SBDC:       

	SBDC Address:      

	Initial Certification Date:      
	Recertification Date:      

	ASBDC National Conference:

	Date
	Documentation for Conference
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	 Subtotal:
	     
	     

	Utah SBDC Director’s Meetings:

	Date
	Documentation for Conference
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Outside Training:

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	In-House Training:

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Certification Modules:

	Date
	Documentation for Conference
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	 Subtotal:
	     
	     

	Resource Modules:

	Date
	Documentation for Conference
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Project Impact Review (PIR):

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Peer Training:

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Currriculum Development:

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Publish an Article:

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Additional PDM Modules:

	Date
	Documentation/Description
	Technical Credits
	Behavioral Credits

	      
	      
	     
	     

	      
	      
	     
	     

	      
	      
	     
	     

	Subtotal:
	     
	     

	Total Credits:
	     
	     











HOW TO USE THIS MANUAL



The Professional Development Manual (PDM) and associated Resource Guides are more than just a training aide.  Consider the PDM binders to be the best place to file information you accumulate on any of the topics in the modules.
 
Each module is divided into several sections: Performance Objective, Training Activities, Evaluation Methods, and reference information.  The Performance Objective describes the expected knowledge or skill that you will have achieved upon completion of the module.  Training Activities lists the actions and assignments of which all must be satisfactorily completed.  Evaluation Methods describes the various performance measurements that will ascertain that you have gained the knowledge and skills required to meet the Performance Objective.
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Each module also contains basic reference information.  You are encouraged to add to the reference information, both during and after your training.  Use your PDM as a handy reference book!

In addition to hard copy, the PDM is available on the Utah SBDC Sharepoint.  To access this online information, visit the website below and follow the instructions to view and download available modules.

http://www.partner.slcc.edu/sites/USBDC

 
vi

	

© Copyright 2004 Florida Small Business Development Center Network, University of West Florida
Florida SBDC Network grants permission for use and modification of this manual to the Utah SBDC April 9, 2008.
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