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VALIDATION OF EXPERIENCE (VOE) Senior Pathway Application



Executive Summary 

[bookmark: _Hlk118896326][bookmark: _Hlk117757364]The overarching objective of someone who has achieved a professional designation is an affirmation that the individual possesses the academic knowledge and has demonstrated the required experience based on relevant competencies to work in their chosen field, in this case, Human Resources.  The designation process for the Chartered Professional in Human Resources (CPHR) is to ensure individuals possess knowledge, skills, and experience to competently perform occupational activities in the human resources field.  The CPHR experience requirement is established in compliance with the national guidelines of CPHR Canada.  An important distinction between an academic credential and a professional designation is that an academic credential attests to your knowledge of theory, whereas a professional designation attests to both your knowledge of theory and experience and competence.  Not only do you know your subject matter, but you have also demonstrated experience and competence within the discipline.  Many professional designations require a level of early career experience in the profession prior to obtaining the designation. 

The purpose of CPHR Newfoundland & Labrador’s certification process is to ensure its members, employers, and the public that HR professionals who obtain the Chartered Professional in Human Resources (CPHR) designation possess the knowledge and skills required to practice competently and ethically. 

Completion of the designation process confers the right to use the title “Chartered Professional in Human Resources” and the right to use the initials CPHR after one’s name. 

To become a Chartered Professional in Human Resources within CPH-NL, applicants must be members and:
1. Have held or currently hold a senior level position
1. Proof of degree (any field) from a recognized body has been sent to CPHR Newfoundland and Labrador
1. Minimum of 10 years of advisory experience in Human Resources
1. [bookmark: _Hlk117757723]Provide a resume

The nature of the work at the Advisory level in HR involves the exercise of independent judgment to establish a diagnosis in human resources, making recommendations and influencing decisions, as well as program development and implementation of activities, policies, or practices in human resources management. The role would allow for autonomy in decision-making, analyzing and interpreting information, being accountable to make decisions, and taking responsibility for decisions.  Some administrative tasks are part of all jobs, but a role that consists strictly, that is the majority 51% of the time of administrative duties, even within an HR department, will not be considered as qualifying. 

[bookmark: _Hlk117757791]The nature of work at the Administrative level involves work that is prescribed and transactional, and autonomy and execution with direction are clearly defined.  Diagnosing problems and giving advice would not be the majority if any of the responsibilities of the role. It may include HR tasks that are routine in nature, lower in complexity and/or autonomy, and executed with a direction that is clearly defined.   

	1. 1. Refer to the Senior Path VOE Handbook for details and assistance in completing the VOE application. 
2. 2. Proof of degree is to be received prior to submitting or with the VOE application
3. 3. Print the completed VOE application and sign, then submit to your official supervisor to review and sign Section F or have them review online and digitally sign it.
4. 4. Submit your completed application with supporting documentation including chronological resume to admincoordinator@cphrnl.ca. 
5. 5. Pay the 1st installment of VOE Application Fee. 2nd installment will be invoiced upon successful review outcome.

Note: If the Registrar deems the VOE Application to be incomplete on the day of the submission deadline, the submission will not be considered until it is complete with the required information.  You will be notified via email as to the status of your application.

	[bookmark: Check1]|_| I have read the VOE Handbook
[bookmark: Check3]|_| I have paid the VOE Application fee 
|_| Proof of degree submitted 
|_| Employer Verification signed 
|_| Member Declaration signed 
	I have attached the following documents:
|_| Chronological Resume






INSTRUCTIONS FOR FILLING OUT THE VOE APPLICATION:
Part A: MEMBER INFORMATION 	

	[bookmark: Text53]Name:	     
[bookmark: Text2]Job Title:      
[bookmark: Text3]Company:      
[bookmark: Text5]Company Address:      
City, Prov:      	
Postal Code:      
[bookmark: Text4]Email:      
[bookmark: Text8]Contact Tel:      
	[bookmark: Check22][bookmark: Check23]I am a current member of CPHR-NL:   |_|YES  |_| NO
I have applied for the VOE previously: |_|YES  |_| NO If yes, date:       



[bookmark: _Hlk37784704]

Part B: EMPLOYMENT HISTORY 

Do not combine positions with the same Employer.  A separate section is required for each position held.
	Current Job Title
	[bookmark: Text54]     

	Current Employer
	[bookmark: Text55]     

	 
	Month (mm)
	Year (yyyy)

	Employment Start Date      
	[bookmark: Text74]     
	[bookmark: Text75]     

	 Employment End Date     
	     
	     

	[bookmark: Check26][bookmark: Check27]I am claiming a leave of absence from work during this period   |_|Yes          |_| No         
[bookmark: Text99]     If yes, what are the leave dates:  mm/yyyy- mm/yyyy 

	What percentage (%) of your work is HR?      % *If less than 51%, the experience will not count towards the years of experience requirement

	How many hours do you work per week?      

	[bookmark: Text85]Number of employees supported by the HR function in the company:      

	Please provide a summary of work you perform or have performed; you may use your position/job description as a guide but please do not copy duties directly from it.
     










Past Employment (Start with the most recent past position)
	Most Recent Past Job Title
	     

	Past Employer
	     

	 
	Month (mm)
	Year (yyyy)

	Employment Start Date      
	     
	     

	 Employment End Date     
	     
	     

	I am claiming a leave of absence from work during this period   |_|Yes          |_| No         
     If yes, what are the leave dates:  mm/yyyy- mm/yyyy

	What percentage (%) of your work is HR?        % *If less than 51%, the experience will not count towards the years of experience requirement

	How many hours did you work per week?       

	Number of employees supported by your function in the company:      

	Number of HR employees in your company:      

	Please provide a summary of work you perform or have performed; you may use your position/job description as a guide but please do not copy duties directly from it.
     










Part C: WORK EXPERIENCE EXAMPLES

In order to assist, you may use the STAR method (defined below) as a guide when providing a minimum of 8 specific examples (highlighting the respective competencies) where you provided HR advice and solutions at the advisory level.  We recommend aiming for 10-12 examples. Each example should be short and concise, maximum about ½ page each, at most, if possible.

Ensure to highlight the following in your example:
· What level of autonomy and decision making did you have.
· What kind of analysis and interpretation is involved in your work.
· What accountabilities you had.

Examples must be aligned to the appropriate CPHR HR competency in the appendix here. 

For example, 
Example at the Advisory Level - “I analyzed and presented to the leadership team the results of our engagement survey. I was able to gain their support to invest in gender-neutral washrooms.” (HR Competency - 1.3.3)
[bookmark: _Hlk121916022]

STAR METHOD
For each competency selected with an “X” please provide your job title followed by specific examples in the boxes provided below of the work that you are responsible for and have completed including the impact that it has on the organization. You may provide more than one example linked to a specific competency. It is important for assessors to understand your role.

	HOW TO STRUCTURE YOUR EXAMPLE USING THE STAR METHOD

	For each COMPETENCY you have selected, structure your example using the STAR method below.

	Situation
	Describe a specific situation that you were in (not a generalized one) or a task that you needed to accomplish. Provide context. Where? When? Keep this description short.

	Task
	What needed to be done and why? Avoid using acronyms. Briefly explain what it is that you had to do and what the success criterion was. If you were working as a group, explain what the overall task of the group was, but be clear about your own role. Keep this explanation brief.

	Action
	Describe the actions you took to address the situation, including an appropriate amount of detail, and keep the focus on you. What did you do and how did you do it? What tools did you use? Be direct and specific. Make this the most substantial part of your example.

	Result
	What was the outcome? What did you accomplish? If you can quantify the results, do so.  Explain the results (i.e. accomplishments, recognition, savings, etc.).  


	WORK EXPERIENCE EXAMPLES

	Competency/Knowledge Area:

	#     
	Position & Employer:      
Example:      

	Competency/Knowledge Area:

	
#     
	Position & Employer:      
Example:      

	Competency/Knowledge Area:

	
#     
	Position & Employer:      
Example:      

	Competency/Knowledge Area:

	
#     
	Position & Employer:      
Example:      

	Competency/Knowledge Area:

	#     

	Position & Employer:      
Example:      

	Competency/Knowledge Area:

	#     

	Position & Employer:      
Example:      

	Competency/Knowledge Area:

	#     

	Position & Employer:      
Example:      

	Competency/Knowledge Area:

	#     

	Position & Employer:      
Example:      

	Competency/Knowledge Area:

	#     

	Position & Employer:      
Example:      

	Competency/Knowledge Area:

	#     

	Position & Employer:      
Example:      

	Competency/Knowledge Area:

	#     

	Position & Employer:      
Example:      

	Competency/Knowledge Area:

	#     

	Position & Employer:      
Example:      






Part D: MEMBER DECLARATION

The principles followed by CPHR Newfoundland and Labrador are outlined in the CPHR Code of Ethics and Principles of Professional Conduct. Please confirm that you agree to abide by the CPHR Newfoundland and Labrador’s Code of Ethics & Principles of Professional Conduct. 

I hereby agree to abide by the CPHR Newfoundland and Labrador’s Code of Ethics & Principles of Professional Conduct. 

[bookmark: Text93]Member Signature:      		Date:      

I hereby apply to have my experience validated for the purposes of meeting the CPHR experience requirement.  I attest that all information on this application or in any supporting documentation requested is accurate and complete and fairly represents my experience.  I acknowledge that I am aware I may be contacted for further supporting information.  I understand that it is a breach of the CPHR Newfoundland and Labrador’s Code of Ethics & Principles of Professional Conduct to provide false or misleading information.
I confirm that I have provided proof of degree to CPHR-NL. I understand that should the confirmation not be received to CPHR-NL by the deadline, my application will not be assessed, and the application fee will not be returned but kept until the application is assessed.

Member Signature:      		Date:      


Part E: EMPLOYER VERIFICATION – CURRENT EMPLOYER 

NOTE: if you are currently unemployed, please obtain an employer verification from your most recent past employer.

	Applicant’s Name:	     
Current (official) Supervisor’s Name:	     
Title:				     
Employer:			     
Email:			     
Phone:			     



Individuals pursuing the Chartered Professionals in Human Resources designation are required to meet a HR work experience requirement.  This Application assists in the verification of their experience.  While past and current experience are being reported, employers are only expected to verify the current experience. Individuals pursuing the designation are expected have to a breadth of experience in human resources.  This can be evidenced through broadening and increasing responsibilities in various HR functions.

Your assistance is requested in reviewing all pages of this Application and attesting to the accuracy of information reported pertaining to this individual's employment with your company.  The information provided by you in this Application is used solely for experience assessment and no other purpose.  All submissions are confidential and will be retained on the individual's member file.

Attestation - I hereby confirm, to the best of my knowledge at this point in time, that I have reviewed this Application with our employee and verify the accuracy of information in relation to their current employment with our company.  I acknowledge that I may be contacted to verify information provided in this Application.

Employer Signature:      		Date:      

[bookmark: Text95]Printed First and Last Name:      	Position:      	Designation:      

Contact Number:      


EMPLOYER VERIFICATION – PREVIOUS EMPLOYER 

** If not using current experience, use this for Previous Employer.

	Applicant’s Name:	     
Previous (official) Supervisor’s Name:	     
Title:		     
Employer:		     
Email:		     
Phone:		     



Individuals pursuing the Chartered Professionals in Human Resources designation are required to meet a HR work experience requirement.  This Application assists in the verification of their experience.  Individuals pursuing the designation are expected to have to a breadth of experience in human resources.  This can be evidenced through broadening and increasing responsibilities in various HR functions.

Your assistance is requested in reviewing all pages of this Application and attesting to the accuracy of information reported pertaining to this individual's employment with your company.  The information provided by you in this Application is used solely for experience assessment and no other purpose.  All submissions are confidential and will be retained on the individual's member file.

Attestation - I hereby confirm, to the best of my knowledge at this point in time, that I have reviewed this Application with our former employee and verify the accuracy of information in relation to their employment with our company.  I acknowledge that I may be contacted to verify information provided in this Application.

Employer Signature:      		Date:      

Printed First and Last Name:      	Position:      	Designation:      

Contact Number:      
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