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0
Introduction and Guidelines

0.1 References

The Open Group Certified IT Specialist program is based upon 4 key documents:

1. The Certification Policy, which sets out the policies and processes by which an IT Specialist may achieve certification,

2. The Conformance Requirements, in which the skills and experience that a Certified IT Specialist must possess are documented,

3. The Accreditation Policy, which sets out the policies and processes by which an organization may achieve accreditation,

4. The Accreditation Requirements, in which the criteria that must be met by an ACP are documented

You should also read The Guide to Certification and FAQ as well as the more formal Certification Agreement and Trademark License.

These documents are all available on the Certification Authority web site at http://www.opengroup.org/opencits/cert.

0.2 Levels of Certification

The Program recognizes three levels of certification:

Level 3
Distinguished IT Specialist (has significant breadth and depth of impact on the business through the application of IT). 

Level 2:
Master Certified IT Specialist (able to perform independently and take responsibility for delivery of systems and solutions as lead specialist)

Level 1:
Certified IT Specialist (able to perform with assistance/supervision with a wide range of appropriate skills as a contributing specialist).

This Re-Certification Package Template is to be used when applying for re-certification at Level 2 – Master Certified IT Specialist or Level 1 – Certified IT Specialist.
0.3 What to do First

Go to the CA web site and read The Guide to Certification and the documents referenced therein.

0.4 Creating your Re-Certification Package

To create your re-certification package please fill in the sections of this template without modifying any of the table headers or section names 

The total length of your package should not exceed 15 pages plus references.  This size limit is not arbitrary but is included to encourage candidates to summarize and present their package in a focused and concise manner.

Within this constraint you may allocate as many pages to each section as you see fit.  

If you choose to include Project Descriptions the 15-page limit still applies.

The package template that follows reflects the required organization and formatting of your certification package and you are required to use it to develop your Re-Certification Package.

Please supply all required content in your own words.  

0.5 Submitting your Re-Certification Package

Your Re-Certification Package must be submitted electronically by uploading it into the Certification Authority’s web site at http://www.opengroup.org/opencits/cert.

0.6 Change History

	Version
	Date
	Reason for Change

	1.0
	Jan 2009
	First Version

	1.1
	Jan 2011
	Updated to cover Level 1.  

Introduction updated to include a description of level 3

	1.1.1
	July 2011
	Cosmetic to reflect change in program name
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2. Compliance With Skill Requirements

Compliance with the Core Foundation Skills and applicable Client Focus and Technical Focus/Stream skill requirements continues at all times to be a Conformance Requirement of the Program.

Candidates for Re-Certification are not required to demonstrate their continued compliance to the applicable skill requirements when Re-Certifying but are required to assert their continued compliance.

	Your Client Focus Area
	

	Your Technical Focus Area and Stream
	

	Do you continue to meet all of the applicable Core Foundation Skills and Client Focus and Technical Focus/Stream skills at the required level, as described in the Conformance Requirements?
	Yes/No:




3. Compliance With Experience Requirements
See Open CITS: Conformance Requirements section 3.7

Candidates for Re-Certification must supply sufficient information to assure the Certification Authority and the Certification Board members that they have continued to practice as an IT Specialist since their initial Certification or last Re-Certification.  

Candidates for Re-certification must in Section 6 document at least one project in which they performed significant work in their Technical Focus Area/Stream and Client Focus Area. 

4. Professional Development

	PD02
Knowledge of the technology, trends, and techniques in the IT industry
	Candidates must provide a written description of the activities they have undertaken to maintain their knowledge of the technology, trends, and techniques in the IT industry.  

Please list the activities in which you have participated in the last three years. Activity is required in at least 2 of the categories in the table below.

	Category
	Activity

	Conferences Attended
	

	Personal Reading
	

	Formal Education
	

	Being Mentored
	

	Training Courses
	

	Related Professional Memberships
	

	Other Activities
	


	PD03
Training in Technical Focus/Stream and/or Client Focus Area
	Candidates must be able to show that they have continued to develop their knowledge within their Focus Areas, at taught courses or through self study. For guidance, it is recommended that Candidates and Certified IT Specialists undergo 40 hours/year of such training.
Please list the training activities in which you have participated in the last three years.

	Dates
	Hours
	Course provider and subject

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


5. Contributions to the IT Specialist Community

	CC01
Contribution to the IT Specialist profession
	Candidates must make contributions to the Specialist profession for example, mentoring, publications, teaching, research collaboration or participation in professional organizations.  

Please list activities in which you have participated in the last three years. Contribution is required in at least 3 of the categories in the table below.

	Category
	Your Contribution

	Mentoring
	

	Publications
	

	Teaching
	

	Research
	

	Related Professional Memberships
	

	Other Activities
	


6. Experience Profiles

For Direct re-certification at least one Project Profile is required.  You may provide up to three at your discretion. 

In your Profile(s) please make clear your contributions as an IT Specialist in your Stream and Client Focus Area.

References are required to substantiate your participation and contribution in each of the projects you have described below. Please include letters or emails from your References in section 7 of the re-certification package below.
Your References may be customers/clients or Master Certified IT Specialists who are not your immediate manager. 

Provide, in the table below, the names and contact details of your References. 

	Project or Profile
	Name and position/job title of Reference
	Your References will be contacted.  
Please provide current addresses, phone numbers and email addresses

	
	
	

	
	
	

	
	
	


Experience Profile Summary: 

	
	Profile Name
	Start Date
	End Date
	Project met acceptance criteria? (EC04, EXP03)

	Profile 1
	
	mm/yy
	Mm/yy
	Yes / No

	Profile 2
	
	mm/yy
	Mm/yy
	Yes / No

	Profile 3
	
	mm/yy
	Mm/yy
	Yes / No


6.1 Experience Profile 1:  <project name>
6.1.1 Project Summary

6.1.1.1 Identification

	Client Name
	

	Nature of project
	

	Location of project
	

	Name of your employer
	


6.1.1.2 Duration
	
	From
	To

	Total project duration
	mm/yy
	mm/yy

	Your involvement
	mm/yy
	mm/yy


6.1.1.3 Resources
	
	Your Team
	Client
	Subs

	 Project team size
	nn
	nn
	nn

	 Size of team led by you
	nn
	nn
	nn


6.1.1.4 Personal Involvement

Please list the phases of the project in which your were personally involved

	Start
	Completion
	Phase Description

	mm/yy
	mm/yy
	

	mm/yy
	mm/yy
	

	mm/yy
	mm/yy
	

	mm/yy
	mm/yy
	


6.1.1.5 Describe Your Role(s) and responsibilities, including the leadership aspects.
6.1.2 Business Opportunity or Problem

6.1.2.1 Describe the business opportunity or problem(s) this project addressed and how it related to the (internal or external) client’s needs. 

6.1.2.2 Describe the scope and complexity of the problem. 

6.1.2.3 Describe your relationship and communications with client management / user management / end users. 

6.1.3 Solution
6.1.3.1 Discuss your contribution to the solution, project or engagement including the rationale behind key choices.  Please enumerate the alternatives you considered and your reasons for their rejection.

6.1.3.2 Enumerate and describe the key decisions you made, and the reasons for making them as you did.

6.1.3.3 Describe the design method you used on this project and the rationale for its selection.

6.1.3.4 List the design tools you selected for use on this project and discuss the rationale for their selection.

6.1.3.5 List the major deliverables of the project that you were responsible for or contributed to, and summarize the reason for their inclusion.

6.1.4 Results

6.1.4.1 Was your solution implemented?  If so, describe the role, if any, you had in the implementation.  If not explain why not.

6.1.4.2 Assess the overall success or failure of the project.  Comment on client satisfaction, attainment of objectives, and ultimate versus proposed cost and schedule.

6.1.4.3 Assess the success or failure of the Stream-specific aspects of the project.

6.1.5 Lessons Learned 

6.1.5.1 In retrospect, what might you have done differently on this project and what lessons did you learn?

6.2 Experience Profile 2:  <project name>  Delete if not required
6.2.1 Project Summary

6.2.1.1 Identification

	Client Name
	

	Nature of project
	

	Location of project
	

	Name of your employer
	


6.2.1.2 Duration
	
	From
	To

	Total project duration
	mm/yy
	mm/yy

	Your involvement
	mm/yy
	mm/yy


6.2.1.3 Resources
	
	Your Team
	Client
	Subs

	 Project team size
	nn
	nn
	nn

	 Size of team led by you
	nn
	nn
	nn


6.2.1.4 Personal Involvement

Please list the phases of the project in which your were personally involved

	Start
	Completion
	Phase Description

	mm/yy
	mm/yy
	

	mm/yy
	mm/yy
	

	mm/yy
	mm/yy
	

	mm/yy
	mm/yy
	


6.2.1.5 Describe Your Role(s) and responsibilities, including the leadership aspects.
6.2.2 Business Opportunity or Problem

6.2.2.1 Describe the business opportunity or problem(s) this project addressed and how it related to the (internal or external) client’s needs. 

6.2.2.2 Describe the scope and complexity of the problem. 

6.2.2.3 Describe your relationship and communications with client management / user management / end users. 

6.2.3 Solution
6.2.3.1 Discuss your contribution to the solution, project or engagement including the rationale behind key choices.  Please enumerate the alternatives you considered and your reasons for their rejection.

6.2.3.2 Enumerate and describe the key decisions you made, and the reasons for making them as you did.

6.2.3.3 Describe the design method you used on this project and the rationale for its selection.

6.2.3.4 List the design tools you selected for use on this project and discuss the rationale for their selection.

6.2.3.5 List the major deliverables of the project that you were responsible for or contributed to, and summarize the reason for their inclusion.

6.2.4 Results

6.2.4.1 Was your solution implemented?  If so, describe the role, if any, you had in the implementation.  If not explain why not.

6.2.4.2 Assess the overall success or failure of the project.  Comment on client satisfaction, attainment of objectives, and ultimate versus proposed cost and schedule.

6.2.4.3 Assess the success or failure of the Stream-specific aspects of the project.

6.2.5 Lessons Learned 

6.2.5.1 In retrospect, what might you have done differently on this project and what lessons did you learn?

6.3 Experience Profile 3:  <project name> Delete if not required
6.3.1 Project Summary

6.3.1.1 Identification

	Client Name
	

	Nature of project
	

	Location of project
	

	Name of your employer
	


6.3.1.2 Duration
	
	From
	To

	Total project duration
	mm/yy
	mm/yy

	Your involvement
	mm/yy
	mm/yy


6.3.1.3 Resources
	
	Your Team
	Client
	Subs

	 Project team size
	nn
	nn
	nn

	 Size of team led by you
	nn
	nn
	nn


6.3.1.4 Personal Involvement

Please list the phases of the project in which your were personally involved

	Start
	Completion
	Phase Description

	mm/yy
	mm/yy
	

	mm/yy
	mm/yy
	

	mm/yy
	mm/yy
	

	mm/yy
	mm/yy
	


6.3.1.5 Describe Your Role(s) and responsibilities, including the leadership aspects.
6.3.2 Business Opportunity or Problem

6.3.2.1 Describe the business opportunity or problem(s) this project addressed and how it related to the (internal or external) client’s needs. 

6.3.2.2 Describe the scope and complexity of the problem. 

6.3.2.3 Describe your relationship and communications with client management / user management / end users. 

6.3.3 Solution
6.3.3.1 Discuss your contribution to the solution, project or engagement including the rationale behind key choices.  Please enumerate the alternatives you considered and your reasons for their rejection.

6.3.3.2 Enumerate and describe the key decisions you made, and the reasons for making them as you did.

6.3.3.3 Describe the design method you used on this project and the rationale for its selection.

6.3.3.4 List the design tools you selected for use on this project and discuss the rationale for their selection.

6.3.3.5 List the major deliverables of the project that you were responsible for or contributed to, and summarize the reason for their inclusion.

6.3.4 Results

6.3.4.1 Was your solution implemented?  If so, describe the role, if any, you had in the implementation.  If not explain why not.

6.3.4.2 Assess the overall success or failure of the project.  Comment on client satisfaction, attainment of objectives, and ultimate versus proposed cost and schedule.

6.3.4.3 Assess the success or failure of the Stream-specific aspects of the project.

6.3.5 Lessons Learned 

6.3.5.1 In retrospect, what might you have done differently on this project and what lessons did you learn?

7. References

Please insert your references here – please make sure they print with this document (for example, inserted pdf files do not print).
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