
How does my state or province apply to become accredited by NAAEE?

DRAFT – DRAFT – DRAFT – DRAFT – DRAFT – DRAFT – DRAFT – DRAFT  


How Does Accreditation Work?

1.  NAAEE publicizes process to states via various methods (Web FAQ, Affiliates listserv, articles in Communicator, EE News) Needs emphasis that this is a state-sponsored program, whether by Affiliate or some other organization. Publicity needs to include information that states must commit to a 5-year renewal process. 

Contact for questions: Sue Bumpous

Web site access for information

2.  States notify NAAEE that they are interested in obtaining accreditation for their state certification program (already developed or in process of development) – States that have not started the process or taking baby steps

State completes preapplication on web site. 

Preapplication includes request from the state to NAAEE for a mentor. 

NAAEE facilitates the mentor relationship. 

NAAEE assigns a file number to the state. 

3.  NAAEE direct them to the application packet on the web. (Question on application should be numbered to match numbers in Program Requirements document for easy reference by applicants.) Application must include: 

File number

Name of state

Details required to answer questions in this application are provided in the Program Requirements document that is part of this application packet. Be sure your responses include all items mentioned in this document!

PROGRAM ADMINISTRATION

Name of Program Administrator (who NAAEE contacts with questions)

Contact person name, address, phone, email

Certifying agent’s name: (who is actually issuing the state certification)

Explain how your certifying agent represents a statewide coalition of stakeholder groups, including the NAAEE Affiliate and groups on the Advisory Board. 

List the names and affiliations of the members of your Advisory Board.

FINANCIAL

Describe your plan to make the certification program financially sustainable.

What is your application fee?

RECORDKEEPING

Who is responsible for maintaining the records on your applicants?

How are records maintained? (electronic, paper, etc?)

What is contained in each applicant’s file?  

COMMUNICATIONS AND MARKETING

Describe the marketing plan to ensure that information on the certification program is readily available to potential applicants and others.  

How does the program administrator communicate with applicants? What mechanisms are used to provide applicant feedback?

How is communication maintained between the program administrator and the  Advisory Board?

CODE OF ETHICS

Attach a copy of your Code of Ethics.

** Need to address whether a signed Code of Ethics will be required of all applicants in all states.

PROGRAM OPERATIONS

Attach a copy of your state certification program application and instructions. 

Describe the qualifications of members of the candidate review panel that makes final determination of which applicants are certified in your state.

Describe how you assess the competencies of applicants.

RECERTIFICATION PROCESS

How often must applicants be recertified?

How do you track the applicant’s fulfillment of the items described in the exit level professional development plan? 

What mechanism is used to show proof of completion of the plan? 

How do you address non-fulfillment of the plan by the applicant?

4.  State submits the application to NAAEE electronically.

5.  NAAEE “body”reviews the packet.

Checklist to determine that all information is included.

6.  NAAEE sends packet to Accreditation Review Panel (ARP)

Who is on the committee, timeline for review.
Accreditation/Renewal/Reapplication Process

Note:  All communications should issue from the NAAEE office to protect anonymity of ARP members.

State applies for accreditation.  Application for accreditation includes a five-year “long-range” plan that includes the following elements:

· Certification is competency-based and competencies reflect THE Guidelines.

· Advisory board in place with representation reflecting diversity of stakeholders.  (See packet for complete list of stakeholders.)

· Application process is clearly communicated.

· Recertification and grievance processes are clearly communicated.

· Code of Ethics signed by each applicant.

· Support services available to applicant.

· Program records are maintained and confidential.

· Key program personnel must be certified prior to application.  (See application packet for definition of key personnel.)

· Financial plan present.

· Marketing strategy present

· Communications plan present

· Program evaluation plan present

State is accredited.  Go to Renewal Process.

State is not accredited because one of the following elements is missing or insufficient from their long range plan: marketing strategy, communication strategy, program evaluation plan, or advisory board representation is not as stipulated.  Go to Provisional Process.

State is not accredited because any two or more of these items are missing from their long range plan:  marketing strategy, communication strategy, program evaluation plan, or advisory board representation is not as stipulated.  OR – state is not accredited because any one of the other above elements is missing from the long-range plan.  Go to Reapplication Process.

State is not accredited for any reason.  State may appeal.  Go to Grievance Process.

Renewal Process

Accredited states must apply for renewal every 5 years.  States should submit the following documentation to ARP for approval.

· Report of number of applicants certified, dismissed, in the grievance process, and recertified

· List of advisory board members (current and past) and their affiliations

· Program budget for previous year and upcoming year, including in-kind donations

· Template reporting status of long-range plan objectives (needs to be created) – SWOC analysis

Provisional Process

State has 6 months to document the missing element and show significant progress in implementing it.  ARP has flexibility to make decisions based on each state’s unique needs.  No extra fees will be charged.  Provisional programs may communicate this status to applicants, but may not use NAAEE accreditation “trademarks” on any communications until granted accreditation.

Reapplication Process

State has 1 year to document the missing element(s) and show significant progress in implementing it (them).  State can only resubmit their application 1 year after the date of the communication denying accreditation.  ARP has flexibility to make decisions based on each state’s unique needs.  No extra fees will be charged.

Grievance Process

State may appeal to ARP by submitting a letter stating their case.  Grievance can only be filed on initial date of accreditation applications and a date 6 months following initial application date (twice a year).



NAAEE Accreditation

Certifying Agent: NAAEE

Program Administrator: NAAEE Staff 

CAC – advisory board?
Accreditation Review Panel:

Pool of trained NAAEE members who can serve both as a state’s mentor (see below) as well as a member of the final review board.

Qualifications: Bachelor’s degree in EE or related field; minimum of 5 years experience in EE or related field; member of NAAEE; completion of Accreditation Review Training; Commitment to serve for 3 years; Sign Accreditation Review Board Code of Ethics; EE Certification preferred.

Role of Reviewer:

1. Self-assess with accreditation criteria to determine strengths and weaknesses in ability to evaluate state’s portfolio. (program administrator will utilize self assessment to assign mentors and form review board)

2. Mentoring: Serve as a mentor to a state throughout the application process, serving as a liaison for the state with NAAEE.  Mentor may conduct a site visit and provide first line of review for application and presents final application with recommendation to review board.  This mentor will not be a voting member of that specific review.

3. Review Board: Serve on Review Board (w/ minimum of 3 reviewers) of states they are not mentoring. Review candidate’s portfolio and mentor’s recommendation; conduct site visit (if necessary); each member will score portfolio with rubric; 3 person consensus for recommendation.

Grievance  - Steps - Review Board & Mentor to CAC to NAAEE Board of Directors (procedure goes to CAC first; content goes to ARP first then CAC)

Application Due to Body Feb 1 or Aug 1





ARP


Individual (Sept 1 – Oct 1; Mar 1 – Apr 1)


Consensus (Oct 1 – Oct 15; Apr 1 – 15) 





Return to Applicant for incomplete


Resubmit Feb 1 or August 1 w/o application fee





Accreditation 





Not accepted (Must reapply and pay fee again)








Provisional


(Resubmit end of Oct or end of Apr)  





Incomplete 


(Resubmit on Feb 1 or Aug 1 w/o application fee)





Pre-application


Due any time


Application mentor assigned


Non-refundable deposit fee applies


NAAEE assigns tracking number


Full application to be submitted within 18 months after pre-application








Interest Application


Due any time


Program development mentor is assigned by NAAEE


Consult fee to mentor (?)











