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General 
Q1: How long does the NAEYC Accreditation process take? 

Step 1: Enrollment/Self-Study is self-paced and self-directed, so the amount of time spent in this step depends on an individual program, its initial level of quality, and how it structures the Self-Study process. Programs should engage in a thorough and meaningful Self-Study and be prepared to commit to a Candidacy due date upon submission of Step 2: Application/Self-Assessment.

 

Depending on when a program submits its Application and what Candidacy due date is selected, at least 3 months and up to 13 months will occur between Step 2: Application/Self-Assessment and Step 3: Candidacy. If the program is accepted as a candidate, it will receive a site visit within 6 months of the Candidacy due date and an accreditation decision within 3 months of the site visit.

 

Programs working on an accelerated timeframe can read more about combining Self-Study and Self-Assessment by submitting an Enrollment form and an Application at the same time.  For specific accreditation due dates and submission cycles, refer to accreditation timelines.  

Q2: What are the fees for NAEYC Accreditation?
Fees vary by program size and are paid at Step 1: Enrollment/Self-Study, Step 2: Application/Self-Assessment, and Step 3: Candidacy. Accredited programs pay an Annual Report fee on the first through fourth anniversaries of the program’s accreditation anniversary date. The fees are spread out over the entire accreditation process, so that a program can build costs into their annual budgets. For more info, see the accreditation fee chart.

 

Q3: How do programs calculate their fees for NAEYC Accreditation?

Fees are calculated based upon/on the total number of children enrolled in the program at the time the step is initiated and form is submitted.  Reference the following information to guide you as you determine your program’s enrollment for accreditation fees.

· Each child is only counted once.  

· Each child of eligible age (birth through kindergarten) that is part of an eligible group is counted.  All eligible groups MUST be included in your program’s NAEYC Accreditation. Read more to determine if a group is eligible for NAEYC Accreditation. 

· For programs with hourly care or drop-in care groups in which the total number of children enrolled in the group exceeds the maximum licensing capacity of the group, only the maximum licensing capacity of the group is counted. 

· If the total number of children enrolled at the program decreases significantly for a defined period of time (for example, Summer enrollment), the program calculates its accreditation fee based on the number of children of eligible age that are typically enrolled in the program throughout the majority of the school year. 

· For programs with satellite locations, the total number of children enrolled in the program is the sum total of all children enrolled in the primary site and each satellite site.

 

Q4:  What is the definition of a group? 

Clarification on Groups in the TORCH Resource Library provides the definition of groups and specific information to assist programs as they establish groups during Self-Study, report on groups in the Application and in Candidacy Materials, and prepare all groups to meet the 10 Standards during the site visit. 

Q5: Can a program exclude any groups from its NAEYC Accreditation? 
A program must include all eligible groups it serves every day it is in operation throughout all hours of operation.  This includes groups within the program that operate during the summer and after-school care groups.  

A group can ONLY be excluded from a program’s NAEYC Accreditation for one or both of the following reasons:

· The group is focused on parenting education and all parents remain with their children at all times (for example, Mommy and Me groups).
· The group demonstrates that it is a part of a separate program with a separate public identity that operates within the same facility.  
Q6:  How can my program demonstrate that it is separate from another program that operates within the same facility?
When multiple programs operate within the same facility, one program can demonstrate a separate public identity from a second program by documenting a separate budget, administration, license and/or other criteria.  Strong consideration of a parent’s perspective and understanding of the identity will be taken under advisement when determining if a program is truly separate from another.  

Please note the following examples of separate programs:

· A Head Start program and a public school program operate within the same building.  The Head Start has a separate budget, name, and administration than the public school program.

· A program operates on a school year calendar from September to June.  During the months when this program is closed, a separate summer camp program is offered at the same facility.  The summer camp program is marketed to parents under a different name and is run by a different administration.  

· A program operates from 8am until 3pm.  After this program closes, an after-school care program operates in the same facility from 3pm-6pm.  The after-school care program is run by a different organization that rents the facility from the main program.  
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Enrollment
Q1: For how long is a program’s enrollment valid? 
Programs that have enrolled in Self-Study on or following December, 2005 will remain enrolled until they successfully earn NAEYC Accreditation by receiving a decision of "accredited" following the Site Visit.  All enrolled programs are responsible for staying informed of any changes to the system as they are provided to programs via the Program Record , NAEYC Accreditation Newsletters, and TORCH .
Q2: How long after the submission of the Enrollment form will a program receive the Self-Study Kit?

It typically takes 4-6 weeks from the submission of the Enrollment form and fee for programs to receive the Self-Study Kit. Programs may utilize resources available in TORCH to get started on their Self-Study while they wait for the Self-Study Kit to arrive. 

Q3:  Can the Enrollment form be faxed or submitted online?   
NAEYC requires that enrollment forms and full payment be submitted to NAEYC by mail to the post office box indicated on the Enrollment form.  Enrollment forms submitted via fax or email will not be accepted at this time.  NAEYC accepts the postmark date of the Enrollment form as the submission date.  NAEYC recommends that programs obtain written confirmation of receipt of all forms sent to NAEYC P.O. Boxes.  Please discuss tracking options with your local Post Office.  NAEYC is not able to sign for materials that are delivered to a P.O. Box by an individual courier such as UPS or FedEx.  
Q4: Can a program skip Enrollment and move directly to Step 2: Application/Self-Assessment if it already has a Self-Study Kit?

All programs seeking initial accreditation and all programs accredited prior to January 2007 must complete the Enrollment form before submitting an Application.  Programs that have obtained the Self-Study Kit through any means other than the submission of an Enrollment form have not completed Step 1: Enrollment/Self-Study and may not move on to Step 2: Application/Self-Assessment.  

More information about enrollment and reaccreditation for programs accredited after January 2007 will be shared via the Accreditation E-Update and this website.

Q5:  Can a program submit an Enrollment form and an Application at the same time?  
If a program is willing to commit to a Candidacy due date and complete the Self-Assessment within a defined timeframe, the Enrollment form and Application can be submitted at the same time.  While it is not recommended, this option is available for programs pursuing accreditation on an accelerated timeframe.  Programs should review the Tools for Self-Assessment in the TORCH Resource Library before committing to a Candidacy due date upon submission of the Application.  
Programs that wish to submit an Enrollment form and an Application at the same time should adhere to the following procedures:  

1. Send the Enrollment form and Application together in one envelope and mail it to the P.O. Box indicated on the Application form.  

2. Make sure to include a note with your Application stating that you are submitting your Enrollment and Application forms together.  You may include one check or purchase order to cover the cost of both Enrollment and Application.
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Self-Study

Q1: How does NAEYC recommend programs approach Self-Study? 
To complete a meaningful and productive Self-Study, NAEYC recommends that a program informally evaluate itself according to the NAEYC Early Childhood Program Standards and Accreditation Criteria and then identify and implement any program improvements necessary to align the program to the 10 Standards.  Read more about Self-Study in the Self-Study Kit or in the Guide to Self-Study, which is available in the TORCH Resource Library.
Q2: How can a program or individual obtain the NAEYC Self-Study Kit? 
Programs that complete the Enrollment form as a part of Step 1: Enrollment/Self-Study will automatically receive a Self-Study Kit within four to six weeks of the Enrollment form submission.  

 

Individuals who assist programs in achieving NAEYC Accreditation may also submit the Individual Purchaser Self-Study Kit Order Form to receive a Self-Study Kit.  Please note that purchasing the Self-Study Kit as an individual does not enroll your program in Self-Study.  All programs pursuing NAEYC Accreditation must complete Step 1: Enrollment/Self-Study through the submission of the Enrollment form. 

 

 

Q3: What does the 2008 edition of the Self-Study Kit include? 
The 2008 edition of the Self-Study Kit includes a Getting Started book and one book addressing each of the 10 NAEYC Early Childhood Accreditation Standards (except for Standards 7 and 8, which share one book).  Programs that have an edition of the Self-Study Kit that was published prior to 2008 do not need to purchase an updated Self-Study Kit, but should refer to resources that supplement older versions of the Self-Study Kit in TORCH.

Q4:  How can I supplement my program’s edition of the Self-Study Kit that was published prior to 2008?

Programs that have an edition of the Self-Study Kit that was published prior to 2008 do not need to purchase an updated Self-Study Kit, but should access the following updated information online through TORCH.  
· Updated tools for Self-Study and Self-Assessment that were previously included on the CD-Rom in previous editions of the Self-Study Kit are now in the TORCH Resource Library.  These tools have been revised to accommodate the 2008 Sources of Evidence.
· Updated Sources of Evidence for All Criteria that were published in individual Standards books and on the CD-Rom from previous editions of the Self-Study Kit are now accessible in the TORCH Criteria Search and in the TORCH Resource Library. 
Q5:  Can materials in the Self-Study Kit be photocopied for staff training purposes?  
It is permissible to make copies of the materials in the Self-Study Kit for individual program use. Individual Standards books are available for purchase at our online store.  The Getting Started book is not available for individual purchase. Individuals may also access the NAEYC Accreditation Standards and Criteria free of charge through TORCH.

Note:  All programs pursuing NAEYC Accreditation must complete Step 1: Enrollment/Self-Study through the submission of the Enrollment form.  Programs that complete the Enrollment form (Step 1) will automatically receive a Self-Study Kit within four to six weeks of the Enrollment form submission.  
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Application
Q1:  Can the Application be faxed or submitted online?  
 NAEYC requires that the Application and full payment be submitted to NAEYC by mail to the post office box indicated on the Application.  Applications submitted via fax or email will not be accepted at this time.  NAEYC accepts the postmark date of the Application as the submission date.  NAEYC recommends that programs obtain written confirmation of receipt of all forms sent to NAEYC P.O. Boxes.  Please discuss tracking options with your local Post Office.  NAEYC is not able to sign for materials that are delivered to a P.O. Box by an individual courier such as UPS or FedEx.  
Q2: If a program is exempt from state licensing, does the program have to be licensed to pursue NAEYC Accreditation?
The eligibility requirements state that programs must be regulated by the appropriate licensing/regulatory body.  A program that is not regulated by a public agency and is exempt from state licensing must pursue a state license unless it is legally prohibited from doing so.  A program that is not regulated by a public agency, is exempt from state licensing, and is legally prohibited from obtaining a state license must voluntarily comply with the state licensing requirements as noted in the eligibility requirements. 
Q3:  How does the selection of the Candidacy due date in the Application affect the timing of a program’s site visit?

Programs that are accepted as Candidates will receive a site visit within six months of the Candidacy due date selected in the Application.  For specific information about notification and timing of the site visit, refer to the Site Visit Protocol in the TORCH Resource Library.
Q4: Can programs that close or operate at a reduced enrollment for a portion of the six months immediately following an available Candidacy due date still choose that Candidacy due date in the Application?
A program must be in operation at a level in which the site visit can be conducted for at least three of the six months following the Candidacy due date.  For a site visit to be conducted, at least one group of each of the following age categories that a program serves must be in session.  

· Infant:  birth to 15 months

· Toddler/Two: 12–36 months

· Preschool:  30 months–5 years
· Kindergarten:  enrolled in a public or private kindergarten
Specific information to schedule the site visit will be collected from all programs in the Application and Candidacy Materials.
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Self-Assessment
Q1: What is the difference between Self-Study and Self-Assessment? 
Self-Study and Self-Assessment are two distinct steps that serve different purposes.  Self-Study and Self-Assessment are structured differently to help your program meet the unique goals identified in these first two steps of the NAEYC Accreditation process.  The chart below highlights the differences between Self-Study and Self-Assessment.

	Self-Study
	Self-Assessment

	Included in Step 1: Enrollment/Self-Study
	Included in Step 2: Application/Self-Assessment

	Available to all programs that wish to engage in a structured approach to program improvement
	Available to programs that have previously completed Step 1: Enrollment/Self-Study and meet Eligibility Requirements

	The purpose is to align your program with the 10 Standards
	The purpose is to compile evidence on how your program meets the 10 Standards

	Self-paced with no deadlines to meet, allowing programs time to implement necessary program improvements
	Must be complete by the Candidacy Due Date selected within the Application

	Work completed is informal and will not be evaluated by the NAEYC Academy
	Work completed is formal and will be reported to the NAEYC Academy in the Candidacy Materials (Step 3) and evaluated by the NAEYC Academy during the site visit (Step 4)

	Programs may use a set of optional tools available in TORCH.  These tools help programs to evaluate their policies and practices and identify program improvements necessary to become aligned to the 10 Standards.  Programs may also develop their own tools or use published instruments.  Many programs choose to practice using the Self-Assessment tools during Self-Study.
	Programs use the tools for Self-Assessment available in TORCH to prepare their program for Candidacy (Step 3) and the site visit (Step 4).  These tools guide programs in the development of the five sources of evidence including a Program Portfolio, Classroom Portfolios, Family Surveys, Teaching Staff Surveys, and Observable Criteria.


Some programs choose to move through Self-Study and Self-Assessment simultaneously in order to move through the NAEYC Accreditation process on an accelerated timetable.  This can be achieved if programs submit the Enrollment form and Application at the same time.
Q2: Where can programs find the tools to complete Self-Assessment? 
Programs can access the tools for Self-Assessment in the TORCH Resource Library within folder 4. Tools for Self-Assessment.  Programs that have an edition of the Self-Study Kit that was published earlier than 2008 should no longer utilize the tools from the CD-Rom included in the Self-Study Kit.   

Q3: When must a program’s Self-Assessment be complete?

The Candidacy Materials require programs to report on the evidence that is compiled during Step 2: Application/Self-Assessment.  Programs should complete the entire Self-Assessment in order to be prepared to complete the Candidacy Materials when they are made available eight weeks prior to the Candidacy due date that was selected in the Application.  Once the Candidacy Materials are submitted, programs can continue to refine the evidence that was collected during Self-Assessment in preparation for a site visit.

Q4: Must programs with satellite locations prepare one Program Portfolio for each satellite location included in its NAEYC Accreditation? 
No.  A program with satellite locations should prepare a single program portfolio for the overall program, which includes applicable satellite locations.  The Program Portfolio must be a comprehensive representation of all satellite locations included in the program’s NAEYC Accreditation.  Note that if a program has groups located in satellite locations, each satellite location must meet the Satellite Location Requirements.
Q5:  What will be accepted as current evidence in the Program Portfolio and Classroom Portfolios? 
Portfolio evidence is current if it reflects a policy, practice, or document that is currently in effect or has been documented within 12 months of the program’s Candidacy or Renewal Materials due date.  

Portfolio evidence may be older than 12 months and still reflect a policy, practice, or document that is currently in effect.  Please note the following examples:

· An excerpt from a Parent Handbook that was published more than 12 months prior to the program’s Candidacy or Renewal Materials due date may be used as evidence in the Program Portfolio if the policies are currently followed by the program.  

· A photograph of a child planting a garden that was taken more than 12 months prior to the program’s Candidacy or Renewal Materials due date may be used as photographic evidence in the Classroom Portfolio if the group plants a garden each spring as a part of its curriculum.  

Q6:  Can multiple groups create one shared Classroom Portfolio?
The Classroom Portfolio must be a current and authentic representation of how criteria are met by the group to which it applies.  There are instances in which one Classroom Portfolio can apply to multiple groups.  Refer to Streamlining Classroom Portfolios within the TORCH Resource Library, folder 4. Tools for Self-Assessment for more information.
Q7:  How can a program demonstrate compliance with a criterion if evidence of how the program meets the criterion is stored off-site or is confidential in nature, and therefore unavailable to an NAEYC Assessor? 

If evidence is stored off-site or contains confidential information that cannot be viewed by assessors, a notarized letter must be provided. The notarized letter must:

· Be prepared by the authorized agency or individual responsible for the documentation; 

· Clearly identify the criterion for which it is being substituted; 

· Verify the existence and location of the document(s); 

· Provide information related to meeting the criterion for which it is being used as supporting evidence (for example, in a program with 26 children enrolled, evidence for Criterion 5.A.01 shows all records have current information about health insurance coverage, 24 of the 26 files have results of health examination, etc.); and 

· Include a blank copy of the form used or one in which any identifying information has been marked out. 

View a sample letter.

Q8:  For how long after they have been conducted are Teaching Staff and Family Surveys for Self-Assessment valid? 

Teaching Staff Surveys and Family Surveys for Self-Assessment must be conducted within 12 months of a program’s Candidacy due date.  
Q9:  Can Teaching Staff and Family Surveys for Self-Assessment be conducted multiple times?

There is no limit to the number of times the Teaching Staff Surveys and Family Surveys for Self-Assessment may be conducted.  Programs should report on the results of the most recently conducted Self-Assessment surveys in the Candidacy Materials, and should provide the results of the most recently conducted Self-Assessment surveys to an NAEYC Assessor during the site visit.
Q10: What percentage of the Teaching Staff and Family Surveys for Self-Assessment must be returned for the results to be valid? 
Programs must receive at least 80 percent of all Teaching Staff Surveys distributed and 50 percent of all Family Surveys for the results to be valid. 

Q11: How does NAEYC determine if a criterion is met based on the results of the Teaching Staff and Family Surveys for Self-Assessment?
At least 75 percent of the responses to all questions related to a particular criterion must be positive in order for the criterion to be met. ‘Yes’ answers are considered positive responses.  A failure to respond, ‘No’, or ‘Don’t Know’ responses are considered negative responses.  ‘Not Applicable’ responses are not counted in the calculation of the overall score.  
The survey results spreadsheets in the TORCH Resource Library include two worksheets.  The first is entitled “Overall Responses” and should be used to enter raw data from the surveys.  The second is entitled “Scores for Criteria” and automatically calculates scores for all criteria based on the raw data from the “Overall Responses” worksheet.  A score of at least 75 percent on the “Scores for Criteria” worksheet indicates that the criterion is met.

Q12: Who is responsible for completing the Observable Criteria Tool for Self-Assessment? 
During Self-Assessment, any individual can use the Observable Criteria tool to conduct observations.  Programs commonly assign this task to the program administrator.  Other appropriate individuals include, but are not limited to, program teaching staff, family members of enrolled children, and local early childhood professionals.  

The Observable Criteria Tool is designed to help your program prepare to meet Observable Criteria during the site visit.  The results of these observations will be reported on within the Candidacy Materials, but the Observable Criteria Tool will not be evaluated during the site visit.  During the site visit, an NAEYC Assessor will conduct his or her own observations to determine if criteria are met.

Table of Contents

Candidacy
Q1:  How can a program access the Candidacy Materials that it has been assigned? 
Candidacy Materials are made available to programs through the Program Record eight weeks prior to the program’s Candidacy due date.  The primary and secondary contacts listed for the program will receive notification to download Candidacy Materials as soon as they are available through the Program Record. 
Q2:  Can programs access the Candidacy Materials assigned to them earlier than eight weeks prior to the Candidacy due date?   
No.  The Candidacy Materials assigned to a program will not be made available to programs before they are posted on the Program Record eight weeks prior to the program’s Candidacy due date.  Programs may review a Sample of the Candidacy Materials to prepare to complete the Candidacy Materials assigned to their program eight weeks prior to their Candidacy due date.  

Although programs may not access the Candidacy Materials assigned to them earlier than eight weeks prior to the Candidacy due date, they should prepare to complete the Candidacy Materials by completing Self-Assessment and gathering documentation of the program administrator and teaching staff’s qualifications to prove that Candidacy Requirements are met.  

Q3: When will a program receive its Candidacy decision?  
The Candidacy decision will occur within six months of a program’s Candidacy due date.  Candidacy Materials are reviewed on a rolling basis, so some programs may receive Candidacy decisions early in the six-month window while others may receive their Candidacy decision later.  The NAEYC Academy is committed to providing a site visit to all programs that are accepted as Candidates within this same six-month window following the Candidacy due date.  Therefore, all Candidacy decisions will be made with ample time left in the six-month window to schedule and conduct a site visit.

Q4:  What happens if a program does not submit their Candidacy Materials and/or fee by the Candidacy due date?   
A program will be withdrawn as an Applicant for NAEYC Accreditation if its Candidacy Materials and fee are not submitted to the NAEYC Academy and postmarked on or before the Candidacy due date the program selected in its Application.  The application fee is nonrefundable.  Read more about Cancellations and Withdrawals. 
Q5: What happens if a program has staffing changes after they are accepted as a Candidate?
Changes in the designated program administrator and/or teaching staff that have occurred since the submission of Candidacy Materials can be submitted with the Fax Cover Sheet: Staff Changes Reported Prior to the Site Visit.  Changes to staff that effect a program’s ability to meet eligibility or Candidacy Requirements may compromise the program’s accreditation and/or the site visit. 
Q6:  If a program submits Candidacy Materials according to the timeline for currently accredited programs and is denied Candidacy, will its accreditation be automatically extended until the decisions process is complete?

If a program 

· submits Candidacy Materials according to the timeline for currently accredited programs, AND

· is denied Candidacy based on a failure to meet program administrator or teaching staff educational qualifications, AND

· chooses the option to resubmit Candidacy Materials on the next available Candidacy due date, 

its accreditation will be automatically extended until a second decision process is complete.

Q7:  Can the Candidacy Materials be faxed or submitted online?  
 NAEYC requires that the Candidacy Materials and full payment be submitted to NAEYC by mail to the appropriate post office box.  Candidacy Materials submitted via fax or email will not be accepted at this time.  NAEYC accepts the postmark date of the Candidacy Materials as the submission date.  NAEYC recommends that programs obtain written confirmation of receipt of all forms sent to NAEYC P.O. Boxes.  Please discuss tracking options with your local Post Office.  NAEYC is not able to sign for materials that are delivered to a P.O. Box by an individual courier such as UPS or FedEx.  
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Educational Qualifications
Q1:  What type of coursework is accepted from programs working to meet Candidacy Requirements?
The NAEYC Academy requires that all transcripts used to demonstrate staff qualifications either be from an accredited institution of higher education listed on the U.S. Department of Education website or be accompanied by an evaluation and verification of US equivalencies.  
Q2: Are international degrees accepted from programs working to meet Candidacy Requirements?
International degrees must be verified through a process of matching US equivalent degrees. Verification can be obtained through a company that specializes in this area or through an accredited institution of higher education listed on the U.S. Department of Education Website.  A company will provide an official report that can be submitted to NAEYC as documentation.  The U.S. institution of higher education will provide documentation if the international degree is determined to be equivalent to a degree offered at a U.S. institution.  

Both the NAEYC and the US Department of Education do NOT recommend or endorse any individual credential evaluation service or group of services. However, the US Department of Education website listed below can be used as a resource to assist programs pursuing accreditation in locating potential evaluators. 

http://www2.ed.gov/about/offices/list/ous/international/usnei/us/edlite-visitus-forrecog.html
Q3: Would documentation of an expired CDA be accepted from programs working to meet the Candidacy Requirements? 
A current CDA is required to meet the Candidacy Requirements for teaching staff qualifications.  Please contact the Council for Professional Recognition for further information.

Q4: Does NAEYC accept equivalents to the CDA or equivalents to college degrees from programs working to meet the Candidacy Requirements?

NAEYC defines a CDA equivalent, as well as an equivalent to an associate degree and a baccalaureate degree in early childhood education or a related field.  Read more about NAEYC-defined equivalent degrees.  Documentation of how a program meets these defined CDA and degree equivalents must be one of the following:

· Transcripts that either indicate appropriate coursework earned from an accredited institution of higher education listed on the U.S. Department of Education website or are accompanied by an evaluation and verification of US equivalencies

· Articulation agreement from an accredited institution of higher education listed on the U.S. Department of Education website.  An articulation agreement is defined as an agreement between an institution of higher education and a training provider.  This agreement must verify that training given by the training provider is equivalent to an established number of college credits granted at the institution.  

Q5:  Must a program with a small teaching staff demonstrate that 75% of teachers and 50% of assistant teachers/teacher aides meet Candidacy Requirements?

All programs must demonstrate that 75% of teachers and 50% of assistant teachers/teacher aides meet Candidacy Requirements.  NAEYC does not “round up” when determining the percentage of teaching staff that are meeting Candidacy Requirements.  For example, a program with only 3 teachers must demonstrate that all teachers meet Candidacy Requirements because if only 2 teachers were meeting, the percentage of teachers meeting would be 66.66%, which is below 75%.    

Q6:  What type of documentation is required for teaching staff that are “working on” the CDA Credential, associate or baccalaureate degree?  

To demonstrate that a teaching staff member is "working on" a National CDA or degree, a program must document that the teaching staff member meets ANY of the following conditions:  

· The teaching staff member is currently enrolled in a course or degree program.

· The teaching staff member has been enrolled within one year prior to the program’s Candidacy deadline.

· The teaching staff member will be enrolled within one year after the program’s Candidacy deadline. 

Documentation can include any of the following, dated up to one year prior to the program’s Candidacy due date:

· copies of an application

· grade report 

· transcript 

· letter from an advisor

· copy of a course out of a course catalog that the individual will enroll in 

· flyer for a CDA preparation course that the individual will enroll in

· receipt of tuition payment 

· military training modules 

Documentation can not solely be a letter from the program seeking Candidacy or the individual staff member stating intent to "work on" a degree.  Reference the Sample Candidacy Materials for more information.

Q7: What is acceptable work experience to meet the Alternative Pathways to Achieve Educational Qualifications of the Designated Program Administrator? 
Years of experience in a position that includes responsibilities in both program management and early childhood may be counted as program administrator experience.  This typically includes experience as an assistant program administrator or program coordinator, but does not typically include experience as a family childcare provider.
Q8: Can individuals working to meet the Alternative Pathways to Achieve Educational Qualifications of the Designated Program Administrator submit the same course for both formal education and relevant training and credentials? 
No. Coursework submitted for the formal education column may not also be submitted for the relevant training and credentials column.

Q9: Does NAEYC evaluate the qualifications of administrative support staff such as assistant directors.
No.  NAEYC only evaluates the qualifications of one designated program administrator.   
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Site Visit

Q1:  How is a program notified of the timing of its site visit?
Once a program is accepted as a Candidate it is assigned to an NAEYC Assessor(s).  All NAEYC Assessors follow the Pre-Visit Protocol when scheduling and notifying the program of its site visit.  The Pre-Visit Protocol is available for programs to view in the TORCH Resource Library.

Q2: What happens during the site visit?

An NAEYC Assessor evaluates all required and always assessed criteria and a subset of randomly assessed and emerging practice criteria within each standard during the site visit.  All NAEYC Assessors follow the Site Visit Protocol during site visits.  The Site Visit Protocol is available for programs to view in the TORCH Resource Library.

Q3: Must all indicators in a criterion be met in all sources of evidence for a 

program to meet the criterion during the site visit?
For each criterion that is assessed during the site visit, NAEYC Assessor(s) will evaluate the entire criterion, including any and all indicators, in each identified source of evidence.  Not all indicators must be assessed as “met” in all sources in order for the criterion to be met.  The NAEYC Academy scores the data NAEYC Assessors collect during the site visit to determine if criteria are met or not met.  

Q4:  When is a program ineligible for a site visit?

A program is ineligible for a site visit ONLY on established exclusion days and during periods of operation in which an NAEYC Assessor cannot observe each of the following eligible age categories that the program serves.  

· Infant:  birth to 15 months

· Toddler/Two: 12-36 months

· Preschool:  30 months – 5 years
· Kindergarten:  enrolled in a public or private kindergarten

Programs that alter their operation during established times of the year, such as an altered summer session, must be prepared for a site visit if at least one group of each eligible age category that the program serves is in session.  

Q5: Are all groups eligible for a group observation during a site visit, even if they were recently added to the program? 

All groups, regardless of the amount of time they have been in operation, may be assessed and should be prepared for a Classroom Observation and Classroom Portfolio review during the site visit.  Newly formed groups may include evidence prepared for another group’s Classroom Portfolio if the evidence represents a policy or practice that will be adopted in the new group within 12 months of the program’s Candidacy due date.  Read more about multiple groups contributing to one shared Classroom Portfolio.
Groups that are excluded from a program’s NAEYC Accreditation are not eligible for group observation.  A group can ONLY be excluded from a program’s NAEYC Accreditation for one or both of the following reasons:

· The group is focused on parenting education and all parents remain with their children at all times (for example, Mommy and Me groups). 

· The group demonstrates that it is a part of a separate program with a separate public identity that operates within the same facility.   

Q6: What happens if the NAEYC Assessor marks a required criterion “not met” during the site visit?
If an NAEYC Assessor marks a required criterion as “not met,” the site visit will continue to completion unless a child is in immediate risk for harm or abuse.  During the closing meeting, the NAEYC Assessor will present the program with the “Required Criteria Site Visit Documentation Form,” which notifies the program of the possible violation of a required criterion. The administrator has the opportunity to provide additional information on the “Required Criteria Site Visit Documentation Form” or as part of the “Administrator Evaluation of the Site Visit.”  The NAEYC Academy will review the information provided on the “Required Criteria Form” during the scoring process and contact the program if further information is needed. 

It is NOT uncommon for assessors to complete a Required Criteria Form and NOT all programs that are presented with a Required Criteria Form are denied accreditation.  The required criteria are assessed in multiple sources of evidence and assessors are instructed to complete the form if there is any question as to whether or not a required criterion is met.  

Q7:  How many children must be present in a group in order for an NAEYC Assessor to complete an observation? 
There is no minimum number of children that must be present for a group to be observed. The selection of groups that receive classroom observations during the site visit is entirely based on randomization.  

Q8:  Which groups will be assessed during the site visit?

NAEYC Assessors will use the following guidelines to determine which groups and how many groups are observed during a site visit.

· At least 50% of the total number of groups in the program must be observed.

· At least one group from each eligible age category the program serves (infant, toddler/two, preschool, kindergarten) must be observed.

· For programs with satellite locations, at least one group from each satellite location must be observed.

Random selection determines the specific groups that are observed within each age category.  Read more in the Pre-Visit and Site Visit Protocols in the TORCH Resource Library.

Q9: Are different sets of randomly assessed and emerging practice criteria used to evaluate each group within an individual program? 
No.  For each individual program, one set of randomly assessed and emerging practice criteria is used to evaluate all groups that are randomly selected for observation during the site visit.  

Q10: Will criteria that are ‘not applicable’ to a program be marked as ‘not met?’
Most criteria apply to all programs that serve the age category or categories to which they apply.  Please reference guidance in the TORCH Criteria Search for any criterion that you feel is ‘not applicable’ to your program or call Accreditation Program Support to determine if the criterion applies to your program.  If it is determined that a criterion or indicator is ‘not applicable’ to a program, it will neither help nor hurt the program when determining whether the standard or criterion is met.  
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Maintaining Accreditation
Q1:  Must currently accredited programs maintain their Classroom and Program Portfolios throughout their five-year accreditation term?

NAEYC expects all programs accredited after September 2006 to maintain their portfolios as they actively engage in program improvements throughout the five-year accreditation term.  Please note that portfolios are only evaluated during a site visit for initial accreditation or reaccreditation and will not be evaluated during a Verification Visit or a Random Unannounced Visit.  
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Annual Report
Q1:  Will programs receive reminders that their Annual Reports are due?

The NAEYC Academy sends Annual Report reminder notifications via email and mail to primary and secondary contacts listed for a program.  These reminder notifications are automatically generated, and will be sent to programs until the Annual Report is received and entered into our system at NAEYC, which may take up to four weeks after the program submits the Annual Report.  If a program receives an Annual Report reminder notification after it has submitted the Annual Report, its Annual Report is most likely still being processed.  

Q2:  Can the Annual Report form be submitted via fax or email?   
The Annual Report form is not accepted via fax and is not currently available as a web form that can be submitted online.  NAEYC accepts Annual Report forms and full payment by mail to the P.O. Box indicated on the Annual Report form.  NAEYC accepts the postmark date of the Annual Report as the submission date.  NAEYC recommends that programs obtain written confirmation of receipt of all forms sent to NAEYC P.O. Boxes.  Please discuss tracking options with your local Post Office.  NAEYC is not able to sign for materials that are delivered to a P.O. Box by an individual courier such as UPS or FedEx.  
If credit card payment is included or has been pre-paid over the phone, a program may also submit the Annual Report form by attaching it to an email sent to annualreport@naeyc.org.  Programs paying by any method other than a credit card may not submit the Annual Report form via email.  NAEYC recommends that programs keep a time stamped copy of the sent email, including Annual Report attachment, submitted to NAEYC.

Q3:  What happens if NAEYC does not receive a program’s Annual Report?

Accreditation is revoked if a program’s Annual Report is not postmarked on or before the end of the program’s Annual Report Submission Window and received by NAEYC.  It is the program’s responsibility to verify that NAEYC successfully receives the Annual Report.  Read more about how to verify that NAEYC has received your program’s Annual Report.

Q4:  How can a program verify that NAEYC has received its Annual Report? 

The primary and secondary contacts listed for a program are notified via email and mail once the Annual Report has been received.  It can take up to four weeks after a program submits the Annual Report for the report to be marked as received at NAEYC.  Programs that do not receive confirmation that the Annual Report has been received within four weeks of submission should contact Accreditation Program Support.  

In the unlikely event that an Annual Report is not marked as received by NAEYC within four weeks of the program submitting it to the NAEYC Academy, the program must produce written documentation indicating that the Annual Report was emailed or postmarked on or before the end of the program’s Annual Report Submission Window.   

NAEYC recommends that programs obtain written confirmation of receipt of all forms sent to NAEYC P.O. Boxes.  Please discuss tracking options with your local Post Office.  NAEYC is not able to sign for materials that are delivered to a P.O. Box by an individual courier such as UPS or FedEx. 
Q5:  If information is missing from the Annual Report, will the program be contacted?

Programs should make every effort to include all requested information in the Annual Report.  However, if additional information is needed to make a decision regarding a program’s Annual Report, NAEYC Academy staff will contact the program and provide it with a defined period of time in which additional information must be submitted.

Q6:  What if a program’s information exceeds the space provided on the Annual Report?

In most instances, programs should confine their answers to the space provided in the Annual Report.  When this is not possible, programs may include additional information in an appendix to the Annual Report.  Programs should be sure to include a reference within the Annual Report to any appendix where additional information can be found.  If programs are submitting the Annual Report via email, they should include all applicable appendices as separate attachments.  

Q7:  How long after the Annual Report is submitted will a program receive its Annual Report decision?
NAEYC does not define a specific period of time in which the Annual Report decision will be rendered.  Annual Reports are reviewed on a rolling basis and the amount of time it takes to review each individual Annual Report varies based on the changes that the program has experienced.  
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Self Report
Q1:  What happens if a program fails to submit a Self Report?
Failure to report any major changes to the NAEYC Academy within the established deadline will result in the program being required to submit to additional verification, which may include a verification visit at the program’s expense.

Q2:  Are there fees associated with the Self Reporting changes?
There are no fees due upon submission of a Self-Report form, but the result of the Self-Report may indicate require programs to submit to the following additional fees, if applicable:

· Merging or separating sites 

· Verification Visit 

 Read more in the Additional Fees chart.

Q3:  Can a Self-Report form be submitted via fax or email?

The Self-Report form can be submitted via mail, email, or fax according to the submission instructions on the form itself.  NAEYC accepts the postmark date of the Self Report as the submission date.
Table of Contents

Additional Verification & Random Unannounced Visits
Q1: What happens if a program refuses to allow a NAEYC Assessor to conduct a verification visit or random unannounced visit?
By earning NAEYC Accreditation, a program agrees to comply with NAEYC Accreditation policies and procedures. By refusing a verification visit, the program negates this agreement and the program's Accreditation will be revoked.
Q2: What if a program has security policies that do not allow an NAEYC Assessor to enter a site without advanced notice?
Programs that require a security clearance for the NAEYC Assessor’s entry into the program must include contact information for a designated authority outside the program in the Candidacy Materials and the Annual Report.  The NAEYC Assessor(s) work closely with this designated authority to ensure the safety and security of all individuals at the program. 
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If your questions are not addressed in this document, contact NAEYC Accreditation Program Support at 1.800.424.2460, option 3, option 1 or email accreditation.information@naeyc.org. 


