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Fax Cover Sheet for Staff Changes 
Reported Prior to the Site Visit


	
	If your program has not yet been accepted as a Candidate for NAEYC Accreditation, wait until your program receives its Candidacy Decision before reporting any staffing changes.
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	If your program has experienced staffing changes since the submission of Candidacy Materials that were not previously reported to NAEYC, please fax this cover sheet and documentation of new teaching staff and/or administrator qualifications to 202 232 1720.  After faxing the information, call or email your program’s Accreditation Coordinator  (the NAEYC staff member listed on the Candidacy acceptance letter) to confirm receipt of the complete fax.  If you do not know the name of your Accreditation Coordinator or his/her contact information, contact the NAEYC Academy at 1 800 424 2460, option 3 or via email at accreditation.information@naeyc.org.  

	Date of Fax:


	NAEYC Accreditation Coordinator:

	Program ID:


	Number of Pages in Fax, including cover letter:




For changes in the Designated Program Administrator, please complete Section 5:  Program Administrator of the Candidacy Materials and attach documentation of the program administrator’s qualifications.

Please list the Teaching Staff Members reported in your Candidacy Materials who are no longer employed by your program:

	
	Teaching Staff Name:
	Job Title:
	Group Name(s):

	1
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	

	2
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	

	3
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	

	4
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	

	5
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	


Please list ALL NEW Teaching Staff Members who began employment since your program submitted or most recently updated its Candidacy Materials to the NAEYC Academy: 
	
	Teaching Staff Name:
	Job Title:
	Group Name(s):

	1
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	

	2
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	

	3
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	

	4
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	

	5
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	


Instructions for attaching documentation of qualifications:  For all NEW Teachers and Assistant Teachers/Teacher’s Aides, please provide documentation of each NEW staff member’s qualifications.  Documentation may include:  Copies of current (not expired) national CDA credentials, college transcripts (official or unofficial), grade reports, or diplomas (if the major field of study is not listed, please also include a resume or letter detailing at least 3 years of  relevant experience and 30 contact hours of relevant training).
Please list any Teaching Staff Members who were listed on your Program’s Candidacy Materials but who are now in a different role (for example, have a new job title or are working with a different group of children): 
	
	Teaching Staff Name:
	New Job Title: 
	Group Name(s):
	New Group:

	1
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	
	 FORMCHECKBOX 
  Yes

	2
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	
	 FORMCHECKBOX 
  Yes

	3
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	
	 FORMCHECKBOX 
  Yes

	4
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	
	 FORMCHECKBOX 
  Yes

	5
	
	 FORMCHECKBOX 
 Teacher         FORMCHECKBOX 
 Teacher Assistant/Aide
	
	 FORMCHECKBOX 
  Yes


IMPORTANT:  Do not resend documentation of current staff qualifications
#Teachers:  defined as those individuals having primary responsibility for a group of children.

#Teacher Assistant/Aide:  defined as adults who work under the direct supervision of a teacher.
For more information about Candidacy Requirements, please refer the Getting Started book included in the Self-Study Kit or visit our website at www.naeyc.org/acdaemy.  Please note that programs must continue to document that they meet Candidacy Requirements in order to receive an Site Visit from NAEYC and to become accredited.  If you have any questions, please contact the Academy Information Center at 1 800 424 2460, option 3 or via email at accreditation.information@naeyc.org.
Effective March 1, 2008

