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National Commission for Certifying Agencies

The Accreditation Body of the Institute for Credentialing Excellence
2025 M Street, NW, Suite 800, Washington, DC 20036-3309

PH. (202) 367-1165     FAX (202) 367-2165
NCCA Accreditation Applicant:

Thank you for your interest in NCCA accreditation.  The purpose of NCCA accreditation is to provide the public and other stakeholders the means by which to identify certification programs that serve their competency assurance needs. The NCCA uses a peer review process to establish accreditation standards, to evaluate compliance with these standards, to recognize programs that demonstrate compliance, and to serve as a resource on quality certification.

Before applying for accreditation you should carefully review the NCCA Standards for the Accreditation of Certification Programs (NCCA Standards).  The following application form will guide you in providing the documentation and other evidence necessary to demonstrate your certification program’s compliance with the NCCA Standards. Copies of the NCCA Standards and the application form are available in electronic format on the ICE Web site at www.credentialingexcellence.org/NCCA.

Throughout the accreditation process please feel free to contact the ICE office at 202/367-1165 or info@credentialingexcellence.org with your questions.

Sincerely,

B. Denise Roosendaal, CAE
Executive Director
November 2011
If the date of this application form is more than six months old, please call NCCA to verify its current acceptability before completing the application.
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National Commission for Certifying Agencies

The Accreditation Body of the Institute for Credentialing Excellence
2025 M Street, NW, Suite 800, Washington, DC 20036-3309

PH. (202) 367-1165     FAX (202) 367-2165
Application for Certification Program Accreditation

Submitted By

Insert Program Name

 FILLIN  \* MERGEFORMAT 


 FILLIN  \* MERGEFORMAT 

 FILLIN  \* MERGEFORMAT 
(Official Name of Certifying Program)

To

National Commission for Certifying Agencies (NCCA)

Insert Date
Date

Check One

 FORMCHECKBOX 
  New Application
 FORMCHECKBOX 
  Renewal Application

Note: To use the above check boxes, double click the applicable box and select “checked” for the default value.

Current accreditation expiration: mm/dd/yyyy
November 2011
If the date of this application form is more than six months old, please call NCCA to verify its current acceptability before completing the application.
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INSTRUCTIONS

When preparing to submit this Application for Certification Program Accreditation to NCCA, please read carefully and follow the instructions below:

NEW! SUBMISSION GUIDELINES
The NCCA requires that certification programs applying for accreditation submit the following for review by the NCCA Commission: 

· Letter of intent 90 days prior to the application deadline. Letters of intent should be sent to: Denise Roosendaal, Executive Director, 2025 M Street, NW, Suite 800, Washington, DC 20036. Organizations that submit a letter of intent will receive priority in the scheduling of NCCA review of their application(s). Organizations that submit an application without a letter of intent may be scheduled for review after those that did submit a letter. The Commission reserves the right to delay the review of an application to the next review cycle.
· Explanations and documentation, with appropriate page numbers noted, must be provided for each Essential Element.

· Applications must follow the format provided. Applicants must submit a single, bookmarked PDF file containing the completed application form as well as the exhibit documentation.  Please see additional formatting guidelines below.
· A separate application and all exhibits must be submitted to NCCA for each certification program that a sponsoring organization wishes NCCA to consider for accreditation.  If you are submitting for multiple programs, each program should have its own single, bookmarked PDF file. 
· Applicants submitting their PDF application file on CD or USB drive must send their application to the following address: National Commission for Certifying Agencies, 2025 M Street, NW, Suite 800, Washington, DC 20036-3309.
· Applicants may also e-mail their PDF application file to the following secure dropbox location: https://dropbox.yousendit.com/NCCA-Applications 

· Applications not submitted in the required format will not be accepted.
· All applications must be received by NCCA staff by the application deadline.

ADDITIONAL INSTRUCTIONS

· The evaluation of printed matter that is available to applicants, certificants, employers, regulators, the general public, and other stakeholders is an important part of the NCCA accreditation process; however, only one copy of each document or publication should be part of the application.  If a particular document or publication provides information to demonstrate compliance with more than one Standard, refer to the document or publication by identifying the previously labeled exhibit.  Do not include additional copies.

· If a report or document does not directly respond to the Essential Element, please provide an explanation. Explain “How” your program meets the Essential Elements.  Do not simply restate the Element.
· Some Standards include “Required Documents”.  All applicants are expected to submit these required documents.   If the required document the applicant provides does not completely respond to the Essential Element, provide further explanation in the comments section.

· If there are no existing reports or documents to support compliance with a Standard, an explanation in the comment area must be provided.

· If a sponsoring organization has information on the Web, e.g., candidate handbooks, this material should be included in the bookmarked, PDF as part of the supporting documentation.  A sample page of a directory (not the entire directory) should be provided.

NEW! ELECTRONIC APPLICATION FORMATTING GUIDELINES 
The NCCA requires that certification programs applying for accreditation submit the following for review by the NCCA Commission: 

(1) A PDF application with the complete application form and ALL exhibits scanned and bookmarked (tabbed) in a single PDF file. 
(2) The PDF file must be bookmarked (tabbed) to include each NCCA Standard and each piece of exhibit documentation (i.e. Tabs A – HH).  Applications not submitted in the required format will be returned, which may delay review of the application.
(3) Please see the sample application online at www.credentialingexcellence.org/NCCA under the “application and annual report” tab as a guide to the PDF file format requirement.
If my program is unable to scan documents and create a PDF, how do I apply for accreditation? There are a number of vendors that provide scanning and file creation services to accommodate your program’s needs. Or, you may choose to send in a hard copy of your complete application and exhibits labeled as tabs A-HH included in a 3-ring binder and the NCCA will create the PDF for an administrative fee of $250 per 500 pages (i.e. all applications up to 500 pages cost $250, applications of 501 – 1000 pages cost $500, etc.).    
APPLICATION INFORMATION
· When completed, the application will consist of three components: 1) Application Form: Responses to the Required Documentation by Standards, 2) Appendix: Exhibits, and 3) Required Forms. These three components should be combined into a single, bookmarked PDF file following the guidelines above. 
· Although the application form follows the NCCA Standards, the applicant is expected to review the full NCCA Standards for the Accreditation of Certification Programs. The full text of the NCCA Standards is available at www.credentialingexcellence.org or by request from the NCCA office at 202/367-1165.

· Materials submitted by the organization are confidential and for review by NCCA Commissioners only.  Documentation provided by the sponsoring organization may include public documents and internal confidential documents (e.g., technical reports, financial statements) to support the application.  It is the sponsoring agency’s responsibility to supply all related information to support the application.

· Applications are reviewed at least three times annually and should be submitted by January 31, April 30, and September 30 for review at the next regularly scheduled Commission meeting.

· Although each Commissioner reviews all applications that are received, each application is assigned a primary administrative and psychometric reviewer.  These primary reviewers may contact applicants directly if questions arise as they are reviewing each application. The Commissioners usually have approximately 2-3 months to review the applications before they meet in person to discuss an accreditation decision; some of the accreditation review process may take place by telephone conference call. 

· Applicants will be informed of the Commission’s decision approximately 45 days after the full Commission reviews the application. 

· An applicant for accreditation that is aggrieved by a decision of the Commission may request that the Commission reconsider the action by requesting reconsideration in writing to the NCCA executive director and following NCCA guidelines for appeals.   
PLEASE NOTE:  The required accreditation application fee must also be submitted with your application.  Please make checks payable to ICE.  Checks made payable to NCCA will be returned.  The fees are:
	ICE Member, organization with no currently accredited programs
	$1,560/submission

	Non-member, organization with no currently accredited programs
	$2,075/submission

	Organization with accredited programs submitting an application for a new program(s)
	$520/submission

	5-year accreditation renewal application
	$1,245 for first program; $780 for each additional accredited program up to max fee of 10 programs


Who should I contact if I have other questions about the electronic submission guidelines? 

Please contact Liz Grater in the NCCA office at 202/367-1165 or via e-mail at info@credentialingexcellence.org.  
ADDITIONAL INFORMATION 

· Eligibility: Any certification program may apply for accreditation after one year of assessment instrument administration or administration to at least 500 candidates using the current assessment mechanism, whichever comes first. A “certification program” uses a particular assessment instrument to issue a credential. 

· Submitting an application for a new certification program sponsored by the same agency/sponsoring organization at a different time: If a sponsoring agency establishes a new certification program prior to the renewal date of its first approved certification program, the agency must submit a full and complete application including supporting exhibit documentation to demonstrate compliance with all of the NCCA Standards.
· Renewal: In general, if a certification program is accredited, NCCA grants accreditation for five years.  To maintain accreditation, an annual report form attesting to the status of the certification program must be submitted to comply with Standard 21.

· Additional Information Requests: A sponsoring agency may be contacted by NCCA, at its option, to provide additional clarification prior to the application review.

· Accreditation of Additional Programs: If organizations or agencies apply for NCCA accreditation of additional programs following accreditation of the original program(s), any new programs that are approved for accreditation will be accredited until the date the organization’s initial accreditation expires. All of an organization’s accredited programs will then be eligible for renewal on the same five-year renewal cycle.

· The Commission recommends that the applicant retain a copy of all materials submitted to the Commission.

The Commission is asking for specific information in a specific format so that it can fairly and consistently determine compliance with the NCCA Standards.  Suggestions for improvement of the process are encouraged.  Suggestions or comments on the process should be directed to the NCCA Executive Director. 

	All information submitted in connection with an application for accreditation, both initial and renewal, is deemed to be confidential. NCCA shall not disclose such information to any third person without the consent of the applicant.


EXHIBIT DOCUMENTATION LIST

This list provides functional titles for documents.  The specific title may vary by organization.  Please follow the documentation list below so that Appendix A is Mission Statement, Appendix B is Bylaws, Appendix V is Cut Score Study, etc.  Sponsoring programs often use their own titles and combine some of the documents below into one report or handbook.  For example, the Technical Report may include procedures for test construction, item development, and equating; or the Mission Statement and Bylaws may all be included together.

If a description is included in another document, include a note.  For example, if Procedures for ADA Compliance are included in the Candidate Handbook, complete the “Refer Also To” column.

Suggested/Required documents to be submitted in support of NCCA Accreditation:

	Included
	Required
	Appendix 
	Title/Description
	Refer Also To:

	
	
	A 
	Mission Statement/Purpose
	

	
	
	B 
	Bylaws
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	C 
	Articles of Incorporation
	

	
	*
	D 
	Policies and Procedures Document
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	*
	E 
	Candidate Brochure/Handbook/Information/ Application
	

	
	
	F 
	Strategic/Business Plan
	

	
	
	G 
	Advisory Committee Chart/Description 
	

	
	
	H 
	Organizational Chart
	

	
	
	I 
	Financial Statement
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	J 
	Resumes of Key Staff
	

	
	
	K 
	Resumes of Consultants
	

	
	
	L 
	Procedures for ADA Compliance
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	M 
	Directory of Certified Individuals 
	

	
	
	N 
	Other Public Documents
	

	
	*
	O 
	Renewal/Recertification Publication
	

	
	*
	P 
	Job/Practice Analysis Report
	

	
	*
	Q 
	Assessment Instrument Specifications 
	

	
	
	R 
	Assessment Training Manuals: examiners, proctors, raters
	

	
	*
	S 
	Procedures for Test Construction
	

	
	*
	T 
	Technical Report with Statistics
	

	
	
	U 
	Item Development Report/Procedures
	

	
	*
	V 
	Cut Score Study Report
	

	
	
	W 
	Quality Control Procedures
	

	
	
	X 
	Equating or Other Procedures 
	

	
	
	Y 
	Security Procedures
	

	
	*
	Z 
	Sample Score Reports – Pass and Fail
	

	
	
	AA 
	Examiner's/Proctor’s Materials 
	

	
	*
	AB 
	Disciplinary Policy
	

	
	*
	AC 
	Appeals Policy
	

	
	
	AD 
	Organization/Program’s annual report to stakeholders
	

	
	*
	AE 
	Recertification Policies and Procedures
	

	
	*
	AF 
	Confidentiality Policy
	

	
	*
	AG 
	Records Retention Policy
	

	
	
	HH
	Other 
	


GENERAL INFORMATION

NOTE: Separate applications are required for each program that a sponsoring organization wishes to submit for review.
1.  Program Information

	Name of Certification Program:
	

	Acronym and title used to identify credential
	

	Name of Certification Program Sponsoring Agency/Organization:
	

	Acronym used to identify certification program/sponsoring agency:
	

	Mailing Address:
	

	
	

	
	

	E-Mail:
	

	Phone:
	

	Fax:
	

	Web Site:
	


2.  Contact person for questions about this application

	Name
	

	Title
	

	Address
	

	
	

	
	

	E-mail
	

	Phone
	

	Fax
	


3.  Highest ranking member of certification board or governing committee

	Name
	

	Title
	

	Address
	

	
	

	
	

	E-mail
	

	Phone
	

	Fax
	


4.  Assessment Instrument History (If more than one examination is required for certification credential, include information on each examination.)

	Name of assessment instrument(s):
	

	Acronym of assessment instrument(s):
	

	Date of first administration(s):
	

	Total number of candidates who have tested since the inception of the program:
	

	Date of completion of most recent job/practice analysis study:
	

	Total number of candidates who have taken an assessment instrument based on the most recent form of the test specifications:
	


STATEMENT OF UNDERSTANDING

VERIFICATION

By our signatures below, we represent that the Applicant has read, understands and will comply with the NCCA Standards for Accreditation of Certification Programs; that all information provided by the Applicant in connection with this Application for Program Accreditation is true, correct and complete to the best of our knowledge and belief; and that in the event of a material change in the subject Program after submission of this Application but before the Commission renders its decision, the Applicant will notify the Commission of the existence and nature of any such change.

AGREEMENT

In consideration of the Commission’s decision, if any, to grant Accreditation, the Applicant acknowledges and agrees that it shall:

A. Annually complete and submit information requested on the current status of the accredited certification program(s).

B. Report any material change in purpose, structure, or activities of the accredited certification program(s).

C. Report any material change in examination administration procedures for the program(s).

D. Report any material change in examination techniques or in the scope or objectives of the examination.

E. Furnish any and all information that the Commission may require to investigate whether the program complies with NCCA Standards for the Accreditation of Certification Programs.

________________________________


________________________________

Signature of Highest Ranking Member 


Signature of Chief Staff Member of

of Certification Body or Governing  Unit


Certification Program

Insert Name and Title




Insert Name and Title
Type Name and Title




Type Name and Title

mm/dd/yyyy





mm/dd/yyyy
Date Signed






Date Signed

National Commission for Certifying Agencies (NCCA)

REQUIRED AND SUGGESTED DOCUMENTATION BY STANDARD
This annotated accreditation application is to be submitted with all new and renewal applications to NCCA. Applicants MUST supply documentation and related page numbers for each Essential Element. Additional explanatory comments must be included on this form.  It is not sufficient to just include reference to the document.  A short summary for each Standard and element must be included in the explanation box.

All items marked with an asterisk (*) in the  Exhibit Documentation List on page 3 of this application will be required to support your certification program’s compliance with the NCCA Standards somewhere in this application. Every NCCA Standard has a list of documentation suggested to demonstrate compliance. Twelve of the 21 Standards also include a list of required documentation.

Note that this application includes only the Standard and Essential Element(s) for each Standard. Accreditation applicants should refer to the full NCCA Standards document including the Commentary when completing this application. 

	Standards 1-4:
Purpose, Governance, and Resources


	Standard 1


The purpose of the certification program is to conduct certification activities in a manner that upholds standards for competent practice in a profession, occupation, role, or skill.

Suggested Source and Documentation: 

Appendix A: Mission Statement 

Appendix B: Bylaws

Appendix C: Articles of Incorporation

Appendix D: Policies and Procedures

Essential Element:

A.
It is the responsibility of the certification program applying for NCCA accreditation to identify the population being certified and to provide justification for the appropriateness of its certification activities. Typically, a certification program issues a credential or title to those certified. If the applying program does not, an explanation should be provided explaining why the issuance of a credential or title is not appropriate to the profession, occupation, role, or skill.

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


	Standard 2


The certification program must be structured and governed in ways that are appropriate for the profession, occupation, role, or skill that ensure autonomy in decision making over essential certification activities.

Suggested Source and Documentation:


Appendix B: Bylaws


Appendix C: Articles of Incorporation



Appendix D: Policies and Procedures



Appendix G: Advisory Committee Chart/Description


Appendix H: Organizational Chart 

Essential Elements:
A. 
The certifying program must show that the governance structure, policies, and procedures that have been established protect against undue influence that could compromise the integrity of the certification process.

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


B. 
The governance structure, policies, and procedures must provide for autonomy in decision making regarding important aspects of the certification program, such as eligibility standards; the development, administration, and scoring of the assessment instruments; selection of personnel; and operational processes.

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


C. 
The development, administration, and scoring of assessment instruments must promote the purpose of the certification program.

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


D. To avoid conflicts of interest between certification and education functions, the certification agency must not also be responsible for accreditation of educational or training programs or courses of study leading to the certification.

Does your organization offer education or training for certification eligibility? If yes, are there other routes or providers that are accepted for certification eligibility? If yes, how do you make candidates aware of these accepted routes or providers? 
Does your certification organization offer courses or materials to prepare exam candidates? If yes, is purchase required? 

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


	Standard 3


The certification board or governing committee of the certification program must include individuals from the certified population, as well as voting representation from at least one consumer or public member.  For entities offering more than one certification program, a system must be in place through which all certified populations are represented, with voting rights, on the certification board or governing committee.

Required Documentation:


NCCA Form 1: Public Member Declaration Form


NCCA Form 2: Certification Board or Governing Committee Form

Appendix B: Bylaws or Appendix D: Policies/Procedures document or both

Suggested Source and Documentation:


Appendix B: Bylaws

Appendix D: Policies and Procedures Document

Appendix G: Advisory Committee Chart/Description

Appendix H: Organizational Chart

Essential Elements:
A.  
A system or structure must be established for ensuring appropriate stakeholder involvement by designating certain representative positions on the governing body. To ensure a balance of program input, the governing body may implement a rotating system of representation over a set period of time.

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


B. The certification program must establish bylaws and/or policies and procedures for the selection of individuals who serve on the board or governing committee. This information must show that the selection of these individuals prevents inappropriate influence from a parent or outside body.

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


	Standard 4


The certification program must have sufficient financial resources to conduct effective and thorough certification and recertification activities.

Suggested Source and Documentation:

Appendix I: Financial Statement or Independent Audit

Appendix DD: Organization’s Annual Report to Stakeholders

Note: If no financial statement is provided in the exhibits, provide an explanation of compliance and clarification below.

Essential Element:
A.  
Financial reports of the certification program must demonstrate adequate resources available to support ongoing certification and recertification processes.

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


	Standards 5-9:  
Responsibilities to Stakeholders


	Standard 5


The certification program must have sufficient staff, consultants, and other human resources to conduct effective certification and recertification activities.

Suggested Source and Documentation:

Appendix I: Financial Statement, Independent audit

Appendix J: Resumes of key staff

Appendix K: Resumes of consultants or names, addresses and description of consulting firm

Essential Elements:
A. Key staff and non-staff consultants and professionals must possess adequate knowledge and skill to conduct certification program activities.

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


B.  
The certification program must have adequate resources to conduct the activities (e.g., processing of applications, administering the assessment instrument, storage of records) of the certification program.

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


	Standard 6


A certification program must establish, publish, apply, and periodically review key certification policies and procedures concerning existing and prospective certificants, such as those for determining eligibility criteria, application for certification, administering assessment instruments, establishing performance domains, appeals, confidentiality, certification statistics, discipline, and compliance with applicable laws.

Required Source and Documentation:

Appendix D: Relevant Policies and Procedures

Appendix E: Candidate Brochure/Handbook/Information/Application


Appendix O: Renewal/Recertification Handbook 

Appendix BB: Discipline Policy

Appendix CC: Appeals Policy


Appendix FF: Confidentiality Policy

Suggested Source and Documentation:

Appendix L: Procedures for ADA

Appendix N: Other public documents

Essential Elements:
A.  
Published documents which clearly define the certification responsibilities of the organization must include the following:

· The purpose of the certification program

· Eligibility criteria and application policies and procedures

· Materials outlining all examination processes and procedures

· A detailed listing and/or outline of the performance domains, tasks, and associated knowledge and/or skills

· A summary of certification activities (must include number of candidates examined, pass/fail statistics, and number of individuals currently certified) for each program

· Discipline, nondiscrimination, and confidentiality policies and procedures
· Appeals policies and procedures
	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	The purpose of the certification program:


	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	Eligibility criteria and application policies and procedures:


	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	Materials outlining all examination processes and procedures:


	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	A detailed listing and/or outline of the performance domains, tasks, and associated knowledge and/or skills:


	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	A summary of certification activities (must include number of candidates examined, pass/fail statistics, and number of individuals currently certified) for each program:


	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	Discipline, nondiscrimination, and confidentiality policies and procedures:



	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	Appeals policies and procedures:




B. Confidentiality policies must (a) ensure that candidate application status and examination results are held confidential, and (b) delineate the circumstances under which this information may be disclosed or made public.

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


C.  
Policies and procedures must be published and must include guidelines by which candidates may question eligibility determination, assessment instrument results, and certification status.

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


D.  
Disciplinary policies must include procedures to address complaints which may concern conduct that is harmful to the public or inappropriate to the discipline (e.g., incompetence, unethical behavior, or physical/mental impairment affecting performance). These policies must ensure appropriate treatment of sensitive information and fair decision making.

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


	Standard 7


The certification program must publish a description of the assessment instruments used to make certification decisions as well as the research methods used to ensure that the assessment instruments are valid.

Required Source and Documentation:

Appendix E: Candidate Brochure/Handbook/Information/Application

Suggested Source and Documentation:

Appendix N: Other Published Documents

Essential Element:

A.  
Procedures related to assessment instruments must address development and validation, eligibility requirements, and administration (e.g., availability and location, fees, reporting of results).

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	Please note that the Standards require that this information must be published. Note here where this information is published.




	Standard 8


The certification program must award certification only after the knowledge and/or skill of individual applicants have been evaluated and determined to be acceptable.

Essential Elements:

A.  
If any current certificants (at the time the application for accreditation is made) were granted certification without having to meet the examination requirements established for certification, a rationale must be provided to explain how the competence of those individuals was evaluated and found to be sufficient. The period during which such test exemptions were granted must have been terminated before the certification program is eligible for accreditation.

	Documentation
	Provide explanation below to support compliance.
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B. Once a program is accredited, “grandfathering,” or any other procedure for granting a credential in the absence of evaluating the knowledge and/or skill of an individual, is not acceptable.

	Documentation
	Provide explanation below to support compliance.
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	Standard 9


The certification program must maintain a list and provide verification of certified individuals.

Suggested Source and Documentation:


Appendix M: Directories of certified individuals (sample pages), other published materials

Essential Element:

A.
The certification program must maintain a list of current and previous certificants.

	Documentation
	Provide explanation below to support compliance.
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	Standards 10-18:  
Assessment Instruments


	Standard 10


The certification program must analyze, define, and publish performance domains and tasks related to the purpose of the credential, and the knowledge and/or skill associated with the performance domains and tasks, and use them to develop specifications for the assessment instruments.

Required Source and Documentation: 

Appendix P: Job/Practice Analysis Report

Appendix Q: Assessment Instrument Specifications

Appendix S: Procedures for test construction

Suggested Source and Documentation:

Appendix R: Assessment training manuals

Appendix U: Item Development report/procedures

Essential Elements:
A.  
A job/practice analysis must be conducted leading to clearly delineated performance domains and tasks, associated knowledge and/or skills, and sets of content/item specifications to be used as the basis for developing each type of assessment instrument (e.g., multiple-choice, essay, oral examination).

	Documentation
	Provide explanation below to support compliance.
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B.  
A report must be published linking the job/practice analysis to specifications for the assessment instruments. (This report may be considered confidential by the organization; however NCCA accreditation review requires that a formal report of the job analysis be submitted with the application.)  
	Documentation
	Provide explanation below to support compliance.
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	Standard 11


The certification program must employ assessment instruments that are derived from the job/practice analysis and that are consistent with generally accepted psychometric principles.

Required Source and Documentation:

Appendix P: Job/Practice Analysis Report 

Appendix Q: Assessment Instrument Specifications


Appendix S: Procedures for Test Construction

Essential Elements:

A. Assessment instruments, including assessment items, exhibits, instructions to examinees, scoring procedures, and training procedures for administration of assessments, must be products of an appropriately designed and documented development process.

	Documentation
	Provide explanation below to support compliance.
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B.  
The content sampling plan for test items or other assessment components must correspond to content as delineated and specified in the job/practice analysis.

	Documentation
	Provide explanation below to support compliance.
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C.  
An ongoing process must exist to ensure that linkage between the assessment instruments and the job/practice analysis is maintained, as assessment components are revised and replaced over time. This linkage between assessment content and job/practice analysis must be documented and available for review by stakeholders. (If the complete job/practice analysis is not publicly available, the organization must make available a summary of the study to prospective candidates and other interested stakeholders.  The summary can be in journal articles or candidate bulletin.)
	Documentation
	Provide explanation below to support compliance.
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D.  
Certification programs must follow a valid development process that is appropriate for assessment instruments.

	Documentation
	Provide explanation below to support compliance.
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E.  
A systematic plan must be created and implemented to minimize the impact of content error and bias on the assessment development process. Assessment content must be reviewed by qualified subject matter experts.

	Documentation
	Provide explanation below to support compliance.
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	Standard 12


The certification program must set the cut score consistent with the purpose of the credential and the established standard of competence for the profession, occupation, role, or skill.

Required Source and Documentation:


Appendix V: Cut score study report 

Essential Elements:

A.  
Cut scores must be set using information concerning the relationship between assessment performance and relevant criteria based on the standard of competence.

	Documentation
	Provide explanation below to support compliance.
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B.  
A report must be published documenting the methods and procedures used to establish the standard of competence and set the cut score, along with the results of these procedures.  (This formal cut score report may be considered confidential by the organization; however NCCA accreditation review requires that a formal report of the cut score be submitted with the application.   In these cases, the organization must make available a summary of the study or statement regarding the study to prospective candidates and other interested stakeholders.  The summary can be in journal articles, candidate bulletin, or other information accessible to candidates and stakeholders.)
	Documentation
	Provide explanation below to support compliance.
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	Standard 13


The certification program must document the psychometric procedures used to score, interpret, and report assessment results.

Required Source and Documentation:

Appendix T: Technical Report w/statistics 

Appendix V: Cut score study report

Appendix Z: Sample score reports-pass and fail

Suggested Source and Documentation:

Appendix X: Equating or scaling report/procedures

Essential Elements:

A. The certification program must describe procedures for scoring, interpreting, and reporting assessment results.

	Documentation
	Provide explanation below to support compliance.
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B.  
For responses scored by judgment, developers must document training materials and standards for training judges to an acceptable level of valid and reliable performance. Any prerequisite background or experience for selection of judges must also be specified.

	Documentation
	Provide explanation below to support compliance.
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C.  
Candidates must be provided meaningful information on their performance on assessment instruments. Such information must enable failing candidates to benefit from the information and, if psychometrically defensible, understand their strengths and weaknesses as measured by the assessment instruments.

	Documentation
	Provide explanation below to support compliance.
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D.  
Reports of aggregate assessment data in summarized form must be made available to stakeholders without violating confidentiality obligations.

	Documentation
	Provide explanation below to support compliance.
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	Standard 14


The certification program must ensure that reported scores are sufficiently reliable for the intended purposes of the assessment instruments.

Required Source and Documentation:


Appendix T: Technical Report with statistics

Essential Element:

A.  
Certification programs must provide information to indicate whether scores (including any subscores) are sufficiently reliable for their intended uses, including estimates of errors of measurement for the reported scores. Information must be provided about reliability or consistency of pass/fail decisions. When appropriate, information should be provided about the standard error of measurement or similar coefficients around the cut score.

	Documentation
	Provide explanation below to support compliance.

	Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
Appendix xx FILLIN \d  \* MERGEFORMAT 

 FILLIN \d  \* MERGEFORMAT , page xx
	


	Standard 15


The certification program must demonstrate that different forms of an assessment instrument assess equivalent content and that candidates are not disadvantaged for taking a form of an assessment instrument that varies in difficulty from another form.

Required Source and Documentation: 

Appendix S: Procedures for Test Construction 

Appendix T: Technical Report with Statistics 

Appendix V: Cut Score Study Report

Appendix X: Equating or Other Procedures

Essential Elements: 

A. Equating or other procedures used to ensure equivalence and fairness must be documented, including a rationale for the procedure used.

	Documentation
	Provide explanation below to support compliance.
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B. When assessment instruments are translated or adapted across cultures, certification programs must describe the methods used in determining the adequacy of the translation or adaptation and demonstrate that information attained from adapted and source versions of the assessment instruments produce comparable test scores and inferences.

Does your program translate or adapt its examinations for different languages or cultures?

· Yes 

· No

If yes, complete the section below:  

	Documentation
	Provide explanation below to support compliance.
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	Standard 16


The certification program must develop and adhere to appropriate, standardized, and secure procedures for the development and administration of the assessment instruments. The fact that such procedures are in force should be published.

Suggested Source and Documentation:

Appendix W: Quality control procedures

Appendix Y: Security Procedures

Appendix AA: Examiner's/proctors materials

Essential Element:

A.  
Assessment instruments must be administered securely using standardized procedures that have been specified by the certification program sponsor.

	Documentation
	Provide explanation below to support compliance.
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	Please note that the Standards require that this information must be published. Note here where this information is published.


	Standard 17


The certification program must establish and document policies and procedures for retaining all information and data required to provide evidence of validity and reliability of the assessment instruments.

Suggested Source and Documentation:

Appendix D: Policies and Procedures Document

Appendix R: Assessment training manuals 

Appendix U: Item Development report/procedures

Appendix V: Cut score study report

Appendix W: Quality control procedures

Appendix X: Equating or scaling report/procedures

Appendix Y: Security Procedures

Appendix AA: Examiner's/proctors materials

Appendix GG: Records Retention Policy

Essential Element:

A. Policies and procedures must ensure that items and forms of the assessment instruments are stored in a medium and method that emphasizes security, while being accessible to authorized personnel. Such policies require not only the description of procedures for a secure system but also address actions required of personnel.

	Documentation
	Provide explanation below to support compliance.
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	Please note that the Standards require documentation of the secure retention of assessment instruments and development information (e.g. cut score studies, technical reports). Note here how this information is securely maintained.


	Standard 18


The certification program must establish and apply policies and procedures for secure retention of assessment results and scores of all candidates.

Required Source and Documentation:


Appendix GG: Records Retention Policy

Suggested Source and Documentation:

Appendix W: Quality Control Procedures

Essential Element:

A.  
Organizational policy must determine the length of time that assessment results will be retained.

	Documentation
	Provide explanation below to support compliance.
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	Standards 19-20:  
Recertification


	Standard 19


The certification program must require periodic recertification and establish, publish, apply, and periodically review policies and procedures for recertification.
Required Source and Documentation:

Appendix O: Renewal/Recertification Publication

Appendix EE: Recertification Policies and Procedures

Essential Elements:
A. The published policy must contain a statement of the basis and purpose for recertification and all recertification requirements.

	Documentation
	Provide explanation below to support compliance.
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B.  
The rationale for the recertification time interval must be included in the policy.

	Documentation
	Provide explanation below to support compliance.
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C.  
Recertification policies and procedures in handbooks, guides, and/or electronic media must be published and made available to certificants and the public.

	Documentation
	Provide explanation below to support compliance.
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	Standard 20


The certification program must demonstrate that its recertification requirements measure or enhance the continued competence of certificants.

Required Source and Documentation:

Appendix O: Renewal/Recertification Publication

Appendix EE: Recertification Policies and Procedures
Suggested Source and Documentation:

Appendix P: Job/Practice Analysis Report

Appendix Q: Assessment Instrument Specifications

Essential Element:

A.  
The purpose of periodic recertification, whether to measure continued competence or to enhance continued competence, must be stated. If the purpose of recertification is to measure continued competence of certificants, then the certification program must substantiate the validity and reliability of the assessment instruments used to measure continued competence. If the purpose is to enhance continued competence of certificants, then the certification program must demonstrate how the policy contributes to professional development of the individual certificant.
	Documentation
	Provide explanation below to support compliance.
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	Standard 21: Maintenance


	Standard 21


The certification program must demonstrate continued compliance to maintain accreditation.

Note: No action is required on this application form. Accredited organizations must document compliance with this Standard by the submission of the required annual report form. 

Essential Elements:

A.  
The certification program must annually complete and submit information requested on the current status of the certification agency and its programs.

B.  
The certification program must report any change in purpose, structure, or activities of the certification program.

C.  
The certification program must report any substantive change in examination administration procedures.

D.  
The certification program must report any major change in examination techniques or in the scope or objectives of the examination.

E.  
The certification program must submit any information it may require to investigate allegations of lack of compliance with NCCA Standards. 

NCCA Application for Accreditation

Form 1

PUBLIC MEMBER DECLARATION

The public member is considered by NCCA to be a person who represents the direct and indirect users of certificants’ skills/services.  The public member may be a professional, but should not have similar credentials to the certificants.  The NCCA recommends, but does not require, that the public member has at some time been a consumer of the certificants skills or services or is someone who has a background in public advocacy.

I, Insert Full Name, understand that for NCCA to acknowledge me as a public member 

on the governing body of Insert Name of Certification Program, I must meet the NCCA definition of a public member.)

Check the statements below which are true and explain why an exception should be made when a statement cannot be checked as true. Please note: Keep a copy of this form on the NCCA letterhead provided for your records.  The other should be returned to the NCCA office.  
 I attest that neither I nor my immediate family:

 FORMCHECKBOX 


are current or previous members of the profession encompassed by the certification programs of the certification organization.

 FORMCHECKBOX 


are employers or an employee of individuals in the profession encompassed by the certification programs of the certification organization.

 FORMCHECKBOX 


are employees of an individual certified by the certification organization or of an employer of individuals in the profession encompassed by the certification programs of the certification organization. 

 FORMCHECKBOX 


are employees of any certification organization.

 FORMCHECKBOX 


are currently deriving more than 5% of our total income from the profession encompassed by the certification programs of the certification organization.

 FORMCHECKBOX 


have derived in any of the five years preceding my appointment as a public member on the governing body more than 5% of our total income from the profession encompassed by the certification programs of the certification organization.

 FORMCHECKBOX 


have worked for or provided contract services to the certification organization at any time during the five years preceding my appointment as a public member on the governing body.
Exception explanations:

[Click here to insert text]
Occupation and discipline (If retired from the work force, state what was true just prior to retirement.)

[Click here to insert text]
Indicate the public/consumer perspective you bring to the governing body:

[Click here to insert text]
Signature: 









Date: mm/dd/yyyy

Print: Type full name
NCCA Application for Accreditation

Form 2

CERTIFICATION BOARD OR GOVERNING COMMITTEE FORM

	Name
	Appointed?

Appointed by?
	Elected?

Elected by?
	Voting or Non-Voting?
	Term Begin/

End
	Board Position
	Qualifications*
	Stakeholders Represented?

**

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	*Qualifications are both academic (degrees) and non-academic (area of expertise, licenses and certifications).

**Representing practitioners? educators? regulators? general public? certificants?




If every credential issued by your organization is not represented on your board please explain why not? 
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