NAEYC Accreditation Task Worksheet
Set a Timeline
Identify the NAEYC established application and candidacy dates for currently accredited programs or plan your timeline if you are a program that is new to the NAEYC process. 
Program Expiration Date: _____________________________________
Enrollment Date:
      _____________________________________
Application Date:
      _____________________________________
Candidacy Date:
      _____________________________________

Initially
  ___  1.  Orientation Acquaint yourself with the NAEYC website and read overview of steps to achieve NAEYC accreditation.  http://www/naeyc.org  (Check regularly for updates.)

  ___  2.  Read NAEYC Early Childhood Program Standards and Accreditation Performance Criteria. (Book available for fee from NAEYC or info is available on NAEYC website.)
  ___  3.  Enroll in the NAEYC process by completing and submitting “NAEYC Self-Study Enrollment Form” with appropriate fee (Step One).
  ___  4.  Update  Ensure your program information is current with NAEYC’s online system. You will need your program # number.  Write it here___________________.  Call NAEYC if unsure at 800-424-2460.

Engage Staff in the Process
  ___  1.
Begin  At staff meeting,  introduce NAEYC Early Childhood Program Standards and Criteria.
  ___  2.  Staff Survey  Administer and analyze the Teacher Staff Surveys. 
· Calculate percentage of compliance. 
· Review the results. 
· Meet with staff to discuss and identify strengths and weaknesses.

  ___  3.  Teacher qualifications Review the qualifications with staff.

· Number of Staff that meet criteria   ________

· Number of staff that need to develop 5 year plan  _________

· Number of classrooms meeting criteria of one qualified staff  _______

  ___  4.  Classroom Program Tour and Observations  Using NAEYC forms from CD (Sept 2006), have teachers begin observations. 

· Work in teams together to do each classroom.
· Meet to share results, evaluate findings and discuss pans for improvement.

  ___  5.  Classroom Portfolio Refer to most current forms for setting us the classroom portfolio.
· Train staff on the classroom portfolios.

· Establish a system for ongoing collection of evidence.

· Begin setting up your classroom portfolio.

Involve Parents in the Process
  ___  1.  Provide families with information about accreditation and invite participation.

  ___  2.  Complete preliminary family survey (See “Guidelines for Use”).
  ___  3.  Document a written plan for distribution and collection of surveys.
  ___  4.  Conduct a meeting (with families, staff, board, stakeholders etc.) to evaluate findings, identify strengths and weaknesses and discuss plans for improvement.
Administration
  ___  1.  Program Portfolio: Tell your story! Part One

· Review the program portfolio checklist and determine which system of documentation collection to use.

· Review each criteria and gather appropriate documentation. (Find some  documentation in your Licensing materials or past accreditation information.)

· Collecting documentation and creating new documents that accurately portray your program will help you provide evidence for the program portfolio. 

  ___  2.  Child and Staff Files Review and gather information needed for these files.

  ___  3.  Classroom Portfolios: Tell your story! Part Two:  
· Discuss with teaching staff to determine what they might include in classroom portfolios and what resources they may need.  
· Set dates now for checking in as a group and with individual classrooms.  See who does certain parts well and consider having a mentor or pairing system.

  ___  4.  Communication  Keep everyone in the game including NAEYC criteria chats as a part of what you regularly do.  Examples:  Plan staff meetings. Write memos.  Post items in staff break rooms.  Use payroll stuffers.  Write update for your family newsletter.  
  ___  5.  Classroom Program Tour   Use form from CD (Sept. 2006).  

· Disseminate center tour sheets to each classroom. 
· Review results. 
· Plan action steps.
· Complete necessary changes.

  ___  6.  Classroom Observations   Use form from CD (Sept. 2006)  

· Summarize classroom observation forms from the staff
· Complete your own classroom observation in each classroom.  
· Compare the results, discuss and make necessary changes.

  ___  7.  Timelines   Stay on target for your deadlines: consult your timelines often! Review what is needed at each step and keep track of your progress. 

  ___  8.  Application  Your program must either meet a date for application for re-accreditation or choose an application and a candidacy date.  

  ___  9.  Repeating Staff and Family Surveys, Observations  After the initial surveys and improvements, you may decide to repeat the use of surveys or observations.  

  ___  10. Application  Determine if you have met your goals and are now ready to submit application for candidacy. Submit the Application Form with the correct fee. Step Two
  ___  11. Candidacy  Complete and submit program self-assessment report by selected candidacy date.

  ___  12. NAEYC Notification  Your program will receive notification from NAEYC regarding acceptance for candidacy.  You can continue to gather evidence and make improvements.

While waiting for the assessor visit
  ___  1.  Use NAEYC documents to help you view your program as the assessor will.

  ___  2.  Check child and employee files to ensure readiness.

  ___  3.  Double check classroom and program portfolios for completion and timely materials.

  ___  4.  Continue classroom observations, NAEYC criteria review, and use of supports as you await your assessor visit.

  ___  5.  Clear a private work pace for the assessor(s) during the period you anticipate the visit will occur.

  ___  6.  Celebrate learning and growth every step of the way!

Submit Reports Annually
  ___  1.  Report any program changes.
  ___  2.  Keep staff files updated.
  ___  3.  Keep children’s files updated.
  ___  4.  Keep Program Portfolios updated.
  ___  5.  Keep Classroom Portfolios updated.
  ___  6.  Continue to engage in reflection, evaluation and improvement.
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