PAGE  
1

Application Instructions
PREPARING TO APPLY

The “NCA Standards for Accredited Members Revised 2008” should be closely consulted when completing the Application for Accredited Membership.  The application is designed to elicit information from the applicant that will enable the reviewer to determine the extent to which a center meets each standard.

Consultation with your Regional Children’s Advocacy Center is strongly encouraged before applying for accredited membership.  For more information on the Regional Children’s Advocacy Centers including Accreditation Boot Camps, please visit the NCA website at www.nca-online.org.

Please note that some programs offering the services of a Children’s Advocacy Center use other program names such as Children’s Justice Centers or Multidisciplinary Interview Centers.  The terms “Children’s Advocacy Center” and “CAC” will be used generically throughout this document.

For questions or information regarding NCA membership including the application process contact the Program Associate for your area:

Northeast Region
cacprograms-northeast@nca-online.org 800 239 9950 ext.117
Midwest Region
cacprograms-midwest@nca-online.org  800 239 9950 ext.110
Southern Region
cacprograms-southern@nca-online.org 800 239 9950 ext.107
Western Region
cacprograms-western@nca-online.org 800 239 9950 ext.111
APPLICATION PROCESS

Application: Applying for accredited membership in National Children’s Alliance is an elective process.  Completed applications must include the narrative responses, the required attachments, and the application processing fee. 
For re-accreditation only: members must participate in the re-evaluation process every five years.  In the year prior to a center’s scheduled evaluation year, accredited members will be notified by NCA that their agency is required to undergo re-evaluation. Applications must be submitted by the date agreed upon with the NCA Director of Member Relations & Grants or her designee.
· Site Review: After successful review of the application, the site will be visited by two NCA site reviewers.

· Decision-making Regarding Accreditation: The site reviewers will prepare a final written summary of the site review and information gathered during the application process.  

· Possible Recommendations For Accreditation (New):  The site reviewers will make a recommendation to the NCA Board of Directors which may include:

· Accredited membership status with no recommendations for improvement.

· Accredited membership status with recommendations for improvement.

· Not recommended for membership at this time (e.g. core service is provided but needs substantial improvement).

The Director of Member Relations & Grants will consult with the Executive Director and Accreditation Committee Chair as needed regarding unfavorable evaluations.

· Possible Recommendations For Re-accreditation:  The site reviewers will make a recommendation to the NCA Board of Directors which may include:

· No change to membership status with no recommendations for improvement.

· No change to membership status with recommendations for improvement.

· Membership status pending improvement (e.g. core service is provided but needs substantial improvement).

· Membership denied (e.g. core service is not provided).

The Director of Member Relations & Grants will consult with the Executive Director and Accreditation Committee Chair as needed regarding unfavorable evaluations.

What if the site review results in membership denial?

· Corrective Action: The CAC will submit proof, corrections, and changes satisfying the outlined recommendations.  At the discretion of NCA, the need for another in-person review will depend upon the corrections or changes necessary.  The CAC is responsible for the full cost of the second in-person review.

· Technical Assistance: CACs will be encouraged to take advantage of the numerous forms of technical assistance currently available through the Regional Children’s Advocacy Centers, NCA Chapters, and National Children’s Alliance. 
Preparing the Application package
Currently we are requesting the submission of 3 electronic copies of your application saved in a folder on 3 separate PC formatted USB flash drives. These flash drives together with the application processing fee need to be mailed to:

National Children’s Alliance

516 C Street NE

Washington, DC  20002

Prepare all your application files in a folder named - State abbreviation, city, organization name. Example: “TN, Gallatin, Ashley’s Place”.

Put in the folder the completed files in the following order (please make sure that you do keep the names of the files as follows:
· “A. Application Cover page, state abbreviation, city” saved as “.doc” (see the file that you need to fill out under “Links to the writable forms that must be included in your application”)
· “B. Application Narrative, state abbreviation, city” saved as “.doc” with the following subtitles:
Table of Contents page

Standard 1

Standard 2

Standard 3

Standard 4

Standard 5

Standard 6

Standard 7

Standard 8

Standard 9

Standard 10

Make sure that the page numbers correspond to the numbers on the table of contents page. For additional instructions on the content please see the Application Narrative section of the current document page 5-7.
· “C. Application Attachments Table of contents page, state abbreviation, city” saved as “.doc”.
· “D. Application Attachments, state abbreviation, city” saved as “.pdf” Adobe format. Please scan the attachments in the order listed in the
“C. Application Attachments content page”. Make sure that the page numbers correspond to the numbers on the content page. If the file is too big please break it in two/three but still keep the order as listed. In case you have to do this please name the consecutive files:
“D. Application Attachments 1-14” Example
“D. Application Attachments 15-20” Example
Important Note: Please scan file “D. Application Attachments, state abbreviation, city” as a PDF file. If you do not have a scanner that will scan the file directly into PDF, please read the “How to convert into PDF” file.
· “E . Application Attachments 21-22, state abbreviation, city” saved as “.doc”
APPLICATION NARRATIVE 

For each of the following provide narrative information detailing how your center meets the NCA Standards for Accredited Members.  Each standard has a set of criteria that outline the components and practices that will be taken into account when assessing a center for that standard.  All answers should clearly detail how the criteria for each standard are met.  If you feel that your center should be exempt from meeting a particular criterion, your answer should include the reasons for not meeting the criterion and the method by which the center satisfactorily meets the intent of the criterion.
The response for each standard should address each criterion individually.  The individual criterion responses should be clearly labeled.  (For example, Standard 1, Criterion A; Standard 1, Criterion B; etc.).  This must occur for each essential component and rated criteria under each standard.

If the Application Narrative refers to one of the enclosed attachments, please note the page and the name of the file for reference.
1. Standard: Multidisciplinary Team (MDT): A multidisciplinary team for response to child abuse allegations includes representation from the following:

· law enforcement

· child protective services

· prosecution

· mental health

· medical

· victim advocacy

· Children’s Advocacy Center.

Describe the makeup of the multidisciplinary team.  How does the team function to provide multidisciplinary investigations of child abuse allegations? You should provide a separate answer for each of the standard’s criteria and clearly label each (for example, Standard 1 Criterion A).

2. Standard: Cultural Competency and Diversity: Culturally competent services are routinely made available to all CAC clients and coordinated with the multidisciplinary team response.

How does your Children’s Advocacy Center address procedures relating to cultural competency and diversity as set forth in this standard? You should provide a separate answer for each of the standard’s criteria and clearly label each (for example, Standard 2 Criterion A).

3. Standard: Forensic Interviews: Forensic interviews are conducted in a manner that is legally sound, of a neutral, fact finding nature, and are coordinated to avoid duplicative interviewing.

Describe the forensic interviewing process and how it satisfies this standard. You should provide a separate answer for each of the standard’s criteria and clearly label each (for example, Standard 3 Criterion A).

4. Standard: Victim Support and Advocacy:  Victim support and advocacy services are routinely made available to all CAC clients and their non-offending family members as part of the multidisciplinary team response.

How are victim support and advocacy provided? This includes but is not limited to:

· Crisis intervention and support at all stages of investigation and prosecution;

· Attendance and/or coordination of interviews and/or case review;

· Greeting and orientation of children to the CAC;

· Provision of education about the coordinated, multidisciplinary response;

· Providing updates to the family on case status, continuances, dispositions, sentencing, offender release from custody;

· Assessment of the child’s /family’s attitudes and feelings about participation of the investigation/prosecution;

· Provision of court education/support/accompaniment; 

· Providing tours of the courthouse/courtroom;

· Securing transportation to interviews, court, treatment, and other case-related meetings;

· Assistance in procuring concrete services (i.e. housing protective orders, domestic violence intervention, food, crime victims compensation, transportation, public assistance, etc.)

· Providing referrals for mental health and medical treatment, if not provided at the CAC;

You should provide a separate answer for each of the standard’s criteria and clearly label each (for example, Standard 4 Criterion A).

5. Standard: Medical Evaluation: Specialized medical evaluation and treatment are routinely made available to all CAC clients and coordinated with the multidisciplinary team response.

Describe the medical component and how these services are accessed. You should provide a separate answer for each of the standard’s criteria and clearly label each (for example, Standard 5 Criterion A).

6. Standard: Mental Health: Specialized trauma-focused mental health services, designed to meet the unique needs of the children and non-offending family members, are routinely made available as part of the multidisciplinary team response.

Describe the mental health component and how these services are accessed. You should provide a separate answer for each of the standard’s criteria and clearly label each (for example, Standard 6 Criterion A).

7. Standard: Case Review: A formal process in which multidisciplinary discussion and information sharing regarding the investigation, case status, and services needed by the child and family is to occur on a routine basis.

Provide an overview of the case review process. Case review is the formal process which enables the MDT to monitor and assess its effectiveness—independently and collectively—ensuring the safety and well-being of children and families.  It is intended to monitor current cases and is not meant as a retrospective case study.

You should provide a separate answer for each of the standard’s criteria and clearly label each (for example, Standard 7 Criterion A).

8. Standard: Case Tracking: Children’s Advocacy Centers must develop and implement a system for monitoring case progress and tracking case outcomes for all MDT components.

Describe the CAC’s case tracking system and process. You should provide a separate answer for each of the standard’s criteria and clearly label each (for example, Standard 8 Criterion A).

(NCA’s Statistical Data Form is provided for reference only. Do not complete and return this form.  This should be used in determining your program’s ability to track required NCA statistical information.)

9. Standard: Organizational Capacity: A designated legal entity responsible for program and fiscal operations has been established and implements basic sound administrative polices and procedures.

Explain how your Children’s Advocacy Center’s organizational capacity and structure meets this standard.  You should provide a separate answer for each of the standard’s criteria and clearly label each (for example, Standard 9 Criterion A).  

10. Standard: Child-Focused Setting:  The child-focused setting is comfortable, private, and both physically and psychologically safe for diverse populations of children and their non-offending family members. You should provide a separate answer for each of the standard’s criteria and clearly label each (for example, Standard 10 Criterion A).

 APPLICATION ATTACHMENTS

To supplement the narrative information provided in the Application Narrative, organizational documents and information must also be reviewed to determine the extent to which a center meets a particular standard. Please note there may be some information that is asked for as an attachment that does not require narrative information.
The file “C. Application Attachments Table of Contents page, state abbreviation, city” under “Accreditation application forms”, provides detailed instructions regarding the attachments to be included. Please fill out the table and follow the directions on page 4 of the current document of creating your PDF scanned attachments. 
The last two attachments are included as separate document to be filled out 
“E . Application Attachments 21-22, state abbreviation, city” under “Accreditation application forms”.

APPLICATION REVIEW
Review of the application entails several sequential steps.  

Step One: Internal Review.  An internal review of the application will be completed to ensure that all attachments are included, ensure that the narrative information appropriately and sufficiently describes the program’s operations, and identify any issues to be addressed before further review is warranted.  

Step Two: Site Review.  A two-person NCA site review team will complete an on-site evaluation of the Children’s Advocacy Center. It usually is scheduled six months after the receipt date of the application.  The site review needs to take place on a day when the reviewers can observe case review with the multidisciplinary team.  The reviewers will also need to meet with members of the governing board (for non-profit programs) or those within the hierarchy of the organization who are responsible for the oversight of the CAC (for hospital- and government-based programs).  
Step Three: Recommendation to the NCA Board of Directors. The site review team will make a recommendation to the National Children’s Alliance Board of Directors in accordance with the process detailed on page 4 (Application Process).

APPLICATION FEE

An application fee must be submitted along with the application and should be made payable to National Children’s Alliance.  The applicant will not be responsible for travel costs of the review team for the initial site review.  Applications will not be processed until this fee is received. The accreditation fee structure is as follows:

Programs/CACs with annual budgets less than $1 million

$3,000

Programs/CACs with annual budgets of $1 million to $2 million
$4,000

Programs/CACs with annual budgets in excess of $2 million

$5,000

Various application deadlines must be met throughout the year.  Please contact the Program Associate for your region at 800/239-9950 for specific dates.

FOR FUTURE PLANNING

As a requirement for ongoing membership, all Associate and Accredited Members are required every 6 months to submit statistical data which covers the number of children seen, their demographics and services provided. The deadlines for submissions are July 15th and January 15th. Currently in order to do so you need to fill out an online form in the members only section of www.nca-online.org or use NCAtrak. Please see attached the statistical data questions but note this is not the actual form and is for reference purposes only.

In order to stay informed about any updates and changes, please visit our website www.nca-online.org and check the messages on the listserve.
NCA Statistical Data Form for Accredited Member Programs
 Reporting Period:  
Jan – June    FORMCHECKBOX 


July – Dec.    FORMCHECKBOX 

*Please note that all data requested should be calculated as accurately as possible. If our categories are different from yours, please choose the category that most closely matches. Please do not provide percentages.  All Accredited Members are required to complete this form in its entirety.
Organization Name:      
Organization Address:      
City:               



State:         


Zip:      
Primary Contact for this form:      
Phone Number:               


Fax:      
Email:      
Case Information

Total number of new children served at the CAC this reporting period:       
Breakdown by gender and age

Gender of Children

              Female        


                          Male
         




Age of children at first contact with center


0-6 Years:        



7-12 Years:       



13-18+ Years:      


Total number of alleged offenders:      
Breakdown by relationship and age
Relationship of alleged offender to child

Parent:
      


Parent’s boy/girlfriend:       
Stepparent:      

Other known person:                               

Other Relative:       
Unknown:       


Age of Alleged Offenders:  

              Under 13:     
     
              13-17:
     
                          18+:

     
                          Unknown:
     
Types of abuse reported: 

Sexual abuse:      


Physical abuse:       

Neglect:      
Witness to Violence:      

Drug Endangered:      

Other:      
Race or ethnicity of total children seen at the CAC during reporting period:

White:       

Black/African American:      
 Hispanic/Latino:       
American Indian/Alaska Native:      

Asian/Pacific Islander:      
Other:      
Number of children receiving services during reporting period:

Medical Exams/Treatment: 
 
     
Counseling/Therapy:


     
Referral to Counseling/Therapy:
     
Onsite Forensic Interviewing:

     
Offsite Forensic Interviewing:

     
Child Protective Services Information:

Number of dispositions by category
Founded/ Reason to believe: 
      
Administrative Closure:
      
Moved:


      
Unable to determine:

      
Unfounded/Ruled out:

      
Other:



      
Law Enforcement Disposition:

Number of cases where charges were filed:          
Prosecution Disposition/Results:
Number of cases accepted for Prosecution:        
Number of Convictions: 


      
Number of Pleas:



      
Number of Acquittals:



      
Other Services Provided by CAC:

Refers to total number of services provided to individuals who were not seen at the CAC.

Services include:

Case Management/Coordination:       
Prevention Services for Children:       

Adults:      
Other (please describe):       
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