PAGE  
6

CHAPTER APPLICATION INSTRUCTIONS

PREPARING TO APPLY

The NCA Standards for Accredited Chapters should be closely consulted when completing the Application for Accredited Chapter Membership.  The application is designed to elicit information from the applicant that will enable the reviewer to determine the extent to which a chapter meets each standard.

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

For questions or information regarding NCA membership including the application process contact:
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 chapter membership in National Children’s Alliance is an elective process.  Completed applications must include the narrative responses and the required attachments. 

· Site Review: After successful review of the written application, the site will be visited by one NCA site reviewer.

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

· Possible Recommendations:  The site reviewer will make a recommendation to the NCA Board of Directors which may include:

· Accredited chapter membership status with no recommendations for improvement

· Accredited chapter membership status with recommendations for improvement.

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

The Director of Member Services 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 chapter 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 chapter is responsible for the full cost of the second in-person review.

· Technical Assistance: Chapters will be encouraged to take advantage of the numerous forms of technical assistance currently available through the Regional Children’s Advocacy Centers and National Children’s Alliance. 
Preparing the Application package
Currently we are requesting the submission of 2 electronic copies of your application saved in a folder on 2 separate PC formatted USB flash drives. These flash drives 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, Chapter”. Example: “TN, Memphis, Chapter”.
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, Chapter” saved as “.doc” (see the file that you need to fill out under “Links to writable forms that must be included in your application”)
· “B. Application Narrative, State Abbreviation, Chapter” saved as “.doc” with the following subtitles:
Table of Contents page

Standard 1

Standard 2

Standard 3

Corollary Services
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 4 )
· “C. Application Attachments Table of Contents page, State Abbreviation, Chapter” saved as “.doc”.
· “D. Application Attachments 1-15, State Abbreviation, Chapter” 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 1-8” Example
“D. Application Attachments 9-15” Example
Important Note: Please scan file “D. Application Attachments 1-15, state abbreviation, Chapter” 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 Attachment 16, State Abbreviation, Chapter” saved as “.doc”
APPLICATION NARRATIVE

For each of the following, provide narrative information detailing how your chapter meets the NCA Standards for Accredited Chapter Members.  Each standard has a set of criteria that outline the components and practices that will be taken into account when assessing a chapter for that standard.  All answers should clearly detail how the criteria for each standard are met.  If you feel that your chapter 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 chapter satisfactorily meets the intent of the criterion.
1. Standard: Organizational Capacity: The Chapter has established a legal entity responsible for program and fiscal operations and implements basic sound administrative practices.
Describe the Chapter’s organizational capacity detailing how the structure meets this organizational capacity standard. 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: Membership: Chapters will have a defined membership and will engage with their members in collecting and sharing data as appropriate.  The Chapter will work with their members in support of NCA accreditation.
Define the Chapter’s membership detailing how the chapter functions as a membership body. 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: Training and Technical Assistance: Chapters will provide training and technical assistance to the existing and emerging Children’s Advocacy Centers in the Chapter’s coverage area to the maximum extent possible.
Explain how your Chapter provides training and technical assistance to communities fulfilling the intent of 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. Corollary Services: Describe any corollary services your Chapter may provide.

 APPLICATION ATTACHMENTS

To supplement the narrative information, organizational documents and information must also be reviewed to determine the extent to which a Chapter meets a particular standard.

The file “C. Application Attachments Table of Contents page, State Abbreviation, Chapter” is located under “Links to the writable forms.. ” on the webpage “Chapter Accreditation Package”. It provides detailed instructions regarding the attachments to be included. Please fill out the table and follow the directions on page 3 of the current document of creating your PDF scanned attachments. 

The last attachment is included as a separate document to be filled out “E . Application Attachments 16, State Abbreviation, Chapter”. It is located under “Links to the writable forms.. ” on the webpage “Chapter Accreditation Package”.
GENERAL APPLICATION INSTRUCTIONS

1. The NCA Standards for Accredited Chapter Members should be consulted when reviewing your program and submitting this application.

2. The Application Narrative should describe how your Chapter meets each particular standard.  Each standard’s narrative should be clearly labeled and addressed individually.  The individual criterion responses should be clearly labeled.  (For example, Standard 1, Criterion A; Standard 1, Criterion B; etc.)

3. All criteria must be addressed. If you feel that your Chapter 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 Chapter satisfactorily meets the intent of the criterion.

4. The Application Attachment section must support the narrative information you have given in the first section.  Please note there may be some information that is asked for as an attachment that does not require narrative information.

5. The attachments should be clearly labeled according to the instructions on the enclosed Application Attachments Table of Contents.
6. If the Narrative refers to one of the enclosed attachments, please note under which page and title it is located.

7. You must submit 2 flash drives containing all the application materials.  If you do not submit complete application packages, you will be required to submit the missing portions before review of your application will begin.

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 Chapter’s operations, and identify any issues to be addressed before further review is warranted.  

Step Two: Site Review.  An NCA site reviewer will complete an on-site evaluation of the Chapter.  

Step Three: Recommendation to the NCA Board of Directors. The site reviewer will make a recommendation to the National Children’s Alliance Board of Directors in accordance with the process detailed on page 2 (Application Process).

APPLICATION FEE

No application fee is assessed when applying for Accredited Chapter Membership.  If a second site review is required, your chapter will be invoiced for related travel costs.
SUBMITTING YOUR APPLICATION

Please, send the application on TWO flash drives to:
National Children’s Alliance



516 C Street NE



Washington, DC  20002

Various application deadlines must be met throughout the year.  Please contact Member Relations & Grants at 800/239-9950 to set specific target dates related to your application.
Application for Accredited Chapter Membership
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