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[bookmark: _Toc532302361]Definitions
Program: A collection of required or recommended pursuits, activities, or services that is intended to lead to measurably improved performance of people, processes, devices, or systems. 

Accreditation: The review and attestation by an independent third party that a program meets industry standards. 
[bookmark: _Toc532302362]Application Requirements
Note: Membership in ISPI is not required for accreditation.  Once accredited, you must participate in an annual survey, and perhaps interview, and apply for Reaccreditation every five years to maintain the designation.  Applications are processed throughout the year.  Details are available in the Accreditation Handbook, which is available at www.ispi.org or accreditation@ispi.org .
	REQUIREMENTS
	ACCREDITATION
	RE-ACCREDITATION

	Performance data
	Yes
	Yes

	Code of Ethics
	Yes
	Yes

	Documentation
	· Completed application form 
· Requested supporting documentation
· Participation in one or more interviews.
	· Completed reaccreditation form 
· Requested supporting documentation
· Participation in one or more review interviews

	Attestation 
	Attestation by client, supervisor, or customer.
	Attestation by client, supervisor, or customer.

	Application Fee:
Assessment Fee:
Annual fee:
 
Membership fee
	
$4,925
$250 members, includes completing a survey and interview
Organizational $1750 a year (includes 5 memberships and more) 
	Reaccreditation fee: $4925, every 5th year.


	Annual membership
	Individual: Gold $215 Get 30% discounts on ISPI offerings, access member-only content, get unlimited access to ISPI publications, and more
Organizational: $1750 a year, includes 5 gold memberships
	





Program Application Instructions

1. [bookmark: _Hlk521146516]Identify the program you want accredited.
2. [bookmark: _Hlk521325969]For Part I, you must:
· Check that you have read and commit to the Code of Ethics, the Declaration and Release, and the Application Agreement.
· [bookmark: _Hlk520462558]Complete the Program Description Form and the Attesters Overview Form.  These forms are included in this document for your convenience. 
· Submit the application fee to Accreditation@ispi.org.

3. For Part II, you must: 
· Be prepared to answer the assessment questions during an online interview about how the program satisfies the Standards.  The questions are included in this document for your convenience.
· Select artifacts that reinforce your answers or more fully demonstrate how you meet the standards.  You may be asked to show these artifacts during the interview or to submit them separately to Accreditation@ispi.org. 
· Schedule an interview during which you will answer some or all of the questions listed in this document.  
· Have Attesters complete the Attestation Checklist. 
· Submit the Attestations and assessment fee to Accreditations@ispi.org. 
· Participate in one or more online interview to answer the questions about the program. During the interview, be prepared to show artifacts that further support the Standards. 

[bookmark: _Toc532302364][bookmark: _Hlk521147114]Tips for Success
· When reviewing your past work, select a program that met the following criteria:
· Had a defined organizational or market need. 
· Had discrete and new or improved performance results.  
· Had identifiable points for interim performance results, such as reviews, approvals, assessment cycles, decisions, events, reports, etc. 
· Improved performance results measurably at the customer, function, or organizational level.     

· For Part I, read the Code of Ethics, the Declaration and Release, the Application Agreement, and the Program Description Form before going to the link to Part I in Google Docs.
· For Part II, draft answers to the questions and identify the artifacts you want to use before scheduling the interview.
· Invite potential Attesters to a preliminary discussion about the Accreditation Standards and the program.  Listen for the Attester’s perspectives, the perceived value of the program, or even ask for evaluation data or post implementation data that you may not have reviewed.
· Ask the Attester to tell the program story.  Often, it will be viewed in a different light and help you determine how the Accreditation Standards were demonstrated.
· Ask the Attester if he or she will support your submission.  If so, ask the Attester to complete the Attestation Checklist.  Email the signed checklist to Accreditation@ispi.org.  

[bookmark: _Toc532302365]Program Accreditation Standards

	1. [bookmark: _Hlk520473145]Focus on Results 

	
	1.1  There is a rationale for the proposed program and justification of the investment.
1.2  The rationale includes the program’s intended impact on outputs, outcomes, or compliance. 
1.3  The rationale includes the desired results and baseline measures.

	2. Take a Systemic View

	
	2.1  The program supports the enterprise’s larger objectives or mandate.
2.2  The program accommodates constraints in the workforce, workplace, and marketplace.
2.3  The program was designed, developed, and implemented by considering factors at the workforce, workplace, and marketplace levels.  

	3. Add Value

	
	3.1 The program contributed to sponsors’ and users’ current needs and goals. 
3.2	There is a future value proposition for sponsors and users.
3.3  The value created by the program has been measured and documented.

	4. Partner and Collaborate 

	
	4.1   Input was solicited from appropriate parties throughout the process, including problem or opportunity identification, developmental testing of the program’s elements, and ongoing evaluation and maintenance.
4.2 Input was solicited from parties who are impacted by the current state; who are key to supporting successful change and implementation; who will be impacted by any anticipated changes; whose financial and political support are essential to sustain the program; and who are in a position to monitor and report on adoption of new behaviors and interim results.
4.3 Input solicited was used in the process, and feedback was given to the appropriate parties who provided that input.   

	5. Analyze the Need or Opportunity

	
	5.1 An analysis was done to determine an opportunity or performance gap.
5.2  The results of the analysis discovered or confirmed a problem, need, or opportunity in terms of its current and potential impact.

	6. Develop the Program

	
	6.1 The design of the program included its elements, the resources required to develop and implement the elements, how and when developmental testing would be conducted, and the implementation strategy. 
6.2 The plan for creating the program included the required infrastructure and support pieces to be developed or acquired.

	7. Conduct Formative Evaluations

	
	7.1 The program’s elements were tested to ensure content accuracy, usability, feasibility, effectiveness, and alignment with the organization’s mission and goals. 
7.2  The program’s required enabling infrastructure was tested to confirm its capacity and utility.

	8. Measure Outcomes and Impact

	
	8.1 Data were collected to compare interim results or results at predetermined milestones with baseline data or goal accomplishment data (target).  
8.2 The data were analyzed to measure change, improvement, and trends. 
8.3 The results were reported to appropriate parties.
8.4 The results of the measurement were used for corrective actions, celebration, and continuous improvement. 

	9. Sustain the Results

	
	9.1 Resources are committed to maintain the program and the intended results. 
9.2 Ongoing performance data are used to improve elements or the infrastructure.
9.3 Data on adoption, trends, and improvements are collected and reported. 




[bookmark: _Toc532302366]Part I:
[bookmark: _Toc532302367][bookmark: _Hlk521329181]Forms to be submitted through e-mail for Part I
Return this application to Accreditation@ispi.org 

1. Submitter Information
2. Signed Code of Ethics
3. Signed Declaration and Release
4. Signed Application Agreement
5. Program Description Form
6. Attesters Overview Form
[bookmark: _Toc532302368][bookmark: _Hlk521147580]Submitter Information
Organization: ____________________________________________________________________________
Submitter’s Name: 	__________________________________________
 Job Title: ____________________________________________________________________
Street Address: ____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
City/State/County/ZIP or Postal Code: _____________________________________________
Phone: _________________________________Fax __________________________________
Email: _______________________________________________________________________


[bookmark: _Toc532302369]ISPI Code of Ethics
[bookmark: _Hlk521147661]Statement of Expectations:  The Code of Ethics and the Accreditation Standards are intended to promote ethical practices in the profession of improving the performance of organizations, functions, employees, vendors, or customers. By signing the Code of Ethics, the submitter, as the authorized person representing the organization that owns the program, indicates agreement to follow the principles listed below:

1. Add Value Principle 
Strive to conduct yourself and manage your projects and their results in ways that add value for your clients, their customers, and the global environment.

2. Validated Practice Principle 
Make use of and promote validated practices in keeping with the Accreditation Standards.

3. Collaboration Principle
Work collaboratively with clients and users, functioning as a trustworthy strategic partner.

4. Continuous Improvement Principle 
Continually improve your proficiency and the effectiveness of your programs. 

5. Integrity Principle 
Be honest and truthful in your representations to clients, colleagues, and others with whom you may come in contact, and not allow for any conflict of interest that would benefit you or others.

6. Uphold Confidentiality Principle 
Maintain client, customer, and colleague confidentiality.


[bookmark: _Toc532302370][bookmark: _Hlk521150084]Declaration and Release
Please read and acknowledge that you, as the authorized person representing the organization that owns the program, agree to the following statements by signing the Declaration and Release.  

I, as the organization’s authorized representative:

· Understand that the information gathered in the accreditation process may be used by the International Society for Performance Improvement (ISPI) for statistical purposes for the evaluation of the accreditation program, or for other research or study.

· Understand that ISPI staff and Accreditation Reviewers will follow privacy protection procedures to keep the information in their possession confidential.

· Agree to inform ISPI immediately of any changed circumstances that may affect this application and the information that has been provided by me, or that may affect my continuing eligibility. 

· Understand and agree that ISPI owns all right, title, and interest in and to all names, trademarks, logos, copyrights, applications, and other materials related to the Accreditation Program. I agree that I shall only use such intellectual property in accordance with policies promulgated by ISPI, and agree to cease using such intellectual property upon the expiration, suspension, or termination of my accreditation.

· Understand and agree that ISPI makes no claims, warranties, guarantees, or promises regarding the content or performance of any solution, and I agree not to misrepresent my accreditation status and its meaning.

· Do hereby attest to the accuracy and validity of, and assume full responsibility for, the content of the application and all materials and information used by me in support of the application.

· In consideration of this application to and participation in the ISPI Accreditation, I do hereby:
· Release, discharge, and hold harmless, individually and collectively, ISPI and its officers, directors, employees, committee members, members, subsidiaries, agents, successors, and assigns, from any and all liabilities that may arise, directly or indirectly, now or in the future, by reason of or in connection with any decision, action, or omission relating to this application, the failure to grant Accreditation, the revocation of accreditation, or the accreditation standards; 
· Indemnify, save, and hold harmless, individually and collectively, ISPI and its officers, directors, employees, committee members, members, subsidiaries, agents, successors, and assigns, from any and all liabilities that may arise, directly or indirectly, now or in the future, by reason of or in connection with any acts or omissions of mine. The foregoing release and waiver of liability, and the foregoing indemnification, shall be binding on me and my heirs, executors, administrators, successors, and assigns.

· Understand and agree that in considering this application, ISPI may make inquiry of such persons or entities, inspect such records, and make and retain copies of such materials as they deem appropriate.

· Without limiting the generality of the foregoing, hereby authorize ISPI to make such inquiries regarding my application, and authorize any persons or entities contacted to respond to such inquiries and provide copies of any relevant and non-confidential information to the requesting organization.

· Further authorize ISPI to provide a copy of this Declaration and Release to those entities contacted in connection with this application.


[bookmark: _Toc532302371][bookmark: _Hlk521153241]
Application Agreement
I, as the authorized agent of the organization seeking accreditation, am applying for the ISPI Program Accreditation designation and: 
· Affirm that the program meets the minimum requirements.  
· Agree to use the designation only as approved by ISPI. 
· Understand that misuse or misrepresentation of the designation may result in forfeiture of the designation.
· Attest that the program described in this application is accurate and the results were as described.
· Agree to the Statement of Expectations and the principles in the Code of Ethics.
· Agree to accurately represent the credential to employers and customers.
· Understand that obtaining the accreditation is an indication that the program described in this application met the Program Accreditation Standards, and is not an endorsement of other programs.

If awarded the ISPI Accreditation designation, I understand that the organization will be required to re-apply every five years to renew this designation.  I further understand that:
· The Accreditation Standards and the process for achieving and maintaining the ISPI Accreditation designation may be revised from time to time. (Note: Be certain that the application you are completing is a current one.)
· An incomplete application will be returned to the applicant. 
· I must sign and mail the appropriate forms electronically.
· Applications that contain erroneous or misleading information may result in denial of the application, revocation of accreditation, and forfeiture of the application fee.
· ISPI will not be responsible for lost or damaged application materials.
· This application and all companying and subsequently submitted materials will become the property of ISPI upon submission.
· Accreditation may be revoked for the following reasons, among others: 
· Any misrepresentation in the application, whether intentional or unintentional;
· The solution no longer meets the Accreditation Standards.
· Non-payment of applicable fees.

I also understand that, if not awarded the Accreditation, I will be advised as to the Accreditation Standards that I have not met, will have the right to appeal this decision within 60 days of receipt, and I will have an opportunity to meet those specific Standards within the next 24 months without additional charge beyond the balance of the original submission fee.  After the original submission and one resubmit, I may be charged a re-review fee of up to $200, depending on the amount of work needed.  Should I appeal the decision, another impartial reviewer will evaluate my application. 

I attest that I have read and agree to the Application Agreement and I hereby authorize ISPI to contact the individuals who will attest to the quality of the work described in this application.

[bookmark: _Hlk521329715]
· [bookmark: _Toc520302464]Checking here means I agree to the terms in the Code of Ethics, the Declaration and Release, and the Application Agreement. 

[bookmark: _Toc532302372]Program Description Form

Name of Program: 								__________________

Name of the Organization Submitting the Application: 
____________________________________________________________________________________

Describe the program including:
· The elements that make up the program
· The intended audience for the program
· When the program was launched
· How many people have or are expected to participate in the program  

[bookmark: _Toc532302373]Attesters Overview Form
Submitter
Provide the following information about the person who will attest to the effectiveness of the program. ISPI may contact this individual about your work as stated in the Application Agreement.  You may have more than one attester. 

Name of Attester:		

Relationship:      Sponsor    Supervisor     User    Customer/client   

	 Other_________________________________________
	
Attester’s Organization: ___________________________________________________________

Title: __________________________________________________________________________

Address: _______________________________________________________________________

City/State/County/ZIP or Postal Code: _______________________________________________

Phone: 		   	   Fax ___________________________________

Email: 				



[bookmark: _Toc532302374]Part II – Interview Questions
[bookmark: _Toc532302375]Part II includes:
· Interview questions for each standard
· Suggestions on what artifacts might be submitted to support your application
· A Sample the letter to be sent to attesters 
· The Attestation Checklist to be completed by attesters
[bookmark: _Hlk520467882][bookmark: _Hlk490480591]
Interview(s) with Reviewers:
You will be required to participate in one or more interviews with Reviewers during which you will be asked to:
· Demonstrate some or all of the program’s elements.
· Give evidence of the actual metrics (baseline, interim, and success) used to justify the program and monitor its impact.

[bookmark: _Toc532302376]Accreditation Standards Questions
Please put your answers in this document.  Be prepared to answer follow-up questions during your interview.   Also, during the interview, you may display other information that supports your satisfying the Standards.
[bookmark: _Toc532302377]Standards 1 & 5:  Focus on Results and Analyze the Need or Opportunity
· What was the rationale or justification for the program?  
· What did you do to better understand the issue and place a value on the problem or opportunity?   
· When did you do this inquiry and how did you do it?
· What was the intended impact and what would be the impact if the program were not created? 
· What did you use as your baseline and success measures?

[bookmark: _Toc532302378]Standards 2 & 3:  Take a Systemic View and Add Value
· What constraints in the workforce, workplace, or marketplace did you face when developing and administering the program? 
· How does the program support the users’ needs, a larger initiative, or the enterprise’s goals or mission?
· What is the long-term value proposition of the program?



[bookmark: _Toc532302379]Standard 4:  Partner or Collaborate 
· Who did you ask to participate in the process?
· What was the rationale for including them?
· What role did they play?
· How did they provide input – interviews, survey, observations, and so forth?
· How did you monitor their satisfaction with the process and proposed solution?

[bookmark: _Toc532302380]Standards 6 & 7:  Develop the Program and Conduct Formative Evaluations
· Describe how the program is designed.  What are the elements? How were the elements developed or acquired?   
· How did you confirm the elements worked in terms of their usability, content accuracy, feasibility, and alignment with the organizations goals and values?  
· How did you confirm the elements helped users adopt new behaviors?
· What resources were used?
· What were the infrastructure requirements to implement the program and how did you confirm they were in place and adequate?

During the interview with Reviewers, be prepared to demonstrate the program’s elements.

[bookmark: _Toc532302381]Standard 8:  Measure Outcomes and Impact
· How and at what points was the program’s impact measured?
· What data were collected to compare interim results or results at predetermined milestones with the baseline data or goal-accomplishment data (target)?  
· How were the data analyzed to measure change, improvement, and trends? 
· How were results reported to appropriate parties?
· How did you compared what you learned with the baseline and target measures, and what conclusions did you make?
· How did you use the results for corrective actions, celebration, and continuous improvement?
During the interview with Reviewers, be prepared to show evidence of the data you collected to measure the impact of and the satisfaction with the program. 

[bookmark: _Toc532302382]Standard 9:  Sustain Results
· What resources have been committed to maintain the program and the intended results? 
· How do you use ongoing performance data to improve elements or the infrastructure?
· What data are used to report adoption, trends, and improvements?
During the interview, be prepared to discuss your plans to sustain the program and how you intend to maintain the program’s integrity.
[bookmark: _Toc532302383][bookmark: _Hlk520468994]Summary
What impact has the process of applying for accreditation from ISPI had on this program?

[bookmark: _Toc532302384]Sample Letter from Submitter to Attester

Date

Attester’s Name
Address
City/State/ZIP

Dear _______________:

My organization is applying for program accreditation from the International Society for Performance Improvement (ISPI) for [insert program name].  As part of the application process, I need you to attest to the effectiveness of the program.  Please review and sign the enclosed checklist attesting to the fact that the program is effective, and the data reflects the improvement made.  You may also add any comments you would like to make.  Please return the completed checklist to ISPI.

Thank you for your assistance in reviewing this application.

Very truly yours,

<Submitter’s Name>


[bookmark: _Toc532302385]Attestation Form
Attester: Please check as many of the items on the checklist below you are willing to attest to.  

· There was a legitimate need for the program.
· The program in its design accommodates constraints in the workforce, workplace, or marketplace.
· The program added value to the sponsoring organization and participants or users.
· Vested parties participated in creating the program.
· An analysis was done to determine the need and potential impact of the program.
· The program’s elements were tested to confirm they worked or were effective before the formal launch of the program. 
· The program’s effectiveness was and continues to be tracked or monitored.
· Resources have been committed to sustain the program and support its continued effectiveness.

Comments:





	
Signature of Attester

	
Date

	

Printed Name of Attester
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Please return this signed statement to:

ISPI
440 Highway 377 N, Unit 993
Argyle, TX 76226-9998
E-mail: accreditation@ispi.org
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