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[bookmark: _Toc525026085]Overview
[bookmark: _Toc525026086]Definitions
Function or Department: A division of an enterprise that creates and/or delivers products or services that measurably contribute to the improved performance of customers, employees, members, partners, or society.  Those products and services include workshops and training, consultation on improving processes and programs, supporting major initiatives like product launches, and the like. 

Enterprise: The enterprise stands for the whole organization and is made up of one or more functions or departments that create and/or deliver products and/or services to the marketplace. 
Internal Stakeholders: Management, staff, employees, and other parties internal to the Function and/or Organization who have an interest or concern in the function or its outcomes.
External Stakeholders   Customers, clients, investors, regulatory officials, and other parties external to the Function and/or Organization who have an interest or concern in the function or its outcomes.
[bookmark: _Toc525026087]Function Accreditation Requirements
Note: Membership at the organizational level in ISPI is not required for accreditation.  Once accredited, you must participate in an annual interview and survey, and reapply for Reaccreditation every five years to maintain the designation.  Applications are processed throughout the year.

	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

	Review
	Done by two qualified reviewers to ensure that each Standard was met. 
	Done by qualified reviewers.

	Application Fee:
Assessment Fee:
Annual fee


	$450 members; $1,500 non-members 
$4,925
$250 members; $750 non-members; includes completing a survey and interview
	Reaccreditation fee: $4925 at 5th year.






Function Accreditation Application Instructions

1. 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.  These forms are included in this document for your convenience. 
· Submit the application fee to Accreditation@ispi.org.

2. For Part II, you must: 
· Arrange for interviews with stakeholders to answer the assessment questions about how the Function satisfies the Standards.  The questions are included in this document for your convenience.  You will not be asked all of the questions in this document.
· Select artifacts that reinforce your answers or more fully demonstrate your meeting the standards.  You may be asked to show these artifacts during the interview or to submit them separately to Accreditation@ispi.org. 
[bookmark: _Toc525026089]Tips for Success
· This application is for Functions or Departments that meet the following criteria:
· Have a defined organizational or market need. 
· Are responsible for and have achieved performance results at the worker, workplace, or marketplace levels.
· Have identifiable points for interim performance results such as reviews, approvals, assessment cycles, decisions, events, reports, etc. 
· Be prepared to share evidence by keeping records and organizing information to demonstrate achievement of the standards. Organize relevant documents for each standard prior to the virtual or on-site review. 
· Prepare stakeholders to be interviewed.


[bookmark: _Toc525026090]Function & Department Accreditation Standards

	1. Focus on Results

	
	1.1 The Function’s mission is aligned with the Enterprise’s mission.
1.2 The Function has identified stakeholder’s needs and requirements.
1.3 There is a rationale for the Function’s programs, products, and services deliverables.

	2. Take A Systemic View

	
	2.1 The Function supports a larger objective or mandate.
2.2 The Function has identified and accommodated constraints in the workforce, workplace, and marketplace.
2.3 The Function considers factors in the workforce, workplace, and marketplace.

	3. Add Value

	
	3.1 The Function delivers essential programs, products, and services.
3.2 The Function anticipates stakeholders’ future needs. 
3.3 The Function is innovative in its processes, operations, and service delivery.

	4. Partner and Collaborate

	
	4.1 The input of stakeholders related to the Function’s goals, priorities, resource allocations, and effectiveness measures is solicited.
4.2 The Function has earned support from stakeholders.
4.3 The Function has and acts on its strategy for building and sustaining effective relationships with stakeholders.

	5. Lead the Function

	
	5.1 There are clear expectations and direction for staff and contractors.
5.2 Staff are developed and are competent. 
5.3 Leadership and staff model ethical behavior.
5.4 Leadership and staff take timely action.
5.5 Leadership and staff set an example for the rest of the organization.

	6. Manage Operations

	
	6.1 Priorities, resource allocations, and measures support stakeholder needs.
6.2 Processes and resources are efficient.
6.3 Plans are implemented.
6.4 Progress toward goals and results.

	7. Advocate for the Function’s Programs, Products, and Services

	
	7.1 The Function’s leaders, staff, and stakeholders act as advocates of the Function’s programs, products, and services.
7.2 The strategy and methods used for advocacy are evaluated.
7.3 Improvements are made to the strategy and methods used to advocate for the Function.

	8:  Measure the Function’s Performance  

	
	8.1 The effectiveness of programs, products, services, and operations are evaluated. 
8.4 The results of the evaluations are acted on. 
8.5 Measurement practices, action plans, and results are shared with staff and stakeholders. 

	9. Sustain Results

	
	9.1 Financial and human resources have been committed to maintain the Function’s ability to offer essential programs, products, and services into the future.
9.2 Programs, products, and services remain essential through continuous review.
9.3 Opportunities to improve the economic and/or market presence of the Enterprise are acted on.
9.4 Opportunities for social and environmental stewardship are acted on.


[bookmark: _Toc525026091]Part I
[bookmark: _Toc520470831][bookmark: _Toc525026092]Forms to be submitted for Part I
These forms are in this document:  
1. Submitter Information
2. Code of Ethics
3. Declaration and Release
4. Application Agreement
[bookmark: _Toc525026093]Part I.1: Submitter Information 
Name of the Enterprise: _________________________________________________________________

Name of the Function or Department: ______________________________________________________

Submitter’s Name: 	_________________________________________________________________

Job Title: _____________________________________________________________________________

Street Address: (Where certificate can be sent):  _____________________________________________

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

Phone: ________________________________________ Fax: ___________________________________

Email: _______________________________________________________________________________

[bookmark: _Toc525026094]Part I.2 Function Description:

Please complete the following:  
Year Function began operations: _____________________

What is your role in this Function:  ________________________________________________________

Size of the Function in terms of full-time staff: _______________________________________________

Annual budget for the Function (if the Function operates on a charge-back basis, what per centage goes to staff, overhead, and operations): ________________________________________________________


[bookmark: _Toc525026095]Context or Background for the Reviewers
Give a brief overview of the Function or Department.   Include why it was started; how it is staffed; how many people or other departments it supports; who are the stakeholders; what the major programs, products, and services are; and what each program, product, or service requires in resource commitment.  Essentially, describe the business or role of the Function, why it exists.



[bookmark: _Toc525026096]Part I.3: ISPI Code of Ethics
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 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 valid practices in keeping with the Accreditation Standards.

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

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

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 and privacy.
 
[bookmark: _Toc525026097]Part I.4: Declaration and Release
Please read and acknowledge that you, as the authorized person representing the enterprise, agree to the following statements by signing the Declaration and Release.  I, as the authorized representative:

· Understand 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 organization’s eligibility. 

· Understand and agree that ISPI owns all right, title, and interest in and to all Accreditation 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 effectiveness of the function or its products, programs, or services, 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 my organization in support of the application, and all use thereof by third parties.

· 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 stakeholders or entities, inspect such records, and make and retain copies of such materials as they deem appropriate.

· Without limiting the generality of the foregoing, I 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 ISPI.

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

[bookmark: _Toc525026098]Part I.5: Application Agreement
I, as the authorized agent of the enterprise seeking accreditation, am applying for the ISPI Function Seal of Accreditation and: 
· Affirm that the Function or Department 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 function or department 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 function or department described in this application met the Function Accreditation Standards, and is not an endorsement of other Functions or Departments in the enterprise.

If awarded the ISPI Function Accreditation designation, I understand that the enterprise will be required to participate in an annual survey, and interview and re-apply every five years to renew this designation.  I further understand that:
· The Accreditation Standards, and 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 electronically the appropriate forms.
· 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 accompanying and subsequently submitted materials, will become the property of ISPI upon submission.
· Accreditation may be denied for the following reasons, among others:
· Misrepresentation in the application or interview.
· The function does not meet the Accreditation Standards. 
· Nonpayment of applicable fees. 
· Accreditation may be revoked for the following reasons, among others: 
· Any misrepresentation in the application, whether intentional or unintentional.
· The function no longer meets the Accreditation Standards.

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, should I appeal the decision, another impartial reviewer will evaluate my application. 

I attest that I have read and agree to the Code of Ethics, the Declaration and Release, and 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: _Toc164601932]□    Checking here means I agree to the terms in the Code of Ethics, the Declaration and Release, and the Application Agreement.
Part II.1: Interview Questions
Interview(s) with Reviewers:
You will be required to participate in one or more web-supported or in-person interviews, and possible on-site visits with Reviewers, during which you may be asked to:
· Demonstrate some of the Function’s elements.
· Give evidence of the actual metrics (baseline, interim, and success) used to justify the Function and monitor its impact.
· Coordinate interviewers with staff and stakeholders.

Reviewers will ask a subset of the following questions that are grouped by standard.  
[bookmark: _Toc525026099]Standards 1 & 3: Focus on Results and Add Value
· What is the Enterprise’s mission and the Function’s mission? 
· How do the Function’s deliverables advance the work of the Enterprise and provide value?
· Who are your Stakeholders, and what are their needs and requirements?  
· How did you determine Stakeholders’ needs?  
· How does satisfying Stakeholder needs advance the mission of the Enterprise and provide value? 
· What was the rationale behind the programs, products, and services offered by the Function and considered essential?

[bookmark: _Toc525026100]Standard 2: Take a Systemic View 
· What are some of the dynamics or factors in the workforce, workplace, and marketplace that affect the Enterprise?
· How does the Function respond to those factors or dynamics in support of the Enterprise?
· What other constraints must the Function accommodate?
[bookmark: _Toc525026101]Standard 4: Partner and Collaborate
· How does the Function involve its Stakeholders?  
· How does the Function build and sustain it relationships with Stakeholders? 
· What criteria do you use to judge the effectiveness of your relationships?  
· What actions have you taken to restore, realign, and improve relationships?



[bookmark: _Toc525026102]Standard 5:  Lead the Function
· How do leaders provide an inclusive workplace that fosters the development of others? 
· How do leaders facilitate cooperation and teamwork? 
· How do leaders and staff exemplify ethical behavior that serves as a positive example for the rest of the enterprise? 
· How do staff and leaders constructively resolve conflicts, leverage diversity, and build teams?    
· How have Leaders exemplified moral courage by making tough decisions in the face of opposing viewpoints?
· What are some examples of ethical and fair decisions made by Leaders? 
· How have Leaders honored commitments and demonstrated high standards? 
During the interview, be prepared to discuss and give examples of:
· How Leaders work effectively across Functions and cultures. 
· Where Leaders have taken corrective actions to ensure programs, products, and services meet budget and schedule requirements. 
· How Leaders take responsibility for achievements and failures. 
· When Leaders assessed failures and built lessons learned to increase future performance.   
· How Leaders recover from setbacks and to what degree the organization accepts failures as a fact of life.  
· How Leaders position the organization for future success by identifying new opportunities or continuous improvement. 
· How Leaders put the good of the organization above their own needs. 
· How Leaders were decisive, accountable, and solved challenging issues without delay.
[bookmark: _Toc525026103]Standard 6: Manage the Operation 
· What process is used to develop goals, set priorities, allocate resources, and measure effectiveness in terms of Stakeholder value? 
· How are staff, vendors, contractors, and Stakeholders kept informed of the Function’s goals and priorities?
· How do staff, contractors, and vendors stay informed of what is expected of them?  
· How do you determine what resources are required and allocated? 
· How you handle unexpected events?
· How does your resource planning, programming, and budgeting system support stakeholder requirements?  
· Describe your procedures for rolling out a plan, initiative, and/or system.  
· What is your change-management approach, and how does it ensure Stakeholder support?
· How do you track progress, actions, and timelines, and then use this information to manage programs and projects? 

[bookmark: _Toc525026104]Standard 7:  Advocate for Programs, Products, and Services
· How do you promote the Function’s programs, products, and services?  
· How does promoting the Function’s programs and services support the goals of the Enterprise?  
· What resources are needed to promote the department’s programs and services?
· How effective are your efforts at promoting the Function and its programs and services?  How do you know?
[bookmark: _Toc525026105]Standard 8:  Measure the Function’s Performance
· How, on what basis, and at what points in time do you evaluate the Function’s key processes, operations, staff, and suppliers?
· What metrics do you track, and on what basis did you choose those metrics? 
· What have you learned from measuring the Function’s performance? 
· How do you use that information to guide your operations?  
[bookmark: _Toc525026106]Standard 9: Sustain Results
· How do you identify your future resourcing requirements?  
· On what basis do you decide whether your proposed resource allocations will support future delivery of programs, products, and services? 
· How do you keep your people current, so they remain productive in the future?
· How do you ensure your programs and service offerings stay aligned with what stakeholders and the Enterprise require? 
· How do you decide which emerging needs to address?  
· On what basis do you decide to retire programs and services?
· How do you identify opportunities to improve the economic and/or market presence of the Enterprise? 
· How would you describe the Function’s level of participation in senior leadership decision-making? 
· What opportunities have you acted on to improve the image of the Function and/or Enterprise? 
· How does the Function give back to the community and nation? 
· How are you making stewardship activities standard practice?

[bookmark: _Toc525026107]Summary
What impact has the process of applying for accreditation from ISPI had on the Function and its programs, products, or services?  
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