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|l ntroduction to COAO MRAcDbgniBon Schoo
A. Overview of After School Program Recognition Policies and Procedures
This document sets forth the policies and procedures of the Council on Accreditationd €COAQJ)s

recognition review process for after school programs. COA operates within these policies and
procedures as part of:

0 A c c eapplicantsdor after school recognition.

0 F a c i thd aftem schoal gcognition process.

0 Asseismglngment ati on of/ continuing per
0 R e a atter sahgol recognition decisions.

60 Monithearfitreg school p contiguna parfopnanacevandd e r 6

commi t ment to COAOGs standards.
B. Elements of the After School Recognition Process
COAbGs policies and procedures encompass the follo

0 Standards that represent field consensus, developed with the participation of service
providers, regulators, researchers, policy makers, professional associations, academics,
consumers, and funding sources.

A performance/quality improvement process that facilitates growth and change.

A self-study process that actively engages the staff and other designated stakeholders.

Trained, independent endorsers that evaluate after school programs on standards
implementation during a desk review or site visit.

A trained, independent After School Commission that reaches recognition decisions in
accord with COAO6s standards.

An objective decision-making process that is free from conflict of interest.

A decision-making process that allows applicants for after school recognition to respond to
ratings and reports and to appeal decisions that deny or revoke after school recognition.

The ongoing monitoring of standards implementation/performance during the period
between recognition reviews.

A public disclosure process that makes information about after school recognition decisions
available to the public.

O« O¢ O«

O«

O¢ O«
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C. Self-Study Process

A vital el ement to each of COA6s after school rec
and accreditation) is engaging in a self-study process that facilitates learning and change.

C O A @fger School Program Standardsc ont ai ns COA6s compl ete set of
information about pre-site and on-site evidence as well as on-site activities required by COA.

After school program providers use the After School Program Standards throughout the self-

study period as they prepare the required materials for the review process. See 8VI Self-Study

and 8VII Accreditation Site Visit and Certification Desk Review for more informat i on about COA

COUNCIL ON ACCREDITATION
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self-study process.

D. After School Recognition and Regulation

After school recognition is a strategy that an after school program provider can use to achieve its
mission, measure its achievements and have its achievements validated. After school

recognition by COA signifies that an after school program provider has demonstrated sufficient

i mpl ementation of/continuing performance with
processes. These processes include various levels of review, including a rigorous review by
competent endorser(s) who determine, on a standard-by-standard basis (only for applicants for
accreditation or certification)!, whether an after school program provider is operating in
accordance with COA6s standards.

COA is not a governmental or regulatory authority. However, COA after school recognition
supports compliance with applicable licensing and regulatory requirements.

E. Customer Service

COA strives to provide a recognition process that is a facilitative and collegial experience for
after school programs and those they serve. COA is committed to providing a recognition review
process that is objective, comprehensive, and fair.

COA is available at each step of the process to answer questions, to interpret standards, and to
facilitate each adcdgmtion revievhpoooess. POAP@videsrardysing
assistance and problem solving to after school programs applying for COA recognition, both
during the process and after a decision has been made regarding recognition

COA encourages after school programs to communicate with and make appropriate COA
representatives aware of any concerns as they arise. If, for any reason, the after school

program provider is dissatisfied with a response or solution offered by a COA representative, it
encourages the after school program provider

COAb6s Director of Quality Services Management .

discuss any concern.

During and after the after school recognition review process, surveys may be provided to the
after school program provider to evaluate endorser performance/site visit experience, the
reasonableness of the standards, and the value of the recognition experience. The information
provided on any survey is strictly confidential and in no way impacts the recognition review.

1. Complaints against Endorser(s)/Site Visit or Desk Review Concerns

a. Bringing Forth Endorser Complaints/Site Visit or Desk Review Concerns

COA encourages an after school program provider or other complaining party
to bring any complaints or concerns, about an endorser or site visit experience,
t o COAO s faredoletiont The oomplaining party may bring an endorser

! Applicants for recognition are reviewed by COA8 s ma n a gtaffme n t
COUNCIL ON ACCREDITATION
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or site visit complaint or concern to the attention of COA as discussed in the
following paragraphs.

b. Initiation of Endorser Complaints/Time Constraints

The after school program provider, during or after the site visit, may initiate a
complaint against an endorser(s) due to an occurrence/incident, including
endorser(s) conduct during the site visit process, by first notifying COA verbally
of the complaint/concern. All complaints by telephone or e-mail should be
directed to the Director of Quality Services Management. If the complaint is
initially submitted by telephone or e-mail, COA will request that the complaint
also be submitted in writing.

A written complaint must:

1 Describe clearly the actions of the endorser(s) that are in question.

1 Be communicated in writing to COA by the after school program
providerdés program administrator.

1 Be received by COA within ten (10) business days after completion of
the site visit.

1 Be addressed to the attention of COAOs
Services.

COA does not consider an endorser complaint as having been filed until the
complaining party complies with all of the above requirements.

COA acknowledges the receipt of an endorser complaint in writing after the
after school program provider complies with all filing requirements.

c. Requirement of Cooperation

COA expects the complaining party to cooperate with its endorser complaint

procedures (e.g., by responding to any requests for additional information).

The after school program providerd s f ai |l ure t o coopedr ate wit
process is grounds for COA to dismiss the endorser complaint.

d. Notification of Endorser/Opportunity to Respond

COA notifies the endorser of a received complaint in writing by a form of
transmission by which COA can demonstrate receipt by the addressee (e.g.,
certified mail or any other trackable delivery system). COA provides the
endorser with the opportunity to respond to the endorser complaint within a
specific period of time that is determined by COA.

e. Complaint Review

COUNCIL ON ACCREDITATION
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COA, upon receipt of a complaint, reviews the complaint and contacts the
complaining party with any preliminary questions. An endorser complaint is
reviewed by COA in a timely manner. The Director of Volunteer Services

reviews all information provided regarding the complaint including, but not

limited to, the complaint, supporting material, if any,andtheendor ser 0 s
response.

f. Possible Decisions/Additional Site Visits

COA either substantiates or does not substantiate a complaint against an
endorser. When COA does not substantiate a complaint against an endorser,
COA proceeds with the recognition review process. COA natifies the
complaining party and the endorser(s) of its decision in writing.

When COA substantiates a complaint, COA must set forth as part of the

written response to the complaining party the impact of the substantiated

endorser complaint, including whether the
for an additional site visit or desk review. The after school program provider is

not charged a fee for the additional site visit necessitated by the complaint

review findings. COA wil |l rcegparagicnto t he aft e
facilitate the additional site visit.

Complaint decisions by COA are final and not subject to additional review by
COA.

F. Publications

The After School Program Standardsar e avail able from COAG6s website
www.coaafterschool.org. The After School Program Standards and other publications are

protected under United States copyright law. These documents and the underlying processes

cannot be used or duplicated for any purpose, other than in connection with an after school

program providerds own recognition process, witho
pleased to permit the use of its standards in academic settings for research and evaluation

purposes, and to the public to promote quality and best practices in after school service delivery.
Questions regarding permissi bl e iursecst eod tCOAGGA psu b
Director of Client Relations.

G. Updates and Clarifications to Policies, Procedures and Standards

Periodically, COA updates or issues clarifications to its policies, procedures and

standards. Substantial revisions to COA's policies and procedures will be issued with an
effective date. Since COA standards are available in a web-based format and can be
dynamically updated, all substantial modifications to the standards will include the effective
date so that changes can be easily referenced. After school program providers are expected

COUNCIL ON ACCREDITATION
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to regularly review clarifications and changes to the After School Program Recognition
Policies and Procedures Manual located at: www.coaafterschool.org.
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I: After School Program Recognition Eligibility

C O A after school stand-alone recognition opportunities (registration, certification or
accreditation) are available to after school program providers regardless of their size,
infrastructure, and capacity as long as they meet the predetermined eligibility criteria set
forth in written COA procedure and accepts that a determination of eligibility for application
does not guarantee recognition by COA.

After school program providers are eligible for three (3) types of COA recognition
opportunities and may pursue any one for which they meet all eligibility criteria. After school
programs are recognized (registered, certified, or accredited) by COA independent of other
programs within the same organization. No recognition opportunity is a prerequisite for the
next.

Programs previously accredited by the National After School Association (NAA) are required
to pursue COA after school accreditation, and therefore are not eligible for registration or
certification. In extraordinary circumstances, a waiver can be requested for an after school
program to apply for certification in lieu of accreditation. Waivers will be considered by COA
on a case-by-case basis.

A. Eligibility Criteria

COA makes a preliminary determination of eligibility after it receives a completed application
from an after school program provider. After school program providers are eligible for one of
C O A after school recognition opportunities when they meet the following criteria. After school
providers must also meet the specific criteria listed under each recognition opportunity.

Eligibility criteria are:

Ox¢

Compliance with applicable federal, state/provincial, or local laws and
regulations.

Provision of services to children and youth for at least six (6) months at
time of application

Suf ficient capacity and infrardstru

Commitmentt o i mpl ementi ng COA6s stand

Is not currently being reviewed or investigated by any
regulatory/governmental authority regarding its non-profit status (e.g.,
501(c)(3) status or an equivalent status in another country). >

Good faith in providing complete and accurate information to COA during

O¢ O¢ O« O«

O«

2 This criterion is only applicable for first-time applicants and not COA recognized after school programs.
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the recognition review® process and any subsequent renewal of
recognition process
0 Licensure by the state in which it is located, if the state requires licensure
for that after school program, unless the after school program
provider is applying for after school registration, certification, or
accreditation that will be used to obtain licensure in a state that
recogni zes COAb6s after school re
0 Operation of any individual after school program, or after school program
that is part of a larger organization or entity with multiple programs or
other services where only an individual after school program is being
recognized (this is inclusive of after school, before school, mid-day and
summer programs)

1. Criteria for After School Accreditation

After school programs are accredited independently of other programs within the same
organization and must meet the following criteria:

0 Comno tfully i mplA&tem®choblStandard€ OA 6 s
2. Criteria for After School Certification

After school programs are certified independent of other programs within the same organization
and must meet one of the following criteria:

0 Serve less than 150 children (maximum number of children capable of being served)
or
0 H aam annual operating budget of $120,000 or less

3. Criteria for After School Registration

After school programs are registered independently of other programs within the same
organization and must meet one of the following criteria:

0 Serve less than 75 children (maximum number of children capable of being served)
or
0 H aam annual operating budget of $60,000 or less

4. Maintenance of Required Licenses/Action Against

a. Licensed after school programs

A after school program must maintain all required licenses to be eligible for
recognition. At the time of applying for recognition, the after school program

% For information on maintenance of accreditation reviews see Section X,
Maintenance of Accreditation, paragraph C and Section XlI .Supplemental Site
Visits, paragraphs B and C.

COUNCIL ON ACCREDITATION
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provider must include copies of its licenses and certify its current status by
providing the following information:

9 License restrictions (e.g., provisional or probationary status)

1 On-going regulatory investigations or reviews

1 On-going corrective or other responsive action to current license
restrictions

The after school program provider has a continuing duty throughout the
recognition process and during its recognition cycle to disclose any loss of a
license or other change in the condition of a license (e.g., provisional license,
probationary status, or other compromised status imposed by licensing/
regulatory authorities). After school program providers must notify COA in
writing within ten (10) business days of any license loss or revocation and twenty
(20) business days of any other adverse action taken by authorities against its
license. The notification should be sent to the Director of Quality Services
Management.

The after school program provider may be required to make its current license
information and any evaluation reports issued by the licensing authority available
at the time of the site visit for review by the endorser(s).

b. After school programs exempt from licensure
The after school program provider that is legally exempt from licensure shall
certify the same on the application, providing the details of the exemption. COA
has the discretion to request additional information from the after school program

provider.

5. Provision of Services for at Least Six (6) Months

The applicant must be a provider of after school services to children and youth for at
least six (6) months at the time of application to be eligible for COA recognition. The
after school program provider must be able to demonstrate that it has actually been
serving children and youth consumers for the required period of time, (e.g., through
the files of the children and youth being served), in the event that COA has any
guestions regarding the duration of service provision.

For an after school program provider that recently underwent a merger/acquisition,
COA will determine the length of time serving consumers by reviewing
documentation about the entities that merged or were acquired. See XV Change in
Status of an After School Program Provider regarding mergers and acquisitions.

6. Corporate Inteqgrity Agreements

COUNCIL ON ACCREDITATION
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The after school program provider operating under a corporate integrity agreement

imposed by state, provincial or federal authorities must disclose this information to

COA at applicationorr eappl i cati on. COAO6s President/ CEO h
disapprove a first-time applicant for recognition with such agreements from its

recognition review processes, place an after school program provider seeking

renewal of recognition on hold or require an after school program provider to wait until

certain milestones required by the agreement/settlement are met.

B. Burden of Demonstrating Eligibility/Determination of Ineligibility

Eligibility is an ongoing requirement. Should an after school program provider become ineligible
for recognition at any time in the process, COA shall cease any ongoing recognition review
process and revoke the after school program provi

It is the responsibility of the after school program provider to meet all eligibility criteria. After
school program providers have the right to appeal a determination of ineligibility as set forth in
8XIIl Appeal. The after school program provider considering an ineligibility appeal should
immediately review the appeals process, including the time limits for initiating an appeal.

COUNCIL ON ACCREDITATION
AFTER SCHOOL PROGRAM RECOGNITION POLICIES AND PROCEDURES MANUAL
-16-



ieéﬁﬁ
Tgee

£

T

lI: Application

The application process enables COA to reach an initial determination of eligibility and apply
any appropriate fee for the recognition review process. There is a non-refundable
application fee.

A.Obtaining an Application

The after school program provider interested in applying for COA recognition should contact
COAdGs Client Rel &napplicaton drebe accesserketedtronically at:
WwWw.coanet.org.

Once recognized, COA contacts the after school program provider nine (9) to twelve (12) months
prior to its expiration date (only for accreditation or certification renewals) * in order to begin the
recognition renewal process. This time period affords the after school program provider
sufficient time for the completion of the renewal or recognition process.

Application Requirements

The after school program provider must submit the following with its completed application:

0 ron-refundable application fee
0 Progracmhures and/or a description of the afte
0 A n raftelasthool program(s) budget (the budget for a parent organization is not
required)
0 Tafeter school program providerds mission stat
0 htgafter school program providerds current staf
Application Receipt and Processing
Upon receipt of a completed application and the application fee, COA reviews the information to
reach an initial deter mi nat i ocsmligibilty foaGDA affertseghaol s ¢c h o o |
recognition and to apply the corresponding fee for the recognition opportunity being pursued.
The application requires the signatuprogranof t he aft

administrator, or his/her designee. COA confirms receipt and processing of an application by
sending the after school program provider a welcome letter, Accreditation Agreement (only
applicable for accreditation applicants), and payment response form.

Correlation between Application Receipt and Eligibility for Recognition

Receipt of a completed application is no guarantee that the after school program provider is
eligible to undergo the after school recognition process or that the after school program provider
will be awarded recognition by COA.

* After school programs with registration are notified six (6) months before their expiration date.
COUNCIL ON ACCREDITATION
AFTER SCHOOL PROGRAM RECOGNITION POLICIES AND PROCEDURES MANUAL
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E. Holding an After School Program Out as Recognized (Registered, Certified
or Accredited)

T

An applicant for after school recognition is prohibited from identifying itself as recognized prior to
for mal notification of COAb6s recognition decision

F. Disclosure of Applicant Status

COA discloses the names of after school program providers that have applied for COA after

school recognition in accordance with8KXOAb6s di scl
Confidentiality and Disclosure of Informationf or addi ti onal i nformation ab
disclosure and confidentiality practices.

G. Disclosure of After School Recognition Decision-Making Documentation to
Sponsoring Organizations

COA provides its Sponsoring Organizations with copies ofthei r me mber sé reeogniti o
making documents in accordance with the Accreditation Agreement (only for accreditation
applicants) and these policies and procedures.

COUNCIL ON ACCREDITATION
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lll: After School Recognition Fees

After school recognition is provided on a fee-for-service basis. Applicants for after school
accreditation will have their accreditation fee calculated based on budgetary information
provided by the after school program.

A. Fees for Achieving and Maintaining After School Recognition

The charges associated with achieving and maintaining each level of after school recognition are
included below.

COA After School Accreditation:

0 Application fee

0 Accreditation recognition fee

0 Site visit fees

0 Annual maintenance of accreditation fee

COA After School Certification:

0 Application fee
0 Certification recognition fee
0 Annual maintenance of certification fee

COA After School Registration:
0 Annual registration recognition fee
B. Application Fee

There is a nonrefundable application fee for new recognition applicants only. The after school
program provider should contact COA regarding the application fee. The application fee is also
indicated on the application form for each after school recognition level.

C. Recognition Fees

Theafter school program providerds recognition fee
(only for accreditation applicants) or on the application (only for certification and registration
applicants).

The after school program provider may select from two (2) options for its payment of the
recognition or renewal of recognition fee:

1. It can pay the full fee at the time of signing the Accreditation Agreement (only applicants for
accreditation) or submitting the application (only for registration and certification applicants), or

2. It can make payments in accordance with the terms stipulated on the application for the type
of after school recognition it is pursuing.

COUNCIL ON ACCREDITATION
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The recognition fee is not reimbursable. The after school program provider should contact
COAOGs with que setogngiondee.about t he

For accreditation applicants, COA will execute the Accreditation Agreement, upon receipt of the
signed Accreditation Agreement and at least the designated fee indicated on the accreditation
application form. A copy will be returned to the after school program provider.

The after school program provider6 s app !l i ¢ at i dthen bertrneferradata G GoANG swi |
operationséstaffand an intake call will ¢toerdimstorhi€¢hdul ed wit h
coordinator will be the after school program providerd s cont act per geognitiorhr ougho
process.

D. Site Visit Fee

COA calculates the site visit fees on an actual cost basis, based on the number of endorsers and
the duration of the site visit, along with an administrative fee. There is a minimum requirement of
one (1) site visit endorser for one (1) day®. The fee covers all costs and expenses of the site visit,
including, but not limited to, travel, hotel, meals, and incidentals.

COA will invoice an after school program provider for site visit expenses thirty (30) days after the
completion of the site visit. All paid fees are not reimbursable. The after school program
provider should contact COA with questions about site visit fees.

E. Maintenance of Recognition Fee

There is an annual maintenance of recognition fee that is billed to all accredited or

certified after school program providers beginning one year from achievement of

recognition and for each year of the recognition cycle. Payment of the maintenance

of recognition fee is a requirement for continued recognition. The after school

program provider should contact COA6s wi th questions about the
maintenance of recognition fee.

F. Fees Associated with an Extended Recognition Timetable

1. Extension to Recognition Timetable

COA expects after school program providers to complete the recognition process
within an agreed-upon timetable that is developed between them and COA as part of
developing a schedule for a site visit (only for accreditation applicants) or desk
review (only for certification applicants). COA has the discretion to charge an after
school program provider a fee in connection with changing the agreed-upon site visit
or desk review date so as to accommodate the after school program provider.

5 . .
However, for larger after school program providers a greater number of endorsers or longer visit may be

necessary. This determination will be made by COA.

COUNCIL ON ACCREDITATION
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Timetable changes subject to this fee include a decision by COA to reschedule a site
visit or desk review date because an after school program provider submits self-
study material that lacks necessary content or documentation. In addition to paying
the fee, the after school program provider must pay all costs associated with
rebooking travel arrangements for an endorser(s) (only accreditation applicants).
The after school program provider should contact COA with questions about these
fees.

2. Formal Delay

COA assesses a fee to a recognized after school program provider that requests a
formal delay for the recognition renewal process. Such after school program
providers may also be required to undergo an interim site visit or interim desk review
and pay any related fee. A formal delay is available only in limited circumstances.
See 8XIV Postponement of the Recognition Process and Cancellation of Site Visits
and Desk Reviews for details about the formal delay process. The after school
program provider should contact COA with questions about the associated fees.

All application, recognition, and site visit fees must be paid in full prior to an after
school program provi defregognitonecei ving noti ficat

G. Additional Site Visit or Desk Review Fees

The after school program provider must pay a remedial or interim review process fee and the
current site visit or desk review fee if it undergoes one of the following:

0 Remedial site visit or remedial site visit
0 Interim site visit or interim desk review

See §XII Additional Site Visits and Desk Reviews regarding these additional processes. The
after school program provider should contact COA with questions regarding any of these fees.

H.  Optional Services

COA offers scheduled and customized training and technical assistance. These services are

optional and are not included in the recognition, site visit, or desk review fees. The after school
program provider should contact COA6s Training an
information about these optional services and the related fees.

COUNCIL ON ACCREDITATION
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I\V: Accreditation Agreement

The Accreditation Agreement®, which must be signed by the after school program provider

and COA, stipulates the accreditation fee the after school program provider agrees to pay to

undergo COAOGs accreditation process and establish
which an after school program provider agrees to undergo and COA agrees to facilitate the

accreditation process.

The applications for certification and registration constitute the entirety of the agreement
between the after school program provider and COA.
A. Accreditation Agreement

The Accreditation Agreement sets forth the accreditation fee and other related expenses the
after school program provider agrees to pay to undergo the accreditation process and describes
the understanding reached between an after school program provider and COA related to the

scope of the after school program providerds accr
The Accreditation Agreement requires the signatur
designee, and the after school progr astherprovi der 6s

designee. Itis a binding legal document. See 8llI After School Recognition Fees regarding the
accreditation fee.

COA allows for an after school program to sign its accreditation agreement within one year from
the date of application. If the after school program is unable to meet this timeframe, COA
requires that the after school program submit a new application.

B. Additional Contracts

The use of a contract in addition to or in lieu of the Accreditation Agreement requires the review
and approvalof COAb6s President/ CEO, or his/ her designee

C. Disclosure of Information

The Accreditation Agreement, or a separate written disclosure of information form signed by the
after school program provider, sets forth specific arrangements, if any, for the disclosure of
information to regulatory entities and Sponsoring Organizations, among others, when the
agreed-upon discl osur e AdterEchoelPmgramrRecognitiv®Policies and
Procedures Manual or when the disclosure is not provided for by governing state, provincial, or
federal law.

® Only required for after school programs seeking accreditation.
COUNCIL ON ACCREDITATION
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V: Recognition Timetable

COA facilitates the after school program p r o v i rdgaest$ fer either a single or multiple
after school program(s) to be reviewed for recognition.

A. Recognition Timetable Development

COA expects the after school program provider to cooperate with providing all required COA

information that support the development of an individualized and complete recognition

timetable. Duringtheaf t er school progr am pffrdiscussed and degelopsnt a k e,
with the after school program provider a recognition timetable for the site visit or desk review. If

the after school program provider has a conflict with the date or cannot adhere to the timetable, it

must immediately contact its coordinator.

The after school program provider must have provided a service for six (6) months at the time of

the site visit or desk review for the program to be part of the recognition r e vi e w. COAObGs
President/CEO has the discretion to waive the six (6) month requirement, taking into
consideration COAOGs abi |l it afterschoolsewids,detarngningitae qual i

waiver is in the best interest of consumers served by the after school program provider and/or
determining any consequences for the after school program provider if COA does not waive the
time requirement.

B. Other Collaborative Processes

COA will engage in tailored, joint review processes, including simultaneous or shared site
reviews, on a case-by-case basis or as an outgrowth of a formal arrangement with another
accrediting body. COA will also engage in joint reviews with funding or regulatory bodies and/or
will tailor the review process to address governmental or funder requirements not included in the
COA standards. Such arrangements must be made at the beginning of the recognition process
and may result in a modest fee.
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VI. Self-Study

The purpose of the self-study is to provide after school program providers (only applicants for

certification or accreditation)’ with one means of demonstrating implementation of/continuing
performance with COAOG6s After S-cthdy establidhesthgr am St and.
framework for a fair and thorough review process. It serves as a systematic way of examining

the afters c ho o | program provideroés overall performance
against consensus-based standards of best practice.

A. The Function of the Self-Study

COA views the after school recognition process as an opportunity for an after school program

provider to strengthen its capacity and to employ a performance/quality improvement process.
Theselfstudy is a key component of COAé6s after schoo
first opportunity for an after school program provider to demonstrate its implementation of/
continuing per f oAfter&chaokProgrant Standar@A 6 s

The self-study process engages an after school program provider in self-assessment and acts
as a guide to improving service delivery. The self-study process requires the participation and
involvement of the after school program providerd s  sptogrdmfagdministrator and/or site
director, and consumers (children and youth), families, and other designated stakeholders.

The self-study also serves as the framework for the recognition process. An endorser(s) reviews

theaf ter school pr ogudydanformatioropviar td @midgon sitee(dnly applicants

for accreditation), or via a desk review process (only for applicants for certification). The self-

study serves as a guide and a first source of evidence for the endorsers) to determine the after

school program providero6s i mplementation of/ conti

B. Completion of the Self-Study/Duty to Provide

COA provides the after school program provider with a timetable for completing the recognition

process. This timetable sets forth the date by which required self-study materials are due. The

after school program provideroés fail uhee to meet t
assessment of a fee.

COAbGs stakehol der surveys -audgproaess. Adter schoolfprovaddrs part o
are required to administer designated stakeholder surveys according to a specific timeframe and
in sufficient numbers.

An after school program provider who is applying for accreditation must provide its completed
self-study to COA at least ten (10) weeks prior to the site visit. This allows the endorser(s)
adequate time to review the material before the site visit.

! Applicants for registration should engage in a self-study process as a means of benchmarking against and implementing
COAO6s After School Program Standards.
COUNCIL ON ACCREDITATION
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VII: After S chool Accreditation Site Visit s and
Certification Desk Review s

For after schoolpr ogr ams p ur ater schogl accr@ditaiian, the site visit follows the
self-study and allows for the direct review and observation of the after school program
providerdb s i nf ormation, programming, ananstinersi | i
(children and youth), leadership, management, or other internal or external stakeholders
(family members), as applicable, are conducted. For after school programs pursuing COA 6 s
after school certification, a independent desk review follows along with a rating against
certification requirements.

One or more endorsers, professionals, wh o me et Cdetdrrised, pvritten qualification,
conduct the site visit. Qualified endorsers are also assigned to conduct desk reviews. COA
reserves the right to assign members of its own workforce to observe an after school program
providerés site visit in order to evaluate
and protocols by the assigned endorser(s).

A site visit or desk review is conducted pursuant to protocols that include a code of
permissible and prohibited conduct for both the after school program provider and the
endorser(s). COA provides after school programs the opportunity to raise legitimate concerns
about the performance of the endorser(s).

The findings of the endorserods review of an

Pre-Commission Report (only for applicants for accreditation) that is prepared by COA
following the site visit. COA offers the after school program provider an opportunity to
respond to ratings set forth in the Pre-Commission Report by providing additional information
or demonstrating improved performance. COA will communicate in writing the findings from a
conducted desk review to certification applicants.

A. Endorser Review
1. Endorsers

a. Qualifications

%2
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i es.

approp

after

COAOGs endorsers are tr atheater schoollprogrameer s who
providerods i mplementati on hofCQAdNst isnt uainndga rpdesr f
based upon the after s c-todgdocumentagdrasite pr ovi der

visit or desk review. COAb6s endorsers typically
program experience. They may have worked as program administrators and/or
site directors in after school programs, or they may have comparable experience
and expertise, though not necessarily associated with an after school program.
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All COA endorsers are knowledgeablea b o ut  &fer/AS6éhsol Program
Standards and the after school recognition review process.

b. Training

Endorsers undergo basic and specialized trai
requirements. Completing the training is a prerequisite for serving as an

endorser. Upon completion of training, endorsers are required to pass a

competency test and complete two site visits. Upon satisfactory completion of

these requirements a certification is awarded. Endorsers that do not conduct a

site visit or desk review within a two-year period of time must reapply with COA

and, if approved, attend training again in order to conduct future site visits or

desk reviews. All endorsers are responsible for functioning in accordance with

C O A &midorser Code of Conduct.

COAb6s endorsers are trained to aprggtamm rating

providero6s procedures, practices and perforr
the after school program provideros i mpl emer
with COAb6s standards. Endorsers are expectec

in the conduct of their work during a site visit or desk review and to articulate
clearly the basis for those judgments.

2. Lead Endorsers

Role and Function

COA assigns a lead endorser to each review group of more than one endorser.

The | ead e ndo cordinate and manhge the pse-site@nd on-site

review activities. The lead endorser is ultimately responsible for the endorser

g r o upertorsnance and assures that it functions in accordance wthCOAG6s si t e

visit requirements.

All lead endorsers are experienced and have completed additional training to allow
them to function in this capacity.

3. Endorser Review Group Size and Composition

A review is conducted by at least one endorser. When the review group consists of
more than one endorser, one endorser acts as the lead endorser®. COA advises an
after school program provider of the estimated number of endorsers at the time it

8 . .
However, for large, multi-component after school program providers a larger group of endorsers may be

necessary. This determination is made by COA in consultation with the after school program provider applying for

accreditation.
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confirms the accreditation process timeline. COA reserves the right to increase or

decrease the number of endorsers at any time during the accreditation process

when, in its opinion, a different number of endorsers are needed to carry out the
activities necessary to determine an after sc
of /continuing performance with COAG6s standard

4. Endorser Selection

Endorser review assignments are based on compatibility with the after school

program provider. COA considersan e n d o pradessiofakbackground and

expertise to determine the appropriate fit wi
program, location, and structure.

5. Duty to Disclose Conflict of Interest or Appearance Thereof

COAOb secognition process prides itself on objectivity. Therefore, endorsers and after

school program providers are required to notify COA in writing of an actual or

potential conflict of interest(s) as soon as they are aware of its existence. COA

reserves the right to make the final determination about endorser assignments.

COAOGs determination .is not subject to review

To prevent conflict of interest, endorsers are not allowed to conduct site visits or desk
reviews for after school program providers for which they are or have been
employed, or have served in any volunteer capacity.

6. Review and Approval of Endorsers

COA notifies the after school program provider of the endorser assignment and
permits the after school program provider to present objections at that time. COA
changes an endorser assignment only if the after school program provider presents a
valid objection (e.g., the assignment creates a conflict of interest).

7. Confidentiality

Theaf ter school pr ogr amprogess,oneludidg budnet limiteddoo g ni t i on
the site visit or desk review, is of a confidential nature. During the site visit,

endorsers have access confidential information and files, including the private

information of consumers. COA requires endorsers who conduct site visits or desk

reviews to sign a confidentiality agreement and to adhere to its intent.

B. Site Visit Activities

1. Scheduling of Activities

COUNCIL ON ACCREDITATION
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The endorser/lead endorser develops a tentative site visit agenda, consulting directly
with the after school program provider. The after school program provider is
expected to accommodate all reasonable requests of the endorser/lead endorser
and should contact its COA coordinator if it is unable to carry out a request.

The site visit includes, but is not limited to:

0 An entrance meeting between the endorser(s) and the after
school program provider to which the after school program
provider invites applicable management, executive, or
program providing personnel, and all other appropriate
individuals. The purpose of the entrance meeting is to
introduce the endorser(s) and outline the site visit process.

0 A tour of the after school

0 Staff interviews, managerial and non-managerial
employees, and consumer interviews, in accordance with
COA Standards and as deemed necessary by the
endorser(s).’

0 Leadership interviews, as applicable.

0 Review of the files of children and youth served by the

program(s), personnel files, financial records, meeting
minutes, as applicable, andinaccor dance with
sampling requirements.

0 The observation of routine after school program provider
activities.

0 Community representative interviews, when deemed
necessary by the endorser(s).

0 An exit meeting that includes the provider and the
endorser(s) and to which the after school program provider
invites applicable management, executive, or program
providing personnel, and all other appropriate individuals.
The purpose of the exit meeting is to provide a formal
platform to conclude the on-site review. The endorser(s)
highlights findings and explains the next steps in the
process.

2. Site Visit Duration

Site visits span a minimum of one (1) day. COA determines the length of the site visit
by considering the aft size, itspdgranodompponerdsgieam pr ovi C
before-school hours, school mid-day hours, etc.), and distance between program

% Staff and consumer interviews are confidential. COA does not allow the presence of
any organizational or third-party observer during such interviews.
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locations. COA reserves the right to extend the length of a site visit to determine an

after school program pr otviindueirndgs piemnpfloermmeannt caet iwoir
standards, if necessary. The endorser/lead endorser may request that COA lengthen

the site visit if, in preparing for or conducting a site visit, the endorser determines that

additional time is necessary to make an appropriate assessment of standards
implementation/continuing performance with the standards. The after school program

provider is responsible for all fees and other charges associated with extending a site

visit.

3. Consideration of Additional Information

The endorser(s)r evi ews any fAadditional informationodo a
provider supplied by COA and follows up accordingly with the after school program

provider while on site or during a desk review. Additional information may include,

but is not limited to, consumer and other stakeholder input, survey information,

and/or third-party information regarding allegations of concerning performance/non-

implementation of standards or other conduct that, if true, could impact the right of an

after school program provider to be recognized by COA. When possible, COA

provides the after school program provider with the opportunity to respond to the
Afadditional i nf or ma prideskréview. eCOAprovidesdng si t e Vvi si
response from the after school program providertotheiaddi t i onal i nformat.i
endorser(s) for review. COA also provides the after school program provider with the
opportunity to respondtothe endorserb s concl usi ons about dAadditi

C. Preparation and Distribution of Pre-Commission Report or Written Desk
Review Findings

1. Ratings

After the conclusion of the site visit, the endorser(s) prepares ratings and comments
for inclusion into the Pre-Commission Report or written desk review findings. The
endorser(s) determine(s) the Pre-Commission Report ratings or ratings for the
written desk review findingsb 'y ap p | y iAfteg ScBodlRibgram Rating System.
The After School Program Standards discusses C O A dasing system and
methodology. See also 8VIII After School Program Rating System.

2. Pre-Commission Report or Written Desk Review Findings

Upon receiving the completed rating sheets and comments from the endorser(s),
COA prepares the Pre-Commission Report. The Pre-Commission Report is sent to
the after school program provider for review and response based on guidelines
provided by COA. Findings from an endorserd sompleted desk review will be
communicated in writing by COA to the after school provider for review and response
based on guidelines provided by COA.
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3. Opportunity to Respond to Pre-Commission Report or Written Desk Review Findings

COA requires the after school program provider to respond in writing to applicable
standards with ratings of A 3-06ommissioiReportt hat ar e
or written desk review findings.

Failure of the after school program provider to respond can result in COA ceasing
the after school program providerd secognition, if the after school program provider
is an initial applicant, or taking an adverse action against a recognized after school
program provider. See also 81X After School Commission Decision-Making.

COA reserves the right to not award recognition to an after school program provider
due to its failure to implement/demonstrate continuing performance with a single
standard that raises a concern about:

a. stakeholder health and safety; or,
b.the credibility of COAG6s accreditation proce

COAmayprovide the after school program provider
Commission Report to the lead endorser on behalf of the endorser(s) for comment.

The Pre-Commission Report or the written desk review findings and the after school

program provideroés response, along with any I
primary sources of information for the After School Accreditation Commission during

its review and decision-making process.

4. Non-Disclosure of Pre-Commission Report or Written Desk Review Findings

The Pre-Commission Report or written desk review findings are documents that are
internal to the recognition decision-making process and may not be disclosed by the
after school program provider outside of the context of its recognition review process
or be used by the after school program provider as evidence of performance or an
indication of a likely recognition decision.

D. Endorser and Recognition (Initial and Renewal) Applicant Responsibilities

1. Role and Function

The role of an endorser(s) is to assess an after school program providerd s

i mpl ementation of/ continuing perehdorsermance wi th
gather and review data and other information to assess the after school program

provider's implementation level/continuing performance with individual standards.

At the time of the exit meeting, the endorser(s) comments generally about the after
school program providerd s s t raedrogportursties for improvement. The after
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school program provider is also made aware of standards for which ratings may be
at a level of partial or unsatisfactory implementation/performance. Endorsers are
prohibited, however, from discussing the actual numerical ratings with the after
school program provider. As noted above, after the site visit or desk review, COA
provides to the after school program provider a Pre-Commission Report or written
desk review findings, which detail the provider6 s s t dyisthadard ratings.

Endorsers are also prohibited from stating whether an after school program provider

will or will not be recognized by COA and, in fact, do not know whether an after

school program provider will achieve recognition. Endorsers do not have the

authority to make a decision about an after school program provider6 secognition, as

a recognition decision is based not only on the Pre-Commission Report or written

desk review findings, but also on the after school program providerdb s r esponse
Pre-Commission Report or written desk review findings, endorser comments, and

any additional information related to the implementation of/continuing performance

with the standards or the after school program provideré s eityi gi bi |

Endorsers are prohibited from providing consultation to the after school program
provider as part of the site visit or desk review process. Endorsers are also
prohibited from providing or receiving any consultation or other services to or from an
after school program provider they review for a one-year period dating from the date
the after school program provider achieves recognition or has its recognition denied
or revoked.

The site visit process begins when the endorser(s) receive(s) the self-study for pre-
site visit review/assessment and continues through all on-site review activities. After
school program providers are prohibited from contacting an endorser(s) for additional
information after the site visit has concluded. Any additional information needed by
the after school program provider must be requested from its COA coordinator.

Duty of Endorsers to Report Observations

While endorsers are obligated to report partial or unsatisfactory implementation of
the standards and concerning performance to COA for inclusion in the Pre-
Commission Report or the written desk review written, an endorser or COA may also
have a legal or ethical obligation to report information to a regulatory authority in
accordance with law or professional codes of ethics.

Endorser Evaluations

COA may employ a post-site visit evaluation process to improve endorser
performance and the site visit process for all stakeholders.

COA may provide endorsers with an aggregated report of the overall evaluation
resultsandals o address concerns, as needed, wi

COUNCIL ON ACCREDITATION
AFTER SCHOOL PROGRAM RECOGNITION POLICIES AND PROCEDURES MANUAL
-31-

t h

t

0

a

t



performance on an individual basis. COA does not provide the after school program
provider with these evaluation results.
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VIII: After School Program Standards and Rating
ystem

C O A @fser School Program Standards set forth practices that promote strong after
school program provider performance, effective program delivery and improved program
outcomes. The standards take a logical, systems approach to increasing the capacity of
an after school program provider to deliver programming that make a measurable
difference for children, youth, and families. As such, demonstrating an overall
understanding and integration of the standards is a key for the achievement of after
school recognition.

COA employs a rating system that allows it to deny or defer recognition on the basis of a
single standard, if there is cause for serious concern about the health and safety of consumers
or those providing programming, or if there is concern that the credibility of the after school
recognition process would be impugned.

A. Introduction

C O A dating system provides a method for determining overall implementation of/continuing
performance with the standards and reaching recognition decisions. The after school program
provider must demonstrate the implementation/performance specified for the levels of standards,
as discussed in Part B below and in the After School Program Standards.

The after school program provider applying for COA after school recognition must notify COA if
its implementation of/continuing performance with any COA standard would result in a regulatory
requirement violation. In such a situation, COA would not require implementation of/ continuing
performance with the relevant standard(s). However, when a regulatory requirement is merely
different from a COA standardd e.g., the regulatory requirement is less stringent than the
applicable COA standardd COA6s st andard applies.

B. Levels of Standards and Rating Principles

The architecture of COAd aAfter School Program Standards promotes positive outcomes on
three (3) levels: Purpose, Core Concept, and Practice.

Purpose Standards communicate the overall aim of a section of the standards. The rating for
a Purpose Standard is determined through areviewoft he aft er school program
implementation/continuing implementation of the Core Concept and Practice Standards.

Core Concept Standards set forth in measurable terms components that support an after
school pr ogr am p rator/¢odtisum@implementatior ahaRutpose
Standard. All Core Concepts are considered and understood within the context of how the
after school program provider is achieving its purpose. All Core Concept Standards have
equal value. Ratings for Core Concept Standards are determined through a review of both
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an after school pr ogr artontinuiogvnplreentétion of arPprboseme nt at i o
Standard and its detailed practices.

Practice Standards are the most specific standards for which an after school program
provider must demonstrate implementation. Practice Standards contain detailed practices,
which together contribute to the Core Concepts and, in turn, to how an after school program
provider has demonstrated implementation of a Purpose Standard.

The after school program provider must achieve the following:

- fit@r A20 on all Purpose Standards;

- filo0 or A20 on all Core Concept St andar ds;

- filo or fA20 on all Fundament al Practice Stanc

- While an after school program provider can achieve accredit at i on wi th a fA30
40 rating on some Practice Standards, t hese

partial or unsatisfactory implementation.

The after school program provider should refer to the After School Program Standards for more
detailed information about the rating system.

1OCOAc“)s rating indicators are: 1=Full I mpl ement ati on/ Outstanding

Performance 3=Partial Implementation/Concerning Performance 4=Unsatisfactory Implementation and Performance.
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IX: After School Recognition Decision -Making

COA affords applicants for after-school program recognition the benefit of a decision-making
process that incorporates multiple levels of review and the collective exercise of professional
judgment.

C O A desiew and decision-making process follows established, written procedures. The
procedures include, but are not limited to, the following:

0 Commissioner qualification requirements

0 Possible recognition decisions

0 Circumstances under which review decisions made by COA management staff and the
After School Commission

0 Circumstances under which an after school program provider has the right to appeal a
recognition decision

0Circumstances under which COAOG6s Prleyi d@A:
Board of tolrmaskeedesci si ons pertaining t
recognition status

The range of possible recognition decisions rendered by COA includes at a minimum: denial of

eligibility, denial of accreditation/reaccreditation or certification, probation, suspension, and

revocation. The After School Commission is the decision-making body that reviews Pre-

Commission Review Reports or written desk review findings and after school program provider

responses for purposes of reaching recognition decisions. COA staff and the After School

Commission also have the discretion to defer reaching a recognition decision in order to provide

the after school program provider with an additional opportunity to demonstrate implementation

of /continuing performance with COAb6s standards.

A. Decision Making by COA Management Staff and the After School
Commission **

1. Composition

C O A ®esident/CEO approves individuals nominated to serve as after school
commissioners.

All after school commissioners are COA lead endorsers. After school commissioners
are qualified individuals with professional backgrounds that enable thoughtful and
skillful participation in the decision making process.

llDecisions for applicants seeking regi anddeadionsdan ar e made b

applicants for accreditation or certification by COAds /
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2. Overview of Responsibilities

The primary responsibilities of the After School Commission include the following:

a. Cyclical after school recognition decision-making (only applicants for
accreditation or certification)

b. Maintenance of recognition reviews

3. Decision-Making Information

The COA management staff or the After School Commission meets regularly to
render recognition decisions. They will review the following documentation in
connection with making a recognition decision:

a. The Pre-Commission Report or written desk review findings

b. After school program pr €ommission Reportrore s ponse

written desk review written, if any

t

(0]

c. Endorser comments about the after school programpr ovi der 6s responses,

d "NAddi ti onal information, 0 as described

COA reviews all documentation in a manner free from conflict of interest and,
whenever possible, without knowing the identity of the after school program
provider under review. Any COA decision-maker with an actual or apparent
conflict of interest must recuse himself/herself from any deliberation or vote.
COA considers a commissioner who served as one of the endorsers for the
underlying site visit to have a conflict of interest.

4. Additional Information

COAstafforthe After School Commission revi
an after school program provider supplied to it by COA and considers it
appropriately as part of the decision-making process. A Addi t i onal [
includes matters regarding alleged non-implementation of/concerning performance
with the standards or other conduct, that, if true, could impact the after school
program pr ovVvi dezogridized by CQAh \When possible, COA provides
the after school program provider wit
i nformationo b e CArstaff opthedAfter Schoal omimission. dCOA

ew any

0y

p

nf or mat i

h t

he

providesanyr esponse to fiaddi t i o aftarlschdolrpfogrammat i on o

provider to COA staff or the After School Commission for consideration.
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5. Maintenance of Recognition Reviews'?

From time to time, COA staff or the After School Commission reviews matters

related to whether an after school program provider is maintaining sufficient
implementationoffc ont i nuing performance with COAOs st:
recognition review cycles. In such situations, COA staff or the After School

Commission reviews the following documentation:

a. COAO6s written not ihbalprogranm poowidetabouttthee af t er sc
maintenance of recognition issues.

b. The after school program providerdds respons
c. The remedial site visit reports or remedial desk review findings, if any.

d The after school p r o gatlkememedialsite ivisiteepodter r e spons
remedial desk review information, if any.

e The endorser comments about the after schoo
any.

f.  All other information COA decides is necessary for a fair determination of
whether the after school program provider is maintaining sufficient
i mpl ementation of/ continuing performance wi

B. Possible Decisions for Applicants Seeking Initial Recognition™®

1. Recognition

COA offers a four-year accreditation cycle. The after school program provider must

meet CratiAgbsgstem requirements as a prerequisite
rating system provides for the right of COA not to accredit an after school program

provider on the basis of its partial or unsatisfactory implementation and performance

with a single standard that raises a concern about:

9 stakeholder health or safety; or,
T the credi bi lracognitiom prodes8BAO6 s

The after school program provider will not receive written notification from
COA of its achievement of accreditation until all fees incurred for
accreditation have been paid.

12 For information on maintenance of accreditation reviews, see section X Maintenance of Accreditation,
Part C and section Xll Supplemental Site Visits, Part B and C.
'3 See Part C of this section for decisions relating to recognized after school program providers seeking renewal.
COUNCIL ON ACCREDITATION
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See Part D of this section for additional information on the Accreditation
Commission review process.

2. Certification

COA offers a three-year certification cycle. The after school program provider

must me e ratinG §#fKedngequirements as a prerequisite for certification.
C O A dating system provides for the right of COA not to certify an after school
program provider on the basis of its partial or unsatisfactory implementation and
performance with a single standard that raises a concern about:

1 stakeholder health or safety; or,
T the credi bi lrecognitiom prodces3Ab6 s

The after school program provider will not receive written notification from
COA of its achievement of certification until all fees incurred for
certification have been paid.

SeePartD of this section regarding COAO0s expedi
After School Program Standards for a complete discussion of the rating system.

3. Regqistration

COA offers a three-year registration cycle. The after school program provider

must meet COAG6s rating system requirements &
COAb6s rating system pr oottoda avarfl registratidm® r i ght
an after school program provider on the basis of its partial or unsatisfactory

implementation and performance with a single standard that raises a concern

about:

9 stakeholder health or safety; or,
T the credi bi lrecognitiom prodces3Ab6 s

The after school program provider will not receive written notification from
COA of its achievement of registration until all fees incurred for registration
have been paid.

See Part D of this section for additional information on the Accreditation
Commission review process. .

4. Denial of Recognition

i. Reasons for Denial

COUNCIL ON ACCREDITATION
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An initial applicant for recognition shall be denied recognition for any of the
following reasons:

- The after school program provider does not meet the eligibility
requirements for COA after school recognition at the time of decision-
making."

- The after school program provider submits a self-study or other required
material or information as part of the recognition decision-making process
that misrepresents the factual situation or that is otherwise prepared
dishonestly.

- The after school program provider fails to disclose information during the
recognition process that is or would have been germane to a recognition
decision.

- The after school program provider holds itself out as recognized
(registered, certified, or accredited) before receiving formal notification
from COA.

In addition, an initial applicant for after school recognition may be denied
recognition for any of the following reasons:

- The after school program provider fails to implement/demonstrate
performance with any fundamental practice standard.

-The after school p r o gnplanmnt/demongtiatd e r 6 s
performancewi t h COAOGs standards is so pe
program provider is unlikely to be able to demonstrate sufficient
implementat i on of COAOGs standaf€COA dewiewt h i

- The after school program provider fails to comply with a standard that
addresses stakeholder health or safety.

- The after school program provider fails to respond to requests for
information or documentation by COA staff or the After School
Commission.

Appeal of Denial

An initial applicant for after school recognition wishing to challenge a decision
to deny recognition must follow the appeal procedures as set forth in §XIlI
Appeal. The appeal of a denial must be received by COA within fifteen (15)

* The after school program provider must alwaysmeet COA®ds el igibility requirements
recognition. If a regulatory authority revokes any required license of the after school program provider
or takes other action that impacts the after school program provider6 s r i ght thée progranper at e
even if temporarily, the after school program provider is no longer eligible for COA after school

recognition.
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business days of the after school program
decision.

iii. Reapplication

An initial applicant for after school recognition that is denied recognition may

reapplyforrec ogni ti on after denial. COAb6s Presi
to require the after school program provider to wait for a period of time up to

one (1) year before recommencing the recognition process if the basis for

denial is related to either:

9 stakeholder health or safety concerns; or,

T the after school program providerdéds mis
information that was germane to the accreditation process.

If COA exercises its discretion to require the after school program provider to

wait a period of time up to one (1) year before recommencing the recognition

process, the after school program provider may submit a written request for

fearly reconsiderationd to COAbGs President

9 the reapplication delay would interfere with the after school program

providero6s ability to provide services
1 there exist changed circumstances demonstrating the likelihood of
sufficient implementation of COAG6s stan

The decision of COAOG6s Praeafterdoboolt / CEO wi t h 1
program provideros request for fiearly r ecoc¢
subject to appeal. The time to appeal a denial decision is not impacted by

any aspect of the reapplication process, including an after school program
providersdéonde® submit reasons for fdearly
this section.

5. Deferral of a Recognition Decision

a. Deferral of a Recognition Decision to Allow Clarification

COA has the discretion to defer reaching a recognition decision in order to allow

the after school program provider to clarify its implementation of any standards in
guestion.

The after school program provider shall have the opportunity to provide the
additional information within the time set by COA, subject to paragraph c below.

b. Deferral of Recognition Decision for Corrective Action
COUNCIL ON ACCREDITATION
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I f an initial applicant for aftmtng school rec
system, COA has the discretion to defer reaching a recognition decision in order

to allow the after school program provider to correct deficiencies and

demonstrate sufficient implementation of CO/

T

The after school program provider shall have the opportunity to respond to the
standards that are the subject of the corrective/improvement action within the
time set by COA, subject to paragraph ¢ below.

c. Time to Clarify and Demonstrate Implementation of Standards

An initial applicant for after school recognition must demonstrate sufficient

i mpl ement ati on of COAO®&s saftea @OAdirstddifiesstiet hi n o n e
after school program provider that it is deferring to reach a recognition decision,

whether the deferral is to allow the after school program provider to submit

clarifying information and/or to correct deficiencies and implement other

corrective action. Theaf t er school program provideros f ¢
sufficient implementation within this one (1) year period results in the denial of its

recognition, unless COA decision makers vote by a two-thirds majority to extend

the time within which the after school program provider is allowed to demonstrate

sufficient implementation of standards-and COAGO6s President/ CEO ag
the decision to extend the time.

d. Remedial Site Visit or Remedial Desk Review and COA Review

COA has the discretion to require a remedial site visit or desk review as part of
the deferral process. In such case, the after school program provider must pay a
remedial process fee and an associated site visit or desk review fee, as
applicable.

COA reviews an initial applicant for after school recognition at the conclusion of the

deferral process to determine whether the after school program provider has
demonstrated sufficient | mp&eePReetdoféhisi on of CO
section regardi nrgvie€@dkdss. expedited

6. COA Discretion to Place the Recognition Process on Hold

COA reserves the discretion to take action at any time through its President/ CEO to
place the recognition process on hold when COA is informed of conditions
sufficiently serious to warrant such action.

Conditions are judged to be sufficiently serious if there is reliable information that
raises a serious concern about stakeholder health or safety or the credibility of
C O A desognition process.
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7.

C. Possible Decisions for Applicants Seeking Recognition Renewa

1.

Expedited Decisions by COA President/CEO

COAO0s President/ CEO has the discretion to awa
afterschool program to a Recognition Commission for review when the program

meets the requirements of COAO6s Accreditation
forconcern about i mplementation of/continuing pe

|15 16

Renewal

COA6s after school accredit H(Thebeyinningforef f ect i ve
the afterschoolpr ogr am pr ovi d e radesewal gecidioa dafembadk mwi n g
the previous accreditation cycled sxpiration date.

Meeti ng t he r eq uiatngsystemissa prerdquistedok dfter school
renewalofaccr edi t atratiogsystem @dides ®r the right of COA not to
renew the accreditation of an after school program provider on the basis of its partial
implementation/ concerning performance or unsatisfactory implementation and
performance with a single standard which raises a concern about:

1 stakeholder health or safety; or,
T the credi bi lreacognitiom prodces3Ab6 s

The after school program provider will not receive written notification from
COA of its renewal of accreditation until all fees incurred for accreditation
review process have been paid.

See Part D of this section for additional information on the Accreditation
Commission review process.

a. Certification

COAb6s after school certi fi caThebegnningof ef f ect i\
the after school program provide r 6 s ¢ y ¢ | erenéwallofl certifidatioy a
decision dates back to the previous certification cycled expiration date.

Meeting the r eq uiatngsystemisa prerdquisCedoh dftsr
schoolrenewalofc er t i f i c a tating system prov@iésdos the right of
COA not to renew a certification of an after school program providerd s

!5 See Part B of this section for decisions relating to initial applicants for after school recognition.
'8 Decisions for applicants seekingr e n e wa | of registration are amdade by COAG0s
decisions for applicants seeking renewal of accreditation or certification by the After School Commission.
7 See Part (B)(1)(a) of this section.
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certification on the basis of its partial implementation/concerning performance or
unsatisfactory implementation and performance with a single standard which
raises a concern about:

1 stakeholder health or safety; or,
T the credi bi lrecogpitiom prodces3A06 s

The after school program provider will not receive written notification from
COA of its renewal of certification until all fees incurred for the certification
review process have been paid.

b. Registration

COAb6s after school registration is effective
the after school program providerods cycle foc
decision dates back to the previous registration cycled expiration date.

Meeting the r equiatinggystemissa prerdquis@edoh éfter r

school renewal of registration. COAb6s ratir
not to renew a registration of an after school program provider on the basis of its

partial implementation/concerning performance or unsatisfactory implementation

and performance with a single standard which raises a concern about:

1 stakeholder health or safety; or,
T the credi bi lracognitiom prodes83A6 s

The after school program provider will not receive written notification from
COA of its renewal of registration until all fees incurred for the registration

review process have been paid.

2. Denial of Recognition Renewal

I. Reasons for Denial

The after school program provider shall be denied renewal of recognition for
any of the following reasons:

- The after school program provider does not meet the eligibility
requirements for COA renewal of after school recognition at the time of
decision-making.*®

'8 An after school program provider must alwaysme et COAG6s el i gi bi | ity reeognitionr ements t o b
If a regulatory authority revokes any required license of the after school program provider or takes other action that
impacts the after school program provider6 s r i g h t the pvogranp evendaftemporarily, the after school
program provider is no longer eligible for COA after school recognition.
COUNCIL ON ACCREDITATION
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- The after school program provider submits a self-study, or other required
material or information as part of the recognition decision-making process
that misrepresents the factual situation or that is otherwise prepared
dishonestly

- The after school program provider fails to disclose information during the
renewal of recognition process that is or would have been germane to a
recognition renewal decision.

- The after school program provider holds itself out as recognized

(registered, certified, or accredited) before receiving formal notification
from COA.

In addition, the after school program provider may be denied renewal of
recognition for any of the following reasons:

- The after school program provider fails to implement/demonstrate
performance with any fundamental practice standard.

-The after school program provider
performance with COAOG6s standards
program provider is unlikely to be able to demonstrate sufficient
i mpl ementation of COAO6s s tGQGOAldesied.s

- The after school program provider fails to implement/demonstrate
performance with a standard that addresses stakeholder health or safety.

- The after school program provider fails to respond to requests for

information or documentation by COA staff or the After School
Commission.

Appeal of Denial

The after school program provider wishing to challenge a decision to deny a
renewal of recognition must follow the procedures as set forth in 8XIlI Appeal.
The appeal must be received by COA within fifteen (15) business days of the

Tgee

T

0s
i s

W

after school program providerés receipt of

Reapplication

The after school program provider that is denied renewal of recognition may
reapply for recognition afterthed eni al . COAOGs Presi
discretion to require the after school program provider to wait for a period of
time up to one (1) year before recommencing the recognition process if the
basis for the denial is related to either of the following:

9 stakeholder health or safety concerns; or,
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T the after school program providerdds mis
information that was germane to the recognition process.

T

If COA exercises its discretion to require the after school program provider to

wait a period of time up to one (1) year before recommencing the recognition

process, the after school program provider may submit a written request for

fearly reconsiderationd to COAcheth&®r esi dent

1 the reapplication delay would interfere with the after school program
provider 6s a bearvicatd cpnsumers;pnd,o vi de

1 there exist changed circumstances demonstrating the likelihood of
sufficient implementation of COAG6Gs st an

The decision of COAO6s President/ CEO with r
program provideros request for fiearly r ecoc¢
subject to appeal. The time to appeal a denial decision is not impacted by

any aspect of the reapplication process, including an after school program
provideroés decision to submit reasons for
this section.

3. Probation
i.  Reasons for Probationary Status

COA has the discretion to place a recognized after school program provider

on probation if it is aware of reliable information that raises a serious concern

about stakehol der health orremgntionty or t he
process.

ii. Probationary Period and Required Demonstration

COA determines the probationary period, which shall not exceed one (1)
year. As part of notifying the after school program provider of its
probationary recognition status, COA sets forth in writing the maintenance of
recognition concerns and identifies the standards with which the after school
program provider must demonstrate improved implementation/performance.

ii. Remedial Site Visit

COA has the discretion to require a remedial site visit or remedial desk review
during a probationary period to determine if the after school program provider
has demonstrated improved implementation of/performance with the relevant
standards. In such case, the after school program provider must pay a
remedial process fee and an associated remedial site visit or remedial desk
review fee.
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iv. COA Review

COAreviewstheaf t er school program providerés re
conclusion of the probationary period to determine whether the after school

program provider has demonstrated improved implementation of/performance

with the standards. COA must approve any extension of an after school

program provideroés probationary G#Aatus bey
must review the after school program provi
implementation of/performance with the standards no later than the

conclusion of a second probationary period. See Part D of this section for a

di scussion of COAO0s expedited review proce

Effect of Probationary Status
The after school program provider that is on probation is considered

recognized during the probationary period, though the probationary status of
its recognition is public information.

8. Suspension

Reasons for Suspended Status

COAhas the discretion to suspend an after ¢
recognition if it becomes aware of reliable information that raises a serious

concern about stakeholder health or safety
school recognition process.

Suspension Period and Required Demonstration

COA determines the suspension period, which shall not exceed three (3)
months. As part of notifying the after school program provider of its
suspension, COA sets forth in writing its concerns and identifies the
standards with which the after school program provider must demonstrate
improved implementation/performance.

Remedial Site Visit or Desk Review

COA may require a remedial site visit or remedial desk review for an after

school program provider whose recognition is suspended. The site visit or

desk review occurs within the suspension p
CEO concludes that a site visit or desk review within this timeframe is not
appropriate. I n such sitwuations, COAb6s Pr
suspension period to allow for the site visit or desk review. The extended

suspension period shall not exceed an additional three (3) months. The after
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school program provider must pay a remedial process fee and an associated
site visit fee or desk review.

T

iv. COA Review

COAreviews the after school program provi d
conclusion of the suspension period to determine whether the after school

program provider has demonstrated improved implementation of/

performance with the standards.

The after school program provider whose recognition has been suspended is
not a candidate for CQe&iéwproeespedi ted recogn

v. Effect of Suspension

The after school program provider whose recognition is suspended is not
considered recognized during the suspension period and, while on
suspension, is prohibited from holding itself out as recognized, whether orally
or in writing (e.g., on stationery, a website, certificate, or by other display
indicating recognition).

5. Revocation

i. Reasons for Revocation

The after school p r o g rshalhbe pevoked (ardlésr 6 s r ecogn
pending application for renewal of recognition denied) for any of the following
reasons:

0 The after school program provider does not meet the eligibility
requirements for COA recognition at the time of decision-making.

0 The after school program provider submits a self-study or other required
material or other information as part of the recognition decision-making
process that misrepresents the factual situation or is otherwise prepared

dishonestly
0 The after school program provider
recognition process that is or would have been germane to a recognition
decision.
0 The after school program provider
receiving formal notification from COA that its recognition has been
renewed.
Theafter school p r o g rienmaybe revokedi(andilss r ecogni t
pending application for renewal of recognition denied) for any of the following
reasons:
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0 The after school program providert
COAOGs rating system.
0The after school p e omglemanstraier ovi der ¢

i mpl ementation of/ performance witft

that the after school program provider is unlikely to be able to

demonstrate sufficient implementation/performance within one (1) year.
0The after school program provider fails to meet a standard that

addresses stakeholder health or safety.

O0The after school program provider fails to demonstrate sufficient
implementation of/ performance with the relevant standards by the
expiration of the period of probation ((C)(1)(b)).

O0The after school program provider fails to demonstrate sufficient
implementation of/performance with the relevant standards by the
expiration of the period of suspension ((C)(1)(c)).

0The after school program providerd &ilure to demonstrate sufficient
implementation of/continuing performance with a standard undermines
t he cr edi birdcagnmitipn ppotessCOA G s

0The after school program provider fails to respond to requests for

information or documentation by COA staff or the After School
Commission.

Revocation Appeal

The after school program provider wishing to challenge a decision to revoke

its after school recognition must appeal the decision as set forth in 8XIII

Appeal. The appeal must be received by COA within fifteen (15) business

daysoft he after school program providerds r ec

Reapplication

A recognized after school program provider whose recognition is revoked

may reapply for recognition after the revocation decision. COAOGs Presiden
CEO has the discretion to require the after school program provider to wait

for a period of time up to one (1) year before recommencing the recognition

process if the basis for revocation is related to any of the following:

9 stakeholder health or safety concerns;

1 theafterschool program providerdds misrepres
information that was germane to the recognition process; or,

9 ongoing standards performance concerns, as evidenced by previous
recognition decisions or as a result of recognition review processes.

If COA exercises its discretion to require an after school program provider to
wait a period of time up to one (1) year before recommencing the after school
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recognition process, the after school program provider may submit a written
request fori dermratiyom@ctomsCOAds President/ C
evidence that:

T

1 the reapplication delay would interfere with the after school program

providero6és ability to provide service t

9 there exist changed circumstances demonstrating the likelihood of
sufficient implementation of/ongoing pe
standards.

The decision of COAG6s President/ CEO with r
providero6és request for fAearly reconsiderat
appeal. The time to appeal a revocation decision is not impacted by any

aspect of the reapplication process, including an after school program

providero6és decision to submit reasons for
this section.

6. Deferral of a Recognition Decision

a. Deferral of Recognition Decision to Allow Clarification

COA has the discretion to defer reaching a recognition decision in order to allow
the after school program provider to clarify its implementation of/continuing
performance with any standards about which COA has questions.

The after school program provider shall have the opportunity to provide the

additional information within the time set by COA, subject to paragraph c below.

Theafter school program provider 6s theecogni t i c
deferral period.

b. Deferral of Recognition Decision for Corrective/Improvement Action

If a recognized after school program provider does not meet the requirements of
C O A dating system, COA has the discretion to defer reaching a decision on
recognition in order to allow the after school program provider to remedy the
deficiencies and demonstrate corrective/improvement action.

The after school program provider shall have the opportunity to demonstrate
corrective/improvement action with the standards that are the subject of the

remediation within the time set by COA, subject to paragraph c below. The after

school program providerods recognition status
period.

c. Time to Clarify and Demonstrate Implementation of/Continuing Performance with
Standards
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A recognized after school program provider must demonstrate sufficient

i mpl ementation of/continuing performance wit
year after COA first notifies the after school program provider that it is deferring

to reach a recognition decision. This time period is for either a deferral allowing

the after school program provider to submit clarifying information or a deferral to

correct deficiencies and implement other corrective/improvement action. The

after school program provideros failure to c
corrective/improvement action within this one (1) year period results in the

revocation of its recognition, unless COA decision-makers vote by a two-thirds

majority) to extend the time within which the after school program provider is

all owed to demonstrate sufficient correctivVve
President/CEO agrees with the decision.

d. Remedial Site Visit or Remedial Desk Review and COA Review

COA has the discretion to require a remedial site visit or remedial desk review as
part of the deferral process. In such case, the after school program provider
must pay a remedial process fee and an associated remedial site visit or
remedial desk review fee.

COA reviews a recognized after school program provider at the conclusion of the

deferral process to determine whether it has demonstrated sufficient

implementation of/continuing performancewi t h COA O s SeetParhDdod r d s .

this section regarding COAO6s expedited revie

COA Discretion to Place the Recognition Process on Hold

COA reserves the discretion to take action at any time through its CEO/President to
place the recognition process on hold when COA is informed of conditions
sufficiently serious to warrant such action.

Conditions are judged to be sufficiently serious if there is reliable information that
raises a serious concern about stakeholder health or safety or the credibility of

COAOGs recognition process.

Expedited Decisions by COA President/CEO

COAb6s President/ CEO h a gecdgtitien withost presentingann t o awa
after school program provider to a Recognition Commission for review when the

providermeet s the requirements of COAO6s Accredita:
nocauseforconcern about i mplementation of/continui
standards.
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An expedited recognition decision is not available for an afterschool program
provider if COA suspends the providerd6 s accr edi t arecogmtionm@viewi ng t he
process.

D. After School Recognition Review Requirements

A quorum of COA staff or the After School Commission (five (5) staff or Commissioners)

must be present to review and act on an after sc

decisions by COA staff or the After School Commission regarding recognition must be

reached by no less than a two-thirds majority. When the Accreditation Commission is

unable toreachatwo-t hi rds majority, COAG6s President/ CEO a

Board memberstoreviewandresol ve t he deci si on. The panel 6s de
two-thirds majority. See Part A of this section regarding After School Commission decision-

making.

E. Public Disclosure of After School Recognition Decisions

COA has the right to disclose after school recognition decisions to the public after formally
notifying the after school program provider, to the extent permitted in 8XVI Confidentiality and
Disclosure of Information.

F. Limitation of Liability

Neither COA, nor its officers, directors, personnel, endorsers, after school commissioners, or
other persons involved in the after school recognition decision-making processes shall be liable
to an after school program provider for its failure to achieve or maintain after school recognition,
even when the failure is temporary (e.g., as the result of a suspension or when a decision is
modified as result of an appeal or other review process).

G. Content of Deliberations

The content of the deliberations related to COA after school recognition decision-making is
confidential and is not considered public information. COA will not disclose the content of the
deliberations to the after school provider under review.
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X: Maintenance of After School Recognition

COA requires recognized after school program providers to maintain continuous

implementation of/performance with its After School Program Standards throughout their
recognition cycle as detailed in COAG6s aff ter scho
after school recognition responsibilities include completion of an annual report, self-reporting

of changes or events, cooperation with Post-Final Accreditation Report requirements (only for

accredited after school program providers), recognition cycle monitoring processes,

recognition cycle site visits, or third-party complaint reviews, as required by COA .

COAO0s President/ CEO has the authority to take i mm
recognition of an after school program provider where (s)he is informed of conditions
sufficiently serious to warrant such action.

Conditions are judged to be sufficiently serious to warrant such action when COA is in
possession of reliable information that consumers, personnel, or other stakeholders of the
after school program provider have been seriously injured and/or that conditions exist in the
after school program provider such that there is the risk of serious injury or harm to the same
or that there are reliable allegations of illegal or unethical conduct, which, if true, would result
in insufficient implementation of/continuing performance with COA standards or would impugn
t he cr edi biafter school redogniGod prdcess.

A. Maintenance of Recognition Reports

COA requires all recognized after school program providers to complete an annual

Maintenance of Recognition (MOR) Report. The annual MOR Report demonstrates an after

school program provider6 s commi t ment to the purprogram of excel |l
delivery for the children and youth served and affirms the after school program provideré s

ongoing implementati on affer/scheotsfandarassance with COAOGSs

The completed Maintenance of Recognition Report must be submitted within twenty (20)

businessdaysof t he after school program proCOAhas 6s r ec
the authority to changetheaf t er school program providerds recog
to provide a complete, accurate, and timely Maintenance of Recognition Report.

COA notifies an after school program provider in writing if a Maintenance of Recognition Report
raises a concern. COA provides the after school program provider with an opportunity to
respond to any identified concerns. As part of the response process, COA may require the after
school program provider to provide specific and relevant information and/or undergo a remedial
site visit or remedial desk review.

1. Post-Final Accreditation Report (FAR) or Post-Certification Monitoring
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An accredited after school program provider that receives recommendations in its
Final Accreditation Report (FAR) or following certification may be asked to provide
progress reports to COA at required timeframes as demonstration of their continuing
implementation or strengthening of performance with specific standards. Failure to
provide such reports may result in COA taking an adverse action against an
accredited or certified after school program provider.

COAb6s Performance Review Committee, on behalf
After School Commission, may monitor the after school program providerd6 s pr ogr es s
with FAR or post-certification improvement recommendations to ensure that the after

school program provider is meeting the requirtr
system.

COA has the discretion to require a site visit at the after school program provider as
part of the post-FAR review process or a desk review as part of the post-certification
review process. In such cases, the after school program provider must pay a
remedial site visit or remedial desk review process fee and an associated site visit
fee.

Recognition Cycle Monitoring

COA, during the after school program provider
from reviews of self-reports or reliable information received from third parties (such

as a licensing authority, the public, or investigative authorities) that an after school

program provider may be at risk of non-implementation/continuing performance with

specific standards. The after school program provider may be requested to provide

documentation and/or demonstrate corrective or improvement action(s) within a time

period set by COA. Failure to provide these reports may result in COA imposing an

adverse action.

COA may also require via specialized agreements established between the after
school program provider and COA (e.g. provisional recognition status) that an after
school program provider provide documentation or evidence of meeting the
conditions set forth in the specialized agreement. Failure to provide such reports
may result in COA taking adverse action against a recognized after school program
provider.

COAOGs Performance ,BavibewaCodmwmit COAOGs Presiden
After School Accreditation Commission, actively monitors the:

1 Corrective/improvement action(s) taken by the after school program provider
regarding identified concerns with standards implementation/performance,
1 Conditions set forth in a specialized agreement, including timelines
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The committee will determine that all identified concerns with standards

implementation/performance and/or conditions of a specialized agreement are met

to the satisfaction of COA.

COA has the discretion to require a remedial site visit or remedial desk review for the

after school program provider as part of recognition cycle monitoring. In such cases,

the after school program provider must pay a remedial site visit or remedial desk
review fee and an associated remedial site visit or desk review fee.

B. Required Self-Reporting

A recognized after school program provider must notify COA any time there is a concern

regarding sufficient i mplementation

where there are important changes in after school program provider structure, or when
there are significant occurrences/events.

NOTE: After school program providers with registration, certification, and accreditation are

required to self-report in a timely manner as per required time-f r a me s
INCIDENT/OCCURRENCE SELF-REPORT FORM. This form is located at
http://www.coanet.org/front3/page.cfim?sect=9. Self-reporting requirements are found below.

After school providers are encouraged to contact COA with any questions about self-reporting.

|l i sted

of / cont

on

License Licensing/regulatory authority notifies the after school program Ten (10) business
Revocation ¢ . ; ired i ; ft hool days of licensing/
of revocation of a required license for an after school program regulatory notice of
or service. revocation
Clarification:
Licensing/regulatory authority notifies after school program of
loss, removal or termination of a license required for a
specific program or service.
Information to Be Provided to COA:
1 Description of the action
1 A copy of natification from the licensing/regulatory authority
regarding the revocation action
9 Action(s) taken/to be taken by the after school program
Licensing/ Licensing/regulatory authority, other governmental authority Twenty (20)
F(z)etgulatory, (local, state/provincial or federal), non-governmental business days of
er
Governmental investigative entity, or contractor notifies the after school notice of
Authority, program of any of the following actions: initiation of
Non- 1 Suspension of license investigation and/or
Governmental o o . . o .
Investigative 1 Termination of Medicaid or Medicare provider certification action(s)
Entity and/or 1 Change to a. provisional, b. probationary, or c. other
Contractor

compromised status
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Action(s)  Application of financial sanctions or penalties
1 Placement of a hold on referrals or contract award
1 Initiation of investigative activities
1 Request for corrective action resulting from investigation
due to:
1 financial malfeasance (financial wrongdoing or
misconduct),
1 quality of care,
1 safety/health,
1 business ethics/regulatory compliance, and/or
1 other reason(s).
Clarification:

A compromised license status, includes, but is not limited to:
provisional, probationary, suspension, temporary, conditional,
etc.

Examples of investigative entities and possible actions include,
but are not limited to: (state or federal Medicaid/Medicare
authority, IRS, OIG [whistleblower, qui tam], Federal Trade
Commission, CMS, DOJ [corporate integrity agreements], OCR,
FBI, OSHA, state/provincial department of health, state/
provincial attorney general [corporate integrity agreements], etc.),
non-governmental investigative entity (legal rights organizations,
etc.) or contractor (HMO, etc.)

Exampl es of fAactionso may incl

following:

1 Financial penalties/sanctions imposed by
licensing/regulatory authority or other governmental
authority or contractor.

1 Placement of a hold on referrals or contract award by
licensing/regulatory authority or contractor.

1 Initiation of investigation or request for corrective action
resulting from Ainvestigatio
governmental authority, non-governmental investigate
entity, or contractor.

Information to Be Provided to COA:
O A copy of notification from the investigative authority or

entity regarding their commencement of investigation and/or
request for corrective action.

[@]3

A copy of the corrective action plan submitted/to be

submitted.

O Documentation of the acceptance of the after school
programbs corrective action plan

COUNCIL ON ACCREDITATION
AFTER SCHOOL PROGRAM RECOGNITION POLICIES AND PROCEDURES MANUAL
-55-



£<&

£
P

O If received, notification from the licensing/ regulatory

authority that license has

or equivalent

b €

Closure of the
After School
Program(s) or

Clarification:
A COA recognized after school program(s) is closing or is
ceasing to provide after school programming to consumers.

Twenty (20)
business days prior
to closure or

Discontin- discontinuation of
uation of All or programming to
Any COA- Information to Be Provided to COA: consumers
Recognized Name of the after school programs (s) being discontinued
After School 1 ) ) .p 9 (s) 9
Program and closure/discontinuation date(s).

1  Transition/referral plan(s) for consumers.
Merger/ The after school program has merged with, acquired, | Twenty (20)
Acquisition or has been acquired by another organization/entity, business days prior

regardless of whether the other organization/entity is
COA-recognized or not. See Section XV for
information to be provided to COA.

to the expected legal
date to merge with,
acquire or be
acquired

Change in After
School Program
Administrator/Site
Director

The after school program provider has an interim, acting, or
new senior executive management/leader.

Information to Be Provided to COA:
9 Name of interim, acting, or new after school program

administrator/site director.

Date of occurrence.

Twenty (20)
business days of the
change

Judgment

The after school program provider received a civil or criminal
judgment for employment practices or
malpractice/professional liability.

Clarification:

This pertains to outcomes from judicial and administrative
proceedings initiated by a governmental entity or via the
courts (civil or criminal) against the after school program
provider. Such actions may include, but are not limited to:
EOC, ADA, harassment, and/or malpractice/professional
liability litigation outcomes, etc.

Information to Be Provided to COA:

1 A brief description.
Corrective action initiated/to be initiated by the after
school program provider in response to the judgment.

Twenty (20)
business days of
notification of
judgment
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Child or Youth Clarification: Ten (10) business
Death . . days of completion of
A consumer dies while directly under the after school program the after school

providerd programming or the death relates to after school program providerd s
incident/quality

programming, and is unrelated to the natural course of illness .
improvement process

or disease.

Consumer deaths resulting from and including, but not limited
to: suicide, homicide, unexplained or accidental cause,
medication error (omission or commission), environmental
hazard, isolation, restraint (physical or chemical), seclusion,
overdoses of non-prescription medications, misuse of
prescription medications, use of illicit controlled substances or
misuse of alcohol should be reported to COA.

Information to Be Provided to COA:

Upon conclusion of the after school program providerd s

internal review process provide:

1 A brief description of the incident.

1 Action/improvement steps implemented to prevent re-
occurrence, if applicable.

Child or Youth Clarification: Ten (10) business

Serious Injur . . o days of completion of
jury A consumer sustains an injury while directly under the after theyafter schgol

school program provider6 programming and/or the injury program providerd s
incident/quality

relates to after school programming resulting in debilitating or :
improvement process

permanent loss of function (paralysis, brain trauma, loss of
limb, etc.) or serious physical impairment (fracture,
concussion, coma, physical disfigurement) or psychological
injury (assault, sexual exploitation, rape, etc.), or serious
impairment of health.

"Physical injury" is defined as impairment of physical
condition or pain. "Serious physical injury" is something more
serious than mere physical injury. It is more than a minor or
superficial injury.

Seclusion/restraint resulting in injury requiring treatment beyond
first aid and a suicide attempt that results in a medical
hospitalization should be reported to COA.

Information to Be Provided to COA:

Upon conclusion of the after school program providerd6 s i nt ¢
review process provide:

1 A brief description of the incident

1 Action/improvement steps implemented to prevent re-

occurrence, if applicable.
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Upon receipt of a self-report, COA provides the after school program provider with the
opportunity to respond further to the important change or significant occurrence/event. COA may
require that the after school program provider provide specific, relevant information, and/ or
undergo a site visit or desk review.

C. Additional Site Visits or Desk Reviews during a Recognition Cycle

COA has the right to conduct site visits or desk reviews during the period between cyclical
review processes under the following circumstances:

0 at any time when COA is aware of reliable information that raises a concern regarding the

after school progedmi mpbemédet asi ocaonofhperfor ma
standards; and,
o] to determine continued i mplementation of/ perfc

sampling recognized after school program providers.

See §XII Additional Site Visits or Desk Reviews regarding remedial and quality assurance review
processes, including any associated fees.

D. Required Cooperation

COA expects a recognized after school program provider to cooperate fully during any
recognition cycle review process to enable COA to determine continued implementation of/
performance with standards. Required cooperation includes, but is not limited to, timely

submission of requested information and the facilitation of a remedial site visit or remedial desk
review.

E. Right to Review and Act on After School Pr o g r &®ketdgnition Status

1. Authority and Discretion to Review Recognition/Act Immediately

COA reserves the right and discretion to revi
recognition at any time and to place an after school program provider on probation or

to suspend or revoke an after school program
of Asufficiently serious concernso about the

2. Sufficiently Serious Concerns

COA determines the need to review a concern by taking into consideration the
information source and the seriousness of the allegations. A concern with an after
school program provider is sufficiently serious to warrant COA reviewing the

after school program pr ovi deneliasleimf@maligmni ti on w
that raises a concern about stakeholder health or safety or the credibility of
COAb6s after school recognition process.

3. COA Action
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Generally, COA refers a sufficiently serious concern for review to a regularly

scheduled After School Commission prior to changing an after school program
providerb6s after school recognition. However
President/CEO to exercise his/her discretion to change the after school program
providero6s recognit i gtneAdter SchaolConpmissiam,rwhen,o conven
in the President/ CEOb6s judgment , i mmedi ate ac
school program pr oVi BXAfesScmdl Rekogritionl Decgsiors . See
Making regarding the composition of the After School Commission.

A decision to suspend or revoke an after scho
recognition, whether by COA management staff, the After School Commission or

COAOGs President/ CEO, requisSiXé\fleerchwadl i f i cati on as
Recognition Decision-Making.

4. Required After School Program Response and Demonstration

a. Probation

A recognized after school program provider that is placed on probation during a
recognition cycle must demonstrate continued implementation of/performance
with the applicable standards within the time set by COA.

COA has the discretion to require a remedial site visit or remedial desk review of
the after school program provider as part of the review process. In such cases,
the after school program provider must pay a remedial process fee and an
associated site visit or desk review fee.

COA management staff or the After School Commission reviews the after school

program providerodéds recognition status at t he
COA management staff or the After School Commission must approve any

extension of an after school program provi de
one (1) year period. COA management staff or the After School Commission

must review the after school program provider® demonstration of improved
implementation/performance with the standards no later than the conclusion of a

second probationary period.

The after school program provider that is on probation is considered recognized
during the probationary period, though the probationary status of the after school
program providero6s recognition is public inf

See 8IX After School Recognition Decision-Making for additional procedures on
probationary status.

b. Suspension
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A recognized after school program provider whose recognition is suspended
during a recognition cycle must demonstrate continued implementation of/
performance with the applicable standards within the time set by COA. The time
period for this demonstration may not exceed three (3) months.

The after school program provider whose recognition is suspended may be

required to undergo a site visit or desk review as part of the review process. The

site visit or desk review occurs within the suspension period, unless COA 6 s

President/CEO concludes that a site visit or desk review within this timeframe is

not appropriate. I n such sitwuations, the s
President/CEOQ to allow for the site visit or desk review. The extended

suspension period shall not exceed an additional three (3) months. The after

school program provider must pay a remedial process fee and an associated site

visit or desk reviewfee. COA G s ma n a g e ntleerAfter Schhoalf f o

Commi ssion reviews the af demonstatiohal o | program
improved implementation of/performance with the standards at the conclusion of

the suspension period.

The after school program provider whose recognition is suspended is not
considered recognized during the suspension period and, while on suspension, is
prohibited from holding itself out as recognized by COA, whether orally or in
writing (e.g., on stationery, a website, or a certificate, by other display indicating
COA after school recognition).

See 8IX After School Recognition Decision-Making for additional procedures on
suspended status.

c. Revocation

The after school program provider whose recognition is revoked during a
recognition cycle may appeal the decision as set forth in 8XIIl Appeals and has a
right of reapplication as set forth in 81X After School Recognition Decision-
Making (Part (C)(1)(d)). The after school program provider that appeals a
decision to revoke its recognition must adhere to all time constraints set forth in
8XIll Appeals.

F. Third-Party Complaint Procedures
1. Introduction

COA reviews reliable information submitted by third-parties about initial applicants for
after school recognition, recognized after school program providers, and after-school
providers seeking renewal to determine whether the information raises concerns
about continuing implementation of/performance with COA standards.
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COA provides after school program providers with an opportunity to respond to any
third-party concerns/complaints as set forth in this procedure.

T

a. Complaints Received

To be reviewed as a complaint, third-party information must be presented as
follows:

9 by an individual or by an entity, or through an individual with the authority

to act on behalf of the entity (fAconcern
in writing;

with specific facts and any other information that explain the reasons for

the concern/complaint; and, and,

1 with all completed forms as required by COA.

T
T

As a first step, a concerned individual (Acc
concern/complaint with COA. However, COA has the discretion not to initiate a
review of third-party information if the aforementioned above criteria are not met.

COA may elect not to review anonymously provided third-party information.
Employee-e mp| oyer i ssues may also not fall withi
review process.

b. Informal Complaints

COA has the discretion to address a concern/complaint informally when it does
not meet the threshold for review as a formal complaint.

Addressing a concern/complaint informally may include, but is not limited to:

- Monitoring the outcome of other action taken by the complainant such as their
report to licensing or other governmental authorities, state professional review
bodies, non-governmental investigative authorities, etc.;
- Requesting that the complainant first utilize the recognized after school
program provideroés complaint or grievance
complaint/ grievance; or,
- Bringing the concern/complaint of the third-party to the attention of the after
school program provider.

c. Third-Party Information Received about Recognition Applicants (Initial or
Renewal)

COA has the discretion to provide a third-party concern/complaint to an
endorser(s) conducting a site visit, an endorser conducting a desk review or the
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After School Program Commission, as appropriate, for any after school program
provider undergoing recognition renewal or for an after school program provider
that is an initial applicant for recognition, in lieu of reviewing the concern/
complaint through the formal complaint process. When possible, COA provides
the after school program provider with the opportunity to respond to the third-
party concern/complaint prior to forwarding the relevant information to an
endorser(s) conducting a site visit or desk review and/or the After School
Commission. COA notifies the third-party of its decision to review a concern/
complaint as part of an ongoing initial recognition process or renewal of
recognition process. The third-party may inquire in the future about the after

school programprovider 6 s recognition status.

Determination of Reviewability of Third-Party Information as a Formal Complaint

COA reviews appropriately submitted third-party information as a formal complaint
only if it is reliable, which COA determines after reviewing the submitted information
and only if the concern/complaint, if true, would result in any of the following:

O«

an eligibility criteria violation;

concerning or unsatisfactory performance with a Purpose or Core Concept Standard,;
or,

failure to demonstrate continued implementation of/performance with a single
standard that raises serious concerns about stakeholder health or safety or about

t he <c¢r edi b iaftei sthpol recbgnitid®photess.

O«

O«

COA notifies the complainant of its determination to review the information under its
formal complaint procedures. A decision that a third-party concern/complaint is not
reviewable as a formal complaint is final and is not subject to appeal or further review.

COA has the discretion to destroy third-party information/documentation upon
determining that it does not meet the threshold for review as a formal complaint,

though COA maintains a record of the related decision process.

Duty of Cooperation

COA expects the complainant to cooperate with COA during the formal complaint
process by responding to all reasonable inquiries in a timely manner. The failure of
a complainant to cooperate may result in COA dismissing the concern/complaint
from further review.

See Part D of this section regarding the after school program provider6 s dut y
cooperate.

Formal Complaint Process
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a. COA notifies the after school program in writing of the substance of a formal
complaint within twenty (20) business days of determining that the
concern/complaint is so reviewable.

b. When notifying the after school program provider, COA requests that it responds
to the all egations. COAOGs request may requi
to respond to specific questions; to provide specific information or documents; or
to undergo a remedial desk review/remedial site visit. The time to respond to
COAO0s request depends on the information sou
provider, but in no case, except as provided in Part E, will COA require a
response or site visit/desk review any sooner than fifteen (15) business days from
the date of the after school program provide

c. COA may request additional information and documents from the complainant
and/or after school program provider after receiving the after school program
providerd6s response and/ or after completion
needed.

d. COA has the discretion to disclose copies of documentation or other information
provided by the complainant to the after school program provider for purposes of
responding to the allegations or may provide a summary of the concerns/
complaints, as appropriate.

e. Upon receipt of all necessary information and documentation, COA reviews the
information via its Performance Review Committee or provides the information to
the After School Commission for inclusion in its decision-making regarding an
initial applicant for recognition or an after school program provider seeking
renewal of recognition.

COAO0s P ewceReviewn@ommittee reviews complaints received during the

after school program providerdéds recognition
discretion to provide a complaint received during the after school program

providero6s recognit i ooledAffecSchwol Cammiasiom egul ar | vy
meeting for review.

f. Both the complainant and the after school program provider are notified verbally
or in writing by COA of the specific review body assigned to review the complaint
and the expected timeframe for completion of the review.

g. The Performance Review Committee or After School Commission reviews the formal
complaint at its first regularly scheduled meeting upon COASb =ceipt of all necessary
information and responses.

h. Neither the complainant, nor the after school program provider may attend the
Performance Review Committee or After School Commission meeting. COA
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redacts all information submitted to the After School Commission to ensure the
anonymity of the complainant and the after school program provider and the
fairness of the decision-making process.

. COAb6s Performance Review Committee or t he Af
decision on the following:

1 Written Information provided by the complainant
1 Written Information provided by the organization

J. Possible Performance Review Committee or After School Commission formal
complaint decisions include the following:

1 Unsubstantiated because of insufficient documentation or other
information.

I Unsubstantiated because of the formal ¢ o mp lach of oredibilty, or

because no standards violations exist as determined by the facts of the

complaint.

Substantiated in whole or in part, but no change in recognition status.

Substantiated in whole or in part, and recognition maintained under the

terms of a COA corrective/improvement action plan or request to

strengthen practice/standards implementation.

1 Substantiated in whole or in part, and recognition maintained, but the
compl aint is maintained in tfleandafter sch
may be provided to an endorser(s) at the time of an after school program
p r o Vv i g necdgnition review.

1 Substantiated in whole or in part, and an after school program provider
with recognition is placed on probationary status (see Part (E)(4)(a) of this
section regarding probationary status and the associated review process).

1 Substantiated in whole or in part, and recognition suspended (see Part
(E)(4)(b) of this section regarding suspended status and the associated
review process, including the requirement of a remedial site visit or
remedial desk review.

1 Substantiated in whole or in part, and recognition revoked (see Part
(E)(4)(c) of this section regarding revocation and the right to appeal the
decision).

=a =

k. COA notifies the complainant and after school program provider in writing within
twenty (20) business days after the Performance Review Committee or the After
School Commission reaches its decision, sending written notification requiring
signature on delivery (e.g., certified mail or UPS delivery). When notifying the
after school program provider, COA also notifies, if applicable, the after school
program providero6s appropriate executive ste
which the after school program provider has permitted disclosure (e.g., through a
signed consent) of the decision. If the decision involves a change in recognition
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status, this is information available to the public (see §XVI Confidentiality and
Disclosure of Information).

The Performance Review Committeed srthe Af t er School Commi ssi oné

is effective on the date on which the after school program provider receives
written notification from COA.

The after school program provider may appeal a decision to revoke recognition,
or deny initial recognition or renewal of recognition by following the appeals

procedure as set forth in 8XIIl Appeal. No other formal complaint decision is
appealable.

COUNCIL ON ACCREDITATION
AFTER SCHOOL PROGRAM RECOGNITION POLICIES AND PROCEDURES MANUAL
-65-



XlI: Renewal of Recognition

The recognized after school program provider undergoes a review for the renewal of
recognition prior to the expiration date on its certificate of recognition. This review provides

aninndepth evalwuation of an after school program pr
intervals and is the process by which COA determines an after sch o o | program provid:i
continuing implementation of/performance with CO

A recognized after school program provider undergoes a review for renewal prior to its
recognition expiration date in order to remain recognized. COA notifies an after school program
provider sufficiently in advance of its recognition expiration date of the need to begin the renewal
process. At this time, COA requires the after school program provider to submit updated
information.

Upon receipt of the afterschoolpr ogr am provi der déds updated informat.]
recognition fee in an Accreditation Agreement (only for after school program providers seeking

renewal of accreditation), or on the application (only for after school program providers seeking

renewal of certification or registration). The fee to undergo a renewal of recognition is based on

the fee structure in effect at the time of signing the Accreditation Agreement or application. (See

also 8llIl After School Recognition Fees and 81V Accreditation Agreement.)

COA evaluates an after school program provider seeking renewal of recognition by applying the
standards in effect at the time that the after school program provider provides its update
information for the renewal process.

COAOG s d e cenesvithe recognition of an after school program provider is effective for the

length indicated for the relevant recognition. Except in limited circumstances, the effective date

of an after school program provi deprévibusr enewal of
recognition cycle expiration date (see 8XIV Postponement of the Recognition Process and

Cancellation of Site Visits or Desk Reviews regarding the exceptional circumstances). A site

visit or desk review that occurs during a recognition cycle, such as a remedial review, does not

extend or otherwise change the after school progr
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XII: Recognition Cycle Site Visits and Desk Reviews

Recognition cycle site visits and desk reviews' enable COA to conduct reviews of after
school program providers between recognition reviews, when such reviews are necessary to
ensure sufficient implementation of/continuing performance with COA standards, and during
a recognition review process, when necessary to determine remediation or to further
evaluate an implementation/continuing performance concern with a standard(s).

A. Remedial Site Visits and Remedial Desk Reviews

1. Circumstances

COA has the discretion to conduct a remedial site visit or desk review at an after
school program provider at any time after the site visit and at any time during the
maintenance of accreditation cycle for the following reasons:

0 upon receipt of reliable information that the after school program provider is not
in sufficient implementation of all required COA standards and/or adhering to
COAb6s policies and pthe afteeSthoaol lRoticiesa8&s o ut | i ned
Procedures Manual; or,
0 when a serious concern about stakeholder health or safety or the credibility of
the recognition process becomes known to COA.

2. Process and Fees

COA must provide an after school program provider with reasonable notice of a
remedial site visit or remedial desk review. Reasonableness of notice depends on
the standard(s) that are at issue and the scope of the remedial review required.
COA has the discretion to conduct an unannounced remedial site visit for after
school providers with either accreditation or certification.

The after school program provider that has been identified by COA to receive an

unannounced remedial site visit will be provided with written noticeo f COAd&s i nt ent
conduct the site visit. In this written notice, COA will specify if the after school

program provider is to receive no more than twenty-four (24) hours notice prior to the
commencement of the unannounced remedial site visit; and/or if the unannounced

visit will occur within a prescribed window of time (e.g., between September 1st and

November 30th).

COA has the discretion to require the after school program provider to provide pre-
site materials, as appropriate, and takes into consideration the time necessary for the
after school program provider to provide the requested material when scheduling

19, ... . . . ) . .
A site visit or desk review may also be required by COA for an after school provider with registration.
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either an announced or unannounced remedial site visit date. Typically, COA sends
one endorser to conduct a remedial site visit but reserves the right to increase the
number if that is necessary to effectively review all concerns.

The after school program provider must pay a remedial site visit or desk review fee.

3. Areas under Review and Remedial Site Visit or Desk Review Report

COA limits the scope of the remedial site visit or remedial desk review to those
standards that are the basis for the remedial review. See 8§VII Site Visits and Desk
Reviews and 81X After School Recognition Decision-Making regarding site visit and
desk review findings and the decision-making process.

4. Recognition Expiration Date

The occurrence of a remedial site visit or desk review does not change the after
school program provi dedaté.s recognition expirat

B. Quality Assurance Site Visits

1. Purpose

The purpose of a quality assurance site visit? is to determine if a recognized after
school program provider continues to demonstrate sufficient implementation
of/performance with particular standards during the period between cyclical site
visits. A quality assurance site visit enables COA to validate the value of
accreditation to service providers, consumers, regulators, the public and other
stakeholders.

2. Process and Fees

COA randomly selects an after school program provider to be reviewed for quality
assurance site visits. COA provides the after school program provider no more than
twenty-four (24) hours notice of a quality assurance site visit. There is no pre-site
material preparation for quality assurance site visits, nor are there any associated
process or site visit fees.

3. Site Visit Results and Publication of Aggregate Data

COA notifies the after school program provider in writing of the results of its quality
assurance site visit. COA makes quality assurance site visit aggregate data
available to COAOG6s af t ewithcertdfidatmodr acgreditagion am pr o v i

20 Quality assurance visits will only be conducted by COA with accredited or certified after school program
providers.
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and to the public without identifying the randomly selected after school program
providers. The available aggregate data consists of the results of all quality
assurance site visits conducted within a defined period of time.

4. Recognition Expiration Date

The occurrence of a quality assurance site visit does not change the after school
pr ogr am precogwiiiod expirétion date or affect the scope of its next cyclical
review.

C. Interim Site Visits or Interim Desk Reviews for a Formal Delay to the
Recognition Review Process

See §XIV Postponement of the Recognition Process and Cancellation of Site Visits or Desk
Reviews.

D. Merger/Acquisition Site Visits or Desk Reviews

See 8XV Changed Status.
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XIl: Appeal

After school program providers are afforded a fair and impartial written process for appealing
recognition decisions that impact their right to become or retain their after school recognition.

A. Appealable Decisions

1. Initial Applicants for After School Recognition

The after school program provider may appeal the following decisions:

91 Determination of ineligibility to apply for recognition.
1 Denial of recognition.

2. After School Programs with Recognition

The after school program provider with recognition may appeal the following
decisions:

1 Determination of ineligibility to undergo the renewal of recognition process
(registration, certification or accreditation).

1 Revocation of recognition as a result of an after school recognition review
process.

1 Revocation of recognition as a result of findings from a maintenance of a
recognition review or as a result of an additional site visit or desk review.

B. Time within Which to Initiate an Appeal

The after school program provider that wishes to appeal a recognition decision must submit its
appeal request and all appeal materials to COA within fifteen (15) business days of the date on
which the after school program provider receives notification of an appealable decision.

C. Content of and Filing an Appeal

An appeal request and all supporting materials must be sent to the following address by a form
of mail requiring signature on delivery (e.g., certified mail or UPS delivery).

Director of Quality Services Management
Council on Accreditation

45 Broadway, 29th Floor

New York, New York 10006

An appeal by an after school program provider must contain its grounds for appeal and alll
evidence or supporting documentation (collectivelyi wr i t t en ar gument so) .

Theafter school program providerds failure to init
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above results in the after school program provide
decision becomes final and is not subject to further review at the conclusion of the fifteen (15)
business-day period.

T

D. Grounds for Appeal

1. Determination of Ineligibility

The after school program provider may appeal an ineligibility determination when it
identifies the specific eligibility requirement(s) on which ineligibility is based and
provides reliable information or evidence demonstrating that the after school program
provider complies with the same.

The after school program provider must identify the grounds for the appeal and the
specific facts that support the grounds.

2. Denial or Revocation of After School Recognition

The after school program provider may appeal the denial or revocation of a
recognition decision for any of the following reasons:

OWhen the after school program provider
standards to the after school program
recognition decision or other notification letter.

0 When the after school program provider contends that COA fails to consider
information or materials, which were available and, if asked for were provided
and which, in the opinion of the after school program provider, should have been
considered as part of the decision or review process

OWhent he after school program provider d
unreasonable based on current best practice

The after school program provider must identify the grounds for the appeal and the
specific facts that support the grounds.

3. Public Disclosure of After School Recognition Status during Appeal Process

COA responds to inquiries about an after scho
status by stating the current status (i.e., denied or revoked). When the after school

program provider6 s st atus is under appeal, COA states
provider is appealing the status. When the a

subject to appeal (i.e., the time to appeal has not yet expired), COA states that the

status is subject to appeal. COA has the discretion to remove an after school

program provider from any after school provid
appeal.

E. Time and Method for Appeal Review
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1.

Review of Appeal

A

COA reviews the after school programprovi der 6 s appeal materi al s
arguments no later than fifteen (15) business days after it receives them. COA, at its
discretion, may extend the fifteen (15) business-day period when its appeal review

panel requires that additional material be requested from the appealing party.

Method of Review

The designated appeal review panel either meets in person or by conference call, or

an

COAb6s President/ CEO polls the individual me mb

designated appeal review panel.

F. COA Appeal Review Panels

1.

Determination of Ineligibility

After School Commission Chair(s) review ineligibility appeals. See also 81X After
School Recognition Decision-Making regarding the After School Commission review
process.

Denial or Revocation of After School Recognition

COAb6s President/ CEO designates a three (3)
a member of the After School Commission, to review denial and revocation appeals.

Conflict of Interest/Other Prohibitions

An individual must recuse himself/herself from reviewing or otherwise participating in
an appeal review process if there would be an actual or apparent conflict of interest.
An individual who participated in any way in the underlying after school recognition
decision-making process is considered to have a conflict of interest.

G. Appeal Decision Process

1.

Possible Appeal Decisions

The appeal review panel either:

[@]3

upholds the underlying decision; or,
0 overturns the underlying decision.

Upheld Decisions
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When the appeal review panel upholds the orig
notifies the after school program provider of the decision.

3. Overturned Decisions

When the appeal review panel overturns the original decision, it provides a written
explanation for its decision to COAb6s Preside
information to the chair of the After School Commission responsible for the original

decision. COA then notifies the after school program provider of the decision.

H. Standard of Review and Requirement of Unanimity

The appeal review panel must determine whether the alleged conduct, condition, or situation

would support the appealed determination, and, if so, whether the after school program provider

has presented information that would undermine such a determination, based on the review of

the original decision documentation and the after

A quorum of appeal review panel members must review and act upon an appeal. Review of an
appeal requires the participation and vote of all three (3) designated individuals. The decision of
an appeal review panel requires a two-thirds majority vote.

Action by an appeal review panel is final and not subject to further appeal.

I.  Content of Appeal Review Panel Deliberations and Vote

The content of all appeal deliberations, including the individual votes of the appeal review panel,
is confidential. COA does not consider the deliberations or votes to be public information, nor
does COA disclose them to the appealing after school program provider. Appeal decisions are
subject to the disclosure requirements set forth in this procedure and in 8XVI Confidentiality and
Disclosure of Information.

J. Appeal Expenses

Costs and expenses incurred by an after school program provider as part of pursuing an appeal,
including attorney fees, i f any, are the after sc

K. Limitation of Liability

Neither COA nor its officers, directors, personnel, endorsers, after school commissioners, or
other persons involved in the after school recognition decision-making processes shall be liable
to an after school program provider for its failure to achieve or maintain after school recognition,
even when the failure is temporary (e.g., when a decision is modified as result of an appeal or
other review process).
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XIV: Postponement of the Recognition Process and
Cancellation of Site Visits or Desk Revi ews

There is a limited, prescribed option for an initial applicant for recognition or an after school
provider seeking renewal of recognition to postpone its recognition process in response to
changes that are occurring or have occurred in its program(s) . These changes must be those
which, in COA®6s | pdggeabiints effattivayacdmply Witk the
established recognition timetable.

An informal delay relates to the timing ofthea f t er s ¢ h o eitk visjit or desk reliew. b s

may be granted to initial applicants for recognition and afters ¢ h o o | provider6s seekir
of recognition. A request for an informal delay does not extend the after school providerd s

expiration date.

A formal delay may be granted to a recognized after school provider seeking renewal of
recognition. A request for a formal delay extends the after school provideré secognition
expiration date.

A. Grounds for Informal and Formal Delays

- Change in the after school provider6 smmanagement/leadership,

- Relocationoftheaf t er s c h o prbgrameite(s)i der 6 s

- Disruptiontothea f t er s ¢ h o operatiprr aodvprogrammingas a result of
an accident or natural disaster,

- Impending merger or acquisition,

- Significant changes within the infrastructure of the after school program provider,

- A significant change in the after school program p r o v i plogran@rsng or
funding.

B. Informal Delay for New Applicants for After School Recognition

New applicants pursuing recognition are eligible for one (1) six -month informal

postponement to their site visit or desk review. The request for an informal delay

must be made in writing (hard copy or email) to the after school programpr ovi der 6s
coordinator ninety (90) days prior to the scheduled site visit or desk review date. If

the request is made and granted less than ninety (90) days prior to the scheduled

site visit or desk review date, all applicable postponement fees will be charged to

the after school program provider.

If the after school program provider, for any reason, is unable to pursue recognition
after it has been has been approved for the one (1) postponement, it will be
required to reapply for recognition and submit a new application. All applicable fees
will be charged to the after school program provider. No credit will be given for fees
previously paid.
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. Informal Delay for Certified or Accredited After School Programs

After school programs pursuing reaccreditation are eligible for one (1) informal
delay to their site visit or desk review. The rescheduled site visit must occur prior to
or on the month of the after school programdé s e x p i r.arhereguest thraah e
informal delay must be made in writing (hard copy or email) to the after school

p r o g r assigdesl Accreditation Coordinator ninety (90) days prior to the
scheduled site visit or desk review date. If the request is made and approved less
than ninety (90) days prior to the scheduled site visit or desk review date, all
applicable postponement fees will be charged to the after school program.

If the site visit or desk review does not occur prior to or on the month of the after
school programé s e x pi r at after schodlgprogeam: t h e

1 Will be required to reapply as a new applicant after school program by
completing an application for accreditation and will be discontinued one (1) day
after its expiration date and as such identified as non-accredited. All applicable
fees will be charged to the after school program. No credit will be given for fees
previously paid; or

| May pursue the formal delay process.

D. Formal Delay for Certified or Accredited After School Programs

1. Formal Delay with an Interim Site Visit

An after school provider that meets the criteria may request a formal delay of its
recognition expiration for a period of time between five (5) and twelve (12)
months past its original recognition expiration date. In such cases, COA may
require the after school provider to have an interim site visit. An after school
provider seeking a formal delay months must present its request in writing (hard
copy or email) to its COA coordinator for review and approval by COA.

2. Formal Delay with an Interim Desk Review

In extenuating circumstances, a formal delay with an interim desk review may be
granted. The formal delay with an interim desk review provides an after school
provider with an extension period of between five (5) and twelve (12) months
past its expiration date. COA may approve a formal delay with an interim desk
review to after school providers that received expedited®* recognition in a
previous recognition review. An after school provider seeking a formal delay
with an interim desk review must present its request in writing (hard copy or
email) to its COA coordinator for review and approval by COA.

21 . - .
See 8IX After School Recognition Decision-Making, Part D.
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3. Formal Delay without an Interim Site Visit or Interim Desk Review

In extenuating circumstances, a formal delay without either an interim site visit
or interim desk review may be approved. COA may approve such a formal
delay for a period of time between one (1) and four (4) months past the after
school provider6 s expiration dat e.

A after school provider seeking this delay must present its request in writing
(hard copy or email) to its COA coordinator for review and approval by COA.

A after school program that is not in process and seeking a formal delay with
without an interim site visit or interim desk review must present its request in
writing to the Director of Client Relations.

E. Site Visit or Desk Review Cancellation or Postponement by COA

COA reserves the right to cancel andopostpone
desk reviewwhen, i n COAG6s judgment, the after schoo
effectively comply with the established recognition timetable.

Grounds for cancelling and postponingan af t er s c hsitevisiqgdeskvi der 6 s
review include, but are not limitedtotheaf t er s chool providero6s | ack
preparation in the recognition process as evidenced by:

1 Lack of readiness, as demonstrated in the milestone process.

1 Aninadequate or incomplete self-study.

1 Non-adherence by the after school provider to the self-study submission date.
COA will notify the after school provider of the determination to postpone the site visit or
desk review and the reason(s) for its determination. Postponement fees will be applied,
as applicable.

F. Interim Site Visits or Interim Desk Reviews

1. Interim Review Scope

COA reviews certain standards for all interim site visits or interim desk reviews and

has the discretion to review additional relevant standards. COA determines whether

there are any additional relevant standards based on the reason for the formal delay

request and the after school providerés recor
performance.

The after school provider must also provide pre-site materials for review by the
endorseri n accordance with COAOGs instructions. /
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contact its COA Coordinator with any questions about the applicable standards and
the required pre-site visit or pre-desk review information.

T

2. Interim Review Fee

An after school provider must pay an interim site visit or interim desk review fee.
Generally, COA assigns a single endorser to conduct the interim site visit or an
interim desk review. An after school provider should contact COA regarding the
applicable interim site visit or interim desk review fee.

3. Determination of Continuing Implementation/Performance with Standards

a. Ratings of Full Implementation/Outstanding Performance or
Substantial Implementation/Good Performance

If the endorser determines that the after school provider demonstrates
sufficient implementation of/continuing performance with all of the reviewed
standards, as set forth in a written report, the after school provider is granted
a delay for the requested period of time.

b. Ratings of Partial Implementation/Concerning Performance or
Unsatisfactory Implementation and Performance

The after school provider must respond to any Interim Review Report ratings
of A30 or fA40, sending its response to COA

COA reviews the written reportandt he after school providero
the endorser6 s ¢ o mihany, tosletermine if the after school provider has

now demonstrated sufficient implementation/performance with the standards.

This decision is final and is not subject to further review.

G. Recognition Expiration Date and Formal Delays

When COA grants a formal delay, COA extends the a
datetoreflect t he formal del ay period (fAext achieviegd r ecogn
renewalofr ecogni ti on, the after school providerdés new
the extended recognition expiration date.
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XV: Change d Status

Except as otherwise provided for in written COA procedure, an after school program
providerbés recognition status by COA ceases in

1 Closure or discontinuation of the COA-recognized after school program
9 Discontinuation of all or a single COA-recognized after school program
1 Merger/Acquisition

An after school program provider that discontinues an after school program is no longer
recognized by COA and is not entitled to hold itself out as having COA recognition. The
after school provider is expected to take reasonable steps not to mislead its stakeholders
or the public. An after school program provid
and change in status is public information. Upon reestablishing eligibility, an after school
program provider that ceases to be recognized may reapply.

A. Closure or Discontinuation of All or a Single After School Program
1. Notification

An after school program provider with after school recognition (registration,
certification, or accreditation) must notify COA within twenty (20) business days of a
formal decision to close its after school program(s) or to discontinue a single after
school program, providing the effective date of the closure/discontinuation. It is no
longer eligible to be recognized, if it ceases to operate (i.e., close) or discontinues all
or a single after school program (see 8l After School Program Recognition Eligibility).

2. Reimbursement of Fees

An after school program provider that is no longer recognized as a result of closure
or discontinuation of its after school programming is not entitled to reimbursement of
any paid recognition or other fees.

3. Future Eligibility

An after school program provider that is no longer recognized as a result of closure or
discontinuation of all after school programming has the right to reapply for after school
recognition upon reestablishing its eligibility.

4. Actions

a. After School Program Responsibilities
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An after school program provider that ceases to operate or to provide any after

school programming i s prohibi-tedoffniometdol di-r

and must take steps including, but not limited to:

1 Notifying all staff and volunteers of its change in after school recognition
status

1 Taking purposeful actions to prevent or mitigate any stakeholder
confusion about or adverse impact from the discontinuation or closure

1 Discontinuing the use of the COA logo or other references to COA after
school recognition on its stationery, its literature or website(s)

1 Removing COA plaques, certificates or other displays referencing COA
after school recognition

b. COA Action
COA wi l | remove an after school program pr ov
or other recognition listings upon receipt of notification of the after school
program provideroés closure or the discontint
An after school program providerdés former r e

the status change (e.g., ineligibility) is public information.
B. Merger/Acquisition

1. Transferability of After School Recognition

After school recognition (registration, certification or accreditation) is not transferable.
A recognized after school program provider must notify COA within twenty (20)
business days priortothe p r o v i expeatedl egal date to merge with, acquire, or
be acquired by another organization or entity. The after school provider is asked to
provide to COA the information required in paragraph 2 below within two (2) weeks
of the completion date of the merger or acquisition.

2. Required Information

TYPE OF INFORMATION l CONTENT
Identification of the after school 1 Ot her after school program
program provider with which the COA- address
recognized after school program ' .
provider is merging with or has merged 1 Whether the Other after school program provider is
with, or is beOtherg a recognized by COA or by another accreditor, identifying
after school program providero ) . the other accreditor, if any.

1 Acopyoftheamendedby-l aws, fmarticl es
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TYPE OF INFORMATION l CONTENT

incorporation, 0 or other <co
statements of the merger/ acquisition, as soon as
available.
1 Copies of all required licenses for the successor after
school program provider with written confirmation from
the applicable regulatory entities confirming the status of
the required licenses (after merger/acquisition).

A narrative that explains the reasons | The general reasons for the merger/ acquisition.
for and the e'x'p.ected i'm'pact of the 1 The extent to which the merger/acquisition will result in
merger/acquisition decision. I . .
a significant change in after school programming (e.qg.,
new or discontinued programs and new or discontinued
policies).
9 The extent to which the merger/acquisition will have a
significant impact on the after schoolprogr am pr ov
financial position.

Additional information about the Other A description of the services being provided by the
after school program provider if Fhe Other after school program provider at the time of the
Other after school program provider . . . .
is recognized or is accredited by formal decision to merge/ acquire (enclosing copies of
another accreditor. brochures or other descriptive programming
information).
1 The Other after school program provider6 s mo st r
annual report.
9 The Other after school program provider6 s mo st r
annual budget.
1 Revised after school program provider organizational
chart, identifying those management positions that will
be filled by management of the Other after school
program provider.

3. Site Visit or Desk Review Requirements

After reviewing the written information required in paragraph 2 above, COA notifies
the recognized after school program provider and/or the successor after school
program provider of:

a. the need for additional information, if necessary;
b. the requirement of a merger/acquisition site visit or desk review, if necessary,

c. the need for rescheduling of a site visit or desk review date as the result of the
merger/acquisition activities, and/or
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When a merger/acquisition site visit or desk review is required, the recognized after
school program provider (or its successor after school program provider) must pay a
merger/acquisition process fee and site visit or desk review fee.

T

d. the status of the organization as it relates to its COA accreditation.

COA limits the scope of the merger/acquisition site visit or desk review to those
standards that are the basis for the review or impacted by the merger/acquisition
decision or activity. See 8VII Site Visit and 8IX After School Recognition Decision-
Making regarding site visit and desk review reports and the decision-making process.

COA provides an after school program provider with reasonable notice of a required
merger/acquisition site visit or desk review and has the discretion to require the after

school program provider to provide pre-review material. Reasonable notice for the

site visit or desk review depends onthe sitevisitord es k r evi ewds scope anc
necessary to provide the requested pre-review material.

Generally, COA uses one (1) endorser to conduct a merger/acquisition site visit or
desk review but reserves the right to require more than one (1) endorser, if

necessary, to review any standards concerns.

Issuance of New Recoqgnition Certificate

COA issues a recognition certificateinthes uccessor 6 s name after the
after school program provider (or successor after school program provider)
demonstratest he sucécenpsemé&snt ati on of COAbs standard
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XVI: Confidentiality and Disclosure of
Information

The after school recognition process and the COA relationship with a recognized after school

program provider or an initial applicant for after school recognition is of a confidential nature,

except for disclosure of information about the after school recognition review decision and

information about the current or former status of an applicant, or currently or formerly

recognized after school program provider. COA, however, allows the public reasonable

access to information concerni ng mtionsetustardits sc ho ol
performance. COA maintains and protects information learned, accessed, received or

created during the after school recognition process as confidential, except as otherwise

requested by an after school program provider, pursuant to law, required to protect
stakeholders from serious harmori nj ury, or ot her wise set forth in
Program Recognition Policies and Procedures Manual.

COA protects all information (including, but not limited to documents and proprietary
information) of the after school program provider from unauthorized use or disclosure by
applying reasonable and appropriate administrative procedures, physical safeguards, and
technical security mechanisms. All COA workforce members, volunteers and, as applicable,
business associates are required to sign a confidentiality agreement upon joining the
workforce or providing services to COA.

A. Confidential Information
1. |Introduction

COA holds in confidence all information learned, accessed, received or created
about after school program providers during the after school recognition review
process, maintenance of recognition, and re-application, except under the following
circumstances:

0 As authorized in the Accreditation Agreement.
0 As authorized in a written consent, release, or request for disclosure.
0 As required by law.
0 Upon receipt of reliable information that raises a serious concern about stakeholder
health or safety or the credibility of COA®b6s
0 As otherwise permittedi n  C @ifebSchool Recognition Program Policies and
Procedures Manual.

2. Information Acquired in the Course of a Recognition Review or during a Maintenance
of Recognition Review
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Information accessed, learned, collected and created about an after school program
provider in the course of the after school recognition review process or during
maintenance of recognition review includes, but is not limited to, the following:

Financial information

Data, documents, reports, and narrative descriptions about management and
professional practices

Ratings

Forms and evaluations

Legal and regulatory compliance information

Endorser materials and work notes

Decision-making and deliberation records, including work notes or votes
COA staff notes and records referencing such information in any way

Other information that would not have been available but for the recognition review
process, maintenance of recognition reviews (self-reports, maintenance of
recognition reports, and third-party complaint responses), or re-application

O¢ O«

O¢ O¢ O¢ O¢ O¢ O¢ O¢

Subject to paragraph 1 above, COA considers the above information confidential.

COA requires that the information and its contents be discussed only among

individuals participating in the after school recognition decision-making process and

only as necessary among such individuals to reach a decision about an after school
program providerdés after sotdeoveditatiomoecogni ti on,
certification, or re-application.

Limited Use of Documents and Proprietary Information/Right to Use Non-Identifying
Data

Any appropriation or use of an after school program providerd proprietary
information by COA, including by its endorsers, after school commissioners, or
anyone else engaged in the after school recognition review process on behalf of
COA, requires the prior, written consent of the after school program provideré s
program administrator. The consent must describe the intended purpose for the
appropriation or other use.

Notwithstanding the above consent requirement foruseofanaf t er school progr
proprietary information/material, COA has the authority to extract non-identifying

information about an after school program provider submitted as part of the

application, self-study tools, or maintenance of accreditation or certification process,

and initial and final recognition ratings, for internal analysis, publication or other

di scl osur e i n etidergifiedogvgtmoet gbhtainieg the &fter school
progrmemdbmi ssi on or consent, provided COAOGs Pr e
such extraction or disclosure.

Endorser/After School Commission Deliberations
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Except as otherwise provided for in these policies and procedures, the deliberations
of endorsers, COAOGs man a g ehadftet Schodl @ommissiorg including
any written notes reflecting the recognition decision-making process, are confidential.

5. Information Retention

COA maintains an accuratere cor d of an after school program
all information supporting the decision-making process, including: the Pre-

Commission Report; written findings from desk reviews, Final Accreditation Report

(only for after school providers achieving accreditation); endorser comments;

decision notification letters; and any ineligibility, denial, probationary, suspension,

revocation or deferral correspondence or response materials. The retention of this

i nformation i s gover netinretgntioCmosdweswr i tten i nfo

B. Dissemination of Information to the Public

1. Public Information

After school recognition information that is disclosed to interested parties is limited to
the following:

0 Whether an after school program provider is an applicant undergoing a recognition
process or has previously been an applicant.

0 For a previously recognized after school program provider, dates and type(s) of

previous recognition(s) and the reason(s) for the change(s) in recognition status

(e.g., voluntary decision to discontinue recognition, denial, suspension, or revocation

of recognition), subject to the disclosure limitations set forth in these procedures.

When a recognized provider has a change in its accreditation status (probation,

suspension, denial, or revocation) subject to the disclosure limitations set forth in

these procedures.?

For a recognized after school program provider, the effective dates and type of its

recognition.

Ot her information avail abl AftetSohod Rrogrampu bl i ¢ pu

Recognition Policies and Procedures Manual.

(@]

(@]
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C. Dissemination of Information to Others

1. COA Disclosure to Endorsers/After School Commissions

COA has the discretion to share information with endorsers and after school
commissioners, in addition to self-study and recognition decision-making documents,

2 Effective May 2011, COA will post on its websitean aft er school pr ovi dtatusgreludmgiany ent accredi t a

adverse actions taken by COA.
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when the information is germane to the recognition review process or maintenance
of recognition decision-making process for an organization that they have been
assigned to review.

Exchange of Information with Licensing/Requlatory/Governmental Authorities

COA has the authority to disclose necessary information about an applicant for
recognition or a recognized after school program provider to licensing/regulatory
and/or governmental officials in order to:

a. respond to inquiries;
b. cooperate with investigative activities; and/or,

c. communi cat e r egar éognigion O @Hivitiesa i

Serious Conditions

COA personnel, trustees, endorsers, and after school commissioners may have an
ethical responsibility or legal duty to disclose information learned during an after

Tgee

T

ntenance

school recognition review process to appropriate authorities if the information raises

a serious concern about stakeholder health or safety. The COA representative

notifiesCOA6s President/ CEO of the situation and t

State/Provincial or Other Confidentiality Laws

COA requires after school program providers to provide COA with copies of any
state/provincial or federal confidentiality law, which, in the after school program
providerd s opi ni on, prohibits COA from di
procedures. COA6s President/ CEO will revi ew
school program provider and will seek the opinion of legal counsel.

D. Dissemination of After School Recognition Status

1.

Notification of Decision

COA routinely notifies the following
accreditation:

a. Endorsers who patrticipated in the site visit or desk review.
b. The after school program provider s

COA provides a recognized after school program provider a marketing toolkit with
sample news releases and letters to use in publicizing its after school program
recognition.
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2. After School Accreditation Plague, Certificates of Recognition and Use of COA
Logos

a. Accredited After School Programs

COA provides an accredited after school program provider with an accreditation
pl aqgue for display, ast iwfeildataisonc onpareks aonfd CGOA
school logo for use on stationery, while accredited by COA.

If an accredited after school program provider becomes unaccredited, whether

temporarily (e.g., as a result of suspended status) or permanently, it must not

represent itself as COA-recognized during the applicable period. Specifically, the

after school program provider must discontinue using any documentation that

states or implies that it is COA-accredited, including the use of stationery with

COAOGs cemr tmafrikc aatnido/ or COAOGs after school | og:¢
plaque or certificate, or references to COA accreditation on its website or other

sources of public information.

b. Certified or Registered After School Programs

COA provides a certified or registered after school program provider with a

certificate of recognition indicating whether it is certified or registered for display, as

well as copies of COAb6s certification mark a
school program provider stationery, while recognized by COA.

If a certified or registered after school program provider becomes uncertified or

unregistered, whether temporarily (e.g., as a result of suspended status) or

permanently, it must not represent itself as COA-recognized during the applicable

period. Specifically, the after school program provider must discontinue using any

documentation that states or implies that it is COA-recognized, including the use of
stationery with COAds certificati dsgplaynar k and
of a COA certificate, or references to COA recognition on its website or other

sources of public information.

3. After School Recognition Status Disclosure

In addition to responding to inquiries regarding recognition status from individuals,
organizations, and entities (Part (B)(1)), COA provides lists of recognized after school
program providers to the media, regulators, funders, and other stakeholders upon
receipt of applicable requests. COA may also list recognized after school program
providers in its publications, such as its annual report, conference program, and
website.
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