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Accreditation Checklist


Academy/Program Name:


Authorizing Official:


Accreditation Manager: 


Date:




	Step One:  Application

	
	Complete
	Pending
	ECD
	Status or Comments

	Coordinate with FLETA Office of Accreditation (OA)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Consider inviting OA staff to brief leadership team on FLETA benefits and processes
	
	
	
	

	Identify program/academy to be accredited
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Identify Authorizing Official (AO)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Identify Accreditation Manager (AM)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Complete and submit Application for Accreditation to OA
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Program Manager assigned by OA
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Request training for AM and other agency staff, as required
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Identify personnel to be trained as assessors if not already completed 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Identify stakeholders and accreditation team
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	


	Step Two:  Applicant Preparation

	
	Complete
	Pending
	ECD
	Status or Comments

	Conduct a gap analysis of current policies/directives and FLETA standards
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Revise or write policies/directives, as required
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Identify NA standards and request approval from the OA Executive Director
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Submit waiver request(s) to FLETA Board, as necessary
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Create a file for each FLETA standard
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Place Individual Standard Compliance Report (ISCR) into each file; complete the ISCR as documents are added to the file
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Place applicable policies/directives into standard files
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Identify and place proofs of compliance (supporting evidence) into files 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Identify potential interviews and observations that may be helpful to assessors
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Coordinate potential FLETA assessment dates with OA PM
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Schedule and coordinate the self-assessment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Convene self-assessment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Prepare and submit self- assessment report to the OA at least 60 days prior to FLETA assessment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Prepare Corrective Action Plan (CAP), if necessary
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Complete CAP and submit follow-up reports to OA, as necessary
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Communicate with stakeholders on a regular basis to discuss milestones/deliverables
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	


	Step Three:  FLETA Assessment

	
	Completed
	Pending
	ECD
	Status or Comments

	Confirm assessment dates with OA PM
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Arrange workspace and equipment for Assessment Team
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Coordinate lodging arrangements with Assessment Team Leader (TL)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Coordinate access to the facility with security officials for the assessment team
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Arrange pre-assessment briefing with the team
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Ensure key stakeholders are available to assist the assessors
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Confirm travel arrangements with TL and/or PM
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Coordinate closeout briefing with TL
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Prepare CAP for any deficiencies identified during the assessment, if necessary
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Coordinate CAP with OA; submit CAP to OA for review and approval by the Executive Director
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Submit monthly status reports to the PM on CAP progress (Note: CAP and follow-up assessment must be completed within 180 days from the date of the FLETA assessment)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Step Four:  FLETA Accreditation

	
	Completed
	Pending
	ECD
	Status or Comments

	Prepare presentation for Board Review Committee (BRC)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Invite appropriate staff to FLETA Board meeting for FLETA accreditation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Submit annual reports to the OA within 30 days of accreditation anniversary
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	


	Step Five:  Reaccreditation

	
	Completed
	Pending
	ECD
	Status or Comments

	Review and complete all applicable actions in Steps One through Four above.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Submit application for reaccreditation no less than six months prior to expiration of the accreditation cycle. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Schedule assessment with OA.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Maintain and review files periodically
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Review directives/policies; place new or revised directives/policies in applicable file(s)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Review standards to ensure they are still current
	
	
	
	

	Provide training for new stakeholders
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Complete new ISCRs; previous ISCRs must also be placed in file
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Include a minimum of one proof of compliance for each year since the last accreditation/reaccreditation
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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