PSP Information Handout
Reference Material  

The PSP book is on the NAEOP website, naeop.org under Professional Standards Program. You may print it all off or only those pages and forms you need. A copy of the Questions and Answers document is also suggested.  Read all this information to help you decide which certificate and option best fit your qualifications.

Deadline 

Determine the deadline date you plan to meet for your application to be evaluated, but don’t obsess.  If you miss it, another one is coming up in a few months.  Submit your application and materials as much ahead of the deadline as possible. Two months ahead is not too early.  Applications postmarked after the 15th of the deadline month will be evaluated for the following deadline.  Applicants have one week following the deadline date to get any additional documentation to the PSP Registrar (providing their application has been postmarked on or before the 15th of the deadline month.)
NOTE:  If the application is postmarked on the 15th but not received by the Registrar until the 19th or 20th, the Registrar may not have time to evaluate and notify the applicant of needed documentation in time for the applicant to send the documentation to be received in the national office within the time limit of the one week following the deadline. 

Organize 

Gather your education history, including transcripts – certificates, etc. I suggest you request two official transcripts (one for you to open and one to send to PSP Registrar).

Sort the documentation for your educational courses from the documentation for in-service. In-service is counted in hours – not points.

Decide 

Review all your options and decide for which option and level certificate you will apply.

Transcripts

Request any necessary official transcripts well in advance of deadline date for applying. Schools may send the official transcript directly to the NAEOP office or to you.

NOTE: Be sure you indicate on your PSP application the name(s) that might appear on transcripts (if different from your current name).

When schools send the official transcript to us directly, it is filed under the last name shown. If this is not your name now, we do not have any way of knowing.

Make Contact

Work with your local, state or national PSP chairman.  They need to know you are applying and you will need one of them to sign off on your Forms IIIa and IIIb. The signature of this individual does not suffice as verifying the information listed on the form. Separate signed documentation is required for all items listed on each form. This documentation must reflect your name.

Research 

Research your association memberships, including offices held and committee participation.  Obtain all necessary SIGNED documentation of membership dates, offices held and committee participation. A listing of members, officers, or committee members is not considered as the required documentation. Please refer to the book regarding what can be counted as association responsibility.

Complete 

Be sure to complete all appropriate forms in their entirety.  Your high school transcript is not needed if you have a college degree or are attending a college or university for credit hours. We know they have already verified your high school graduation at the time you enrolled.  The high school graduation (or GED) verification is necessary otherwise.
Allow plenty of time.  

Applications can be confusing and often require tweaks to be ready to send off.  Expect that you will have to make changes 2 or 3 times before obtaining signatures.  Original signatures are necessary on Forms IIIa and IIIb, so allow time for the US mail.

Remember 

Your PSP chairs are volunteers and many people are aiming for the same deadline that you are.  Start earlier than you think is necessary.
Submit your material in the following manner and include the PSP checklist: 

· Form I, pages 1 & 2

· Form II

· Form IIIa, with copies of all signed documentation of information listed on the form directly behind it and in the same order as listed on the form
· Form IIIb, with copies of all signed documentation of information listed on the form directly behind it and in the same order as listed on the form.  
It is very helpful and expedites the evaluation process if the documentation is organized to match the information as it is listed on forms IIIa and IIIb. 
CEOE Distinction

If you are also applying for the CEOE, be sure to include the correct form and the accompanying fee. 

Double check your material for the following:

· Did you sign both forms IIIa and IIIb?

· Did your local or state president or PSP chairman sign off on forms IIIa and IIIb?

· Do you have a certificate or other signed documentation for each of the items listed on forms IIIa and IIIb and are they in order as they are listed?   

· Does your documentation (for in-service) show your name, name of the class/seminar/workshop, date(s), number of hours, and signature of verifier?

· Does your documentation (for association responsibility) show your name, name of association, dates of membership and any offices held or committee participation, and signature of verifier?

· Refer to the document “Questions and Answers About PSP” to help you further understand the kinds of classes/ in-service and/or organization memberships that cannot be counted.

· When you are ready to mail your application, be sure to enclose all necessary fees. You must be a member of NAEOP to apply, and you may join at the same time as you apply for your PSP certificate.  The NEW mailing address is 521 First Street, Milford, NE 68405
· Do NOT enclose application in a binder or plastic sheet covers.

· Do NOT send originals of certificates.

· Items NOT accepted as the required documentation:

· Lists of names or names in a program

· Cancelled checks

· Registration forms

NOTE: A signature must be the complete signature of the individual – initials, first name only or script names printed from the computer are NOT acceptable.

RECERTIFICATION

Every five years your PSP Certification must be recertified.  Refer to the information in the PSP book regarding recertification and note that an individual must have continuous NAEOP for five years and five years from another association, to be eligible to recertify. If there is a lapse in membership, the recertification deadline is determined by the date the individual renews their membership. 

Use this as a quick checklist and if there are items you do not understand, please contact one of the following:  We will be more than happy to help you.
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