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To the Educational Office Professional:

The members of the Board of Directors of the National Association of Educational Office Professionals
(NAEOP) are pleased you have shown an interest in the Professiorddi@&aRrogram (PSP), a
certification program sponsored by NAEOP. We encourage you to set a goal now to attain a PSP
certificate and ultimately earn the distinction of Certified Educational Office Employee (CEOE). The
recertification component of PSP wasadgdished May 15, 2002. All certificates must be recertified or
upgraded every five years according to the guidelines to be considered current by NAEOP.

After reviewing the information contained in this booklet, should you feel you need assistance with
regard to the program, please do not hesitate to contact the NREREhairmarthePSP Registrar
any member of the NAEOP PSP Governing Board or Committee, or your local/arda&#ate
Chairman

The mission of NAEOP, the only national professional d@asioa for educational office personnel, is to
provide professional growth opportunities, leadership, and service for employees in education through a
specificallydesigned certification program, quality training, a network for sharing information and

ideas, recognition of achievements, and fellowship.

Each educational office professional shows pride in our profession by setting a goal to attain a PSP
certificate, and upon successful completion of each level of the Program or recertifictiosn

amory the best and wilhave methe challenge of excellencé/e wish you only the best and know that
you will continue to grow professionally.
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participation in the program.

For additional assistance, please contact your local, state, or N&BRaChairmaror the NAEOFRPSP Registraor email:
naeop@naeop.omy visit web site: www.naeop.org.
©Copyright National Association of Educational Office Professionals
June 1993. All Rights Reserved.
Revised 0/08

2



mailto:naeop@naeop.org

A CERTIFICATION PROGRAM
FOR
EDUCATIONAL OFFICE PROFESSIONALS

The Professional Standards Program (PSP) is a voluntary program established by the National
Association of Educational Office Professionals (NAEOP) to encourage educational office professionals
to grow professionally. The privilege of participation wi#l bpen to active and retired members only.

The program is designed as a series of five levels in Option | and nine levels in Option Il. The awarding
of a certificate based on education, experience, and professional activity recognizes each level of
achievzement in the program. The current highlestl certificate must be recertified five years from

issue date or upgraded according to the guidelines to be considered current by NAEOP.

A member who holds the Advanced Ill, Option I, or Associate Degregbehunder Option Il is
qualified to apply for the distinction of Certified Educational Office Employee (CEOE).

The Program is governed by the Professional Standards Program governing body, referred to as the
Governing Board. The PSP Committee makesmeunendations to the Governing Board. The final
decision is made by the NAEOP Board of Directors.

ENDORSEMENTS

The Professional Standards Program is endorsed by:

A American Association of School Administrat
A Association ofialsSchool Business Offic

A National Association for Public Continuing
A National Association of Elementary School
A National Association of Secondary School F
A National School Boards Association

The underlying concepts of the Pram are endorsed by:
A National Business Education Association
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REQUIREMENTS FOR THE PROFESSIONAL STANDARDS PROGRAM CERTIFICATES

ISSUED BY NAEOP

OPTION |

PROFESSIONAL ACTIVITY

EDUCATION Point values listed on page 9

CERTIFICATE Admission Requirement:
LEVEL Graduation from High School Formllla Form Illb
or Certif ication of Equivalency Inservice Training Association
Responsibility
See page 7 for listing of subject areas | Points Required | Points Required
Basic Course documentation for any5 10 10
courses in listed areas
Associate Course documentation for any 8 10 10
Professional courses in listed areas
Advanced | Course documentation for any 11 10 10
courses in listed areas
Advanced I Course documentation for any 14 10 10
courses in listed areas
Advanced llI Course documentation for any 17 10 10

courses in listed areas

Distinction of Certified
Educational

Office Employee
(CEOE)

Application may be made after successful completion of Option | requirement;
for Advanced lll, Professional Standards Program Certificate. See page 13 fo
guidelines for completion of Form VII, Application for Distinction of Certified
Educational Office Employee (CEOE).

Recertification or
Upgrading of PSP
certificate level

The current highestlevel PSP certificate achieved must be upgraded or
recertified every five years to be considered current by NAEOP. See page 12,

WORK EXPERIENCE

4 years

Four yearsexperience is required for all Professional Standards Program
certificates. A fiscal or an academic year in an educational office is considereg
one year of experience. A year of teaching is considered one year of experien
Each two years of work experience in office areas other than education is
considered one year of experience.




REQUIREMENTS FOR THE PROFESSIONAL STANDARDS PROGRAM CERTIFICATES

ISSUED BY NAEOP

OPTION I
PROFESSIONAL ACTIVITY
EDUCATION Point values listed orpage 9
CERTIFICATE Admission Requirement: Form llla Form Illb
LEVEL Graduation from High School Inservice Association
or Certification of Equivalency Training Responsibility
Points Required | Points Required
Basic 30 semester credit hours or 60 quarter 10 10
credit hours of college work
Associate Professional | 60 semester credit hours or 90 quaer 10 10
credit hours of college work
Associate Degree Must hold an Associate Degree 10 10
Advanced | 90 semester credit hours or 120 quartel 10 10
credit hours of college work
Advanced I 100 semester credit hours or 130 10 10
quarter credit hours of college work
Advanced Il 110 semester credit hours or 140 10 10
quarter credit hours of college work
Bachelor Degree Must hold a Bachelor Degree 10 10
Master Degree Must hold a Master Degree 10 10
Doctoral Degree Must hold a Doctoral Degree 10 10

Distinction of Certified
Educational

Office Employee
(CEOE)

Application may be made after successful completion of Option Il

requirements for Associate Degree, Advanced |, Advanced Il, Advanced lll,
Bachelor Degree, Master Degree, or Doctoral @gee Professional Standards
Program Certificate. See page 13 for guidelines for completion of Form VII,
Application for Distinction of Certified Educational Office Employee (CEOE).

Recertification or
Upgrading of PSP
certificate level

The current highest-level PSP certificate achieved must be upgraded or
recertified every five years to be considered current by NAEOP. See page 12

WORK EXPERIENCE

4 years

Four yearsexperience is required for all Professional Standards Program
certificates. A fiscal & an academic year in an educational office is considere(
one year of experience. A year of teaching is considered one year of

experience. Each two years of work experience in office areas other than

education is considered one year of experience.
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PROFESSIONAL STANDARDS PROGRAM
ELIGIBILITY
Active and retired membersf the National Association of Educational Office Professionals (NAEOP) may apply for

admission to the Professional Standards Program. NAEOP encourages membership in local and isttabe @:fsoc
educational office professionals, but it cannot require such membership.

ADMISSION REQUIREMENTS
A high school diploma or its equivalent is required for admission to the Program.

The application for admission to the Professional Stand®atram is included in this booklet. Follow thmstructions for
Enrolling in the Professional Standards Progra@omplete and submit the appropriate forms with the application fee to the
NAEOP Registrar of the Professional Standards Program.

DATES FOR HLING
September 15 January 15 May 15
Applications may be filed with thBSP Registraat any time.

| APPLICATION MUST BE POSTMARKED ON OR BEFORE FILI NG DATE. |

RECIPIENT RECOGNITION
The date on the certificate will reflect the final date of the filing period. The PSP recipient recognition is given at the
Professional Standards Program Banquet during the NAEOP Annual Conference held each year duomify tifeluly.

Upon approval by the NAEOP Board of Directors, certificates will be mailed to recipients. Administrators will be notified,
provided recipient completes the notification form received froniPBilé Registrar

RECERTIFICATION OR UPGRADING
The current highedevel PSP certificate issued must be upgraded or recertified every five years to be considered current by
NAEOP.

|. EDUCATION

The education requirements for certificates vary. Education credit is cumulative from one certificathen Atleeducation
courses may be considered from time of graduation from high school.

Two options are available for meeting education requirements for Basic, Associate Professional, Advanced |, Advanced Il,
and Advanced llI certificates.

Education cotses must be a minimum of 30 classroom hours, three CEUs, two semester credit hours or three quarter credit
hours. A maximum of three courses in related subject matter may be combined to equal required 30 classroom clock hours.
1 CEU = 10 classroom clodtours
1 semester credit hour = 15 classroom clock hours
1 quarter credit hour = 10 classroom clock hours

Courses must be documented by a college transcript or a signed certificate of completion from the granting institution. For
other than transcrigt the certificates must include authorized signature, name of course, date(s) and total number of clock
hours completed, or an official course description stating such attached to the certificate.



A. OPTION I
Applicants meeting education requirementdemOption | may complete course work through any one or a
combination of two or more of the following:

1. Adult Education

a. Course approval should be obtained prior to enrollment by completing Form 1X, and submitting it to the
NAEOP Registrar.

b. Each course must be a minimum of 30 classroom clock hours. No more than three (3) courses in related
subject matter may be combined to equal the 30 classroom clock hours.

c. Acceptable documentation for verifying successful completion of a course is:

(1) An dficial transcript.
(2) A certificate.
(3) A letter from the instructor.

d. To allow for more indepth pursuit of a subject because of job requirements or personal interest, some
subject areas are stated below. These are not intended to be the oseyg edlowed. Other courses may be
approved by the NAEOP Registrar as requested by applicants.

Business Health/Physical Education
Business Administration Language
Communications/Media Management

Computer Science Mathematics
Cultural/Historical Science
Education Social Science
Engineering

2. Continuing Education Units (CEU)
Each course must be a minimum of three (3) CEUs (1 CEU equals 10 classroom hours). Each course must be a
minimum of 30 classroom clock hours. For courses less thaed8, no more than three (3) courses in related
subject matter may be combined to equal the 30 classroom clock hours.

3. Inservice Courses
Organized educational inservice courses offered by school systems are acceptable to meet 30 classroom clock
hourrequirements. Official documentation of the 30 classroom clock hour course is required.

Each course must be a minimum of 30 classroom clock hours. For courses less than 30 hours, no more that three
(3) courses in related subject matter may be combmedual the 30 classroom clock hours.

4. CollegeLevel Examination Program (CLEP)
Applicants meeting educational requirements under Option | may take tests prepared by the Educational Testing
Service for the Collegkevel Examination Program (CLEP) whiare administered at colleges and universities
across the country. For information, registration forms, and locations of testing, contact CLEP, PO Box 6600,
Princeton NJ 08546600; phone 80@57-9558; FAX 609771-7088; or clep@info.collegeboard.org.

Applicants may choose from any offered CLEP tests.

5. Business College

a. An official transcript from a business college on the accredited list, as reported by the accrediting
Commission of the Association of Independent Colleges and Schools, is hedptaimentation.

b. Each course must be a minimum of 30 classroom clock hours. For courses less than 30 hours, no more than
three (3) courses in related subject matter may be combined to equal the 30 classroom clock hours.

c. If Business College is no longier existence and no transcript is available, provide copy of diploma with
course(s) description from catalog available from some libraries or state board of higher education. If
information cannot be obtained, credit may be granted for a maximum of $8<sclasopy of a diploma is
submitted.

6. Colleges and Universities
a. College credits in any field may be earned through accredited colleges and universities. See NOTE below.
b. An official transcript from the institution is acceptable documentation.
c. Courses taken for audit only do not qualify for education credit, but courses may be used for points on
Form lllalnservice Training in Seminars and Workshops
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NOTE: When college courses are used to fulfill Option | requirements, a minimum of tven{@3ter credit
hours or three (3) quarter credit hours is required for each course. No more than three (3) courses in related
subject matter may be combined to equal the required credit hours.

7. Institutes
Two 15hour NAEOP Institute courses may bediso meet one 36lassroom clock hour course.

8. Internet Courses
Internet courses provided by institutions of higher learning, professional organizations or professional
businesses recognized by the certifying association of higher learning mayllie oseet the 3@lassroom
clock hour requirement. Official signed documentation is required. Advance approval of course by REEOP
Registraiis recommended, using Form IXpplication for Course to be used Under Option I.

9. Other Courses
Audiocassett courses or videocassette courses without documented proof of a controlled classroom setting are
not acceptable. Religious courses are acceptable only if offered by an accredited college and recorded on a
transcript. Audited courses are not acceptabledorcation credit. Recreation courses, i.e., golf, aerobics,
weight training, skiing, dancing, painting, drawing, weaving, etc., are acceptable only if offered by an
accredited education institution and recorded on an official transcript. Weight Watchets@acceptable as
either education or inservice courses-t@eajob training is not acceptable as an inservice or education course.

If a course will not be completed by the filing deadline, the applicant may ask the instructor to write a letter
(postmaked by the deadline) stating that the applicant is enrolled in the course and will receive a passing grade. The
letter must state the number of hours, name and date of course, and sponsoring institution/organization. After
completion of the course, a trsmipt or certificate of completion must be sent toRIS® Registrgprior to issuance of
certificate.

B. OPTION II - College Credit Only
Applicants meeting education requirements under Option Il may use college credit only.

1. Colleges and Universities
Educational institution must be approved by a professional accrediting body.

2. Official Transcripts
Applicants meeting education requirements under Option || must submit official tranfcniptall
colleges/universities attended.

Il. EXPERIENCE

Four yearsexperience required for all Professional Standards Program certificates is credited as follows:
A f i scal yaarinamaeducational dficens aonsidered one year of experience.
A yaarof teaching is considered one year of expegenc
AEach two yearsf work experience in office areas other than education is considered one year of experience.

Work experience may be considered from time of graduation from high school. Experience credit is cumulative from one
certificate to anotheBe sure to list the office or job title under experience.

[1l. ADMINISTRATOR EVALUATION

Applicant must refl ect an AdministratargEvaluatmnTheadnonisteatorrmadt bethg o n
current or previous supervisor.






