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Guide Overview 

The purpose of this guide is to support organizations as they answer questions during the self-

assessment application. Please note that the explanations highlighted in blue may not apply to 

every type of organization. Many of the items listed in the self-assessment should be included in 

the organization’s internal policy. The guide is organized by the title of tabs in the self-assessment. 

The organization must review the NCCER Accreditation Guidelines before completing the self-

assessment. Please be aware that the organization’s internal policy will be reviewed during 

NCCER’s initial on-site audit of the AAC. Items missing from the AAC’s internal policy will result in 

cited non-conformance. Please contact NCCER at 888-622-3720 if you have any questions. 

 

Goals 

The purpose of this section is to report the assessment center's intended organization and 

administration of the National Craft Assessment and Certification Program (NCACP). Where 

requested please provide a brief and complete written statement or reference an attachment to 

this document. In other cases, check () the appropriate box. 

A. Provide a brief description of the assessment center's history and experience with testing. 

(Include both in-house assessing * 

 

B. Please describe what you hope to accomplish for your organization/workforce by becoming 

an NCCER-Accredited Assessment Center. Be specific about goals, objectives and projections. * 

 

 

 

 

Please describe your organization’s history or past experience as a testing provider. Please explain if 

you’ve given tests in the past to identify pre-employment qualifications, assess knowledge as part of 

a performance review process, or both. You may also detail your history as a provider of tests to the 

public to assess and develop the general workforce, or if you’ve had a program in the past to offer 

tests from another accrediting body (like NCCER). 

Please describe your organization’s overall goals and objectives, as well as what you hope to achieve 

by using the NCCER assessment program. How do you plan to use the assessment program to improve 

the workforce? How do you plan to benefit from NCCER testing? Do you intend to increase or reduce 

a specific metric or qualitative factor to ultimately benefit your industry or workplace? 
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C. Is the organization utilizing the NCACP for any of the following? Please explain all that apply * 

 

C1. Needs analysis for training * 

 

2. To identify skill gaps among the workforce * 

 

3. As part of the hiring process * 

 

4. As part of a career progression and/or a multi-skill program (Example: assessing electricians in 

instrumentation topics) * 

 

 

 

 

 

The NCACP is the National Craft Assessment and Certification Program. This another word used to 

describe the NCCER assessment program, which is what you are in the process of becoming accredited 

to administer and oversee. The following 7 (seven) questions should be answered for NCCER to 

understand your use of the assessment program. We highly recommend that you have an internal 

policy created to cover these areas. You will need to cite or summarize your policy as it refers to each 

of the following questions. 

Candidates will receive a score report and training prescription upon the completion of a journey-level 

assessment. These two resources can be used by the candidate to identify sections in the training 

curriculum where they can remediate before taking their next attempt at the assessment. Some 

organizations will have a candidate or employee take an assessment to see how much knowledge they 

have in a craft and if they need further training. 

Some organizations will have a mission to close the skills gap in the construction workforce or industry. 

If applicable, please explain how your organization identifies these gaps in skill and how will the NCCER 

assessment program be utilized to address and resolve those gaps. 

Some organizations will have an applicant/potential employee take an assessment to see how much 

knowledge they have in a craft to identify their qualifications before being hired. If applicable, how 

does your organization plan to use the NCCER assessment program as part of the hiring process? 

Some organizations will have a career progression plan or multi-skill program to grow employee 

knowledge and develop their technical skills into relative crafts or areas of practice, making them more 

valuable as staff and furthering their expertise. If applicable, please explain how your organization will 

use the NCCER assessment program as a tool in this process. 
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5. To provide cumulative certifications for the overall workforce * 

 

6. To meet local/regional or national certification/qualification requirements * 

 

7. Other * 

 

D. How will your organization evaluate if the objectives of the assessment program are being 

met? Provide documentation/forms to collect this data. * 

 

 

Administration 

The purpose of this section is to verify that the NCACP will operate according to NCCER's 

Accreditation Guidelines & Program Compliance. Where requested, please provide a brief and 

complete written statement or reference an attachment to this document. In other cases check 

() the appropriate box. 

A 1. How many candidates do you anticipate administering knowledge assessments and/or 

performance verifications/ practical exams for annually? * 

 

 

Some organizations have a mission to reinforce members of the workforce by promoting multiple 

certifications. Successive certifications make the workforce member more valuable by demonstrating 

a minimum knowledge in various industry jobs and tasks. If applicable, how does your organization 

plan to use the NCCER assessment program to provide cumulative certifications for the workforce? 

Some organizations have local/regional or national certification/qualification requirements they must 

meet for their candidates or workforce to be appropriately licensed, qualified, or otherwise recognized 

at a local, state, regional, or nation level. If applicable, how does the NCCER assessment program and 

journey-level credentials meet or satisfy these requirements? 

Does your use of the NCCER assessment program fulfill or satisfy any other goals or mission of your 

organization? Does your organization intend to use the program as a tool for any other process? 

Please provide a copy of your internal policy stating your methods of evaluating the completion of 

objectives, how often evaluations will be conducted, who or what will be evaluated, and any checklists 

or forms used to collect evaluation data. Your evaluations must meet or exceed those outlined and 

required by the NCCER Accreditation Guidelines. 

This number can be an estimated figure of how many candidates you expect to complete testing at 

your organization each year. 
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2. What assessments and certifications will be delivered? * 

 

3. Will your organization be delivering just the knowledge assessments, the performance 

verifications, or both? * 

 

4. If you are delivering performance verifications, how will they be administered? Controlled 

Observation (CO), On-the-Job * 

 

B 1. Do you plan on administering the NCACP in additional locations? If so, verify that your 

locations are properly registered with NCCER. (See the Accredited Assessment Center (AAC) 

Guidelines on Authorized Assessment Sites and Mobile Assessment Centers) * 

 

2. Would you like these locations to be listed as providers on the NCCER website? * 

 

Please list which certifications you anticipate your employees or the public workforce to complete at 

your organization. This list is meant to give NCCER a relative idea of the industry you primarily service. 

This list is not meant to include every possible certification, especially for those organizations that plan 

to deliver a large and diverse number of assessments. 

AAC organizations have access to written assessments (test questions answered by the candidate) and 

performance verifications (hands-on tasks completed by the candidate but evaluated by a 

performance evaluator). Written assessments require the AAC organization to certify an Assessment 

Proctor, which is a personnel certification that does not require any knowledge of the assessment 

content. However, performance verifications require the AAC organization to certify an Assessment 

Performance Evaluator, which is a personnel certification that does require journey-level knowledge 

of the PV title. Please explain if your organization will deliver just one or both types. 

Performance Verifications (PVs) consist of a candidate performing a set of hands-on tasks which are 

evaluated by a certified Assessment Performance Evaluator. AAC organizations have the option to 

administer the PV during a Controlled Observation (CO), using tools and procedures in a room or 

environment setup just for the completion of the PV. Organizations may also administer the PV while 

the candidate is On-The-Job (OTJ). Please explain how the PVs will be delivered at your organization. 

Organizations have the option to use the NCCER assessment program at just the main AAC location, 

or they can register sub-sites at other locations where assessments and PVs are conducted on a regular 

basis. Please state whether your use of the program will occur at just your AAC location, or if you will 

need to register other sites and locations where use of the program will be performed. 

Being listed as a provider on the NCCER website means that any member of the public can find your 

organizations information to contact and submit inquiries and schedule assessment sessions. If your 

organization only offers its services in-house (employees or members only), then you will not want to 

be listed as a provider. 
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C. NCCER requires that all assessment candidates complete and sign the NCCER Registration and 

Release form allowing NCCER to share results with them and the Primary Administrator. If your 

organization needs to share assessment results with a third party, state the policy for obtaining 

candidate permission to share such results. * 

 

D 1. How will your organization utilize the information in candidate score reports and training 

prescriptions? * 

 

2. Will the NCCER Curriculum be used by your organization to provide upgrade training for 

credentials? If not, will any outside resources be available to candidates? * 

 

E. 1. How many proctors and/or performance evaluators does your organization anticipate 

certifying to support * 

 

2. What is the timeline for training and certifying assessment proctors and performance 

evaluators? * 

 

 

Please explain your policy if you will be sharing assessment results with an entity other than NCCER or 

the candidate. 

Some organizations will use the information in score reports and training prescriptions to track 

candidate progress and growth. Some organizations will use it to identify patterns in deficiencies or 

areas of remedial training across larger groups of candidates. Otherwise, organizations will comply 

with the NCCER Guidelines and provide the information to the candidate only. If applicable, please 

explain how your organization will use this information. 

Some organizations establish a progression plan to grow and develop the knowledge of employees or 

the workforce through credentialed upgrade training. If your organization provides upgrade training, 

will you be using the NCCER curriculum and training program, or will you be providing a 

different/outside resource to candidates or employees? 

The NCCER Accreditation Guidelines detail the different types of personnel roles, certification 

requirements, and responsibilities/tasks they oversee. Please review the guidelines and give an 

estimate of how many of these personnel roles you intend to certify to support your program. 

Based on the above answer, how soon do you anticipate needing these certified personnel to support 

your program? This timeline should reflect the time between your organization moving into Candidate 

status and your need to start using the NCCER assessment program. 
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F. State or attach your policy for retesting on both knowledge assessments and performance 

verifications. This policy must meet or exceed NCCER's Accreditation Guidelines & Program 

Compliance. * 

 

a. Knowledge Assessments: * 

 

b. Performance Verifications/Practical Exams: * 

 

G. State your policy for maintaining knowledge assessment security. This policy must meet or 

exceed NCCER's Accreditation * 

 

 

 

 

 

 

 

 

 

Please review the NCCER Accreditation Guidelines. The policy you provide must meet or exceed the 

retest eligibility timeframes identified in the guidelines. Your policy must be just as specific as the 

guidelines. Please upload a copy of your policy to the Supporting Documentation tab. 

Provide a copy of your written assessment retest policy, including the eligibility timeframes for 

subsequent attempts. Please review the NCCER Accreditation Guidelines. 

Provide a copy of your hands-on performance verification retest policy, including the eligibility 

timeframes for subsequent attempts. Please review the NCCER Accreditation Guidelines. 

Your policy for maintaining the security of paper inventory and assessment questions should meet or 

exceed the NCCER Accreditation Guidelines. Please explain how you will securely store paper inventory 

and how you will safeguard the integrity and security of assessment questions. The security of 

assessment questions may include ensuring proper proctoring practices and assessment room setup 

to prevent questions from leaving the testing session. Some organization will detail the procedure a 

proctor will follow to ensure the candidates do not record test questions onto scratch paper and leave 

the testing session with the written test questions on their person. Please provide your policy and how 

it accounts for the security of these items. 
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Candidate 

The purpose of this section is to describe how your organization manages candidate eligibility 

and results. Where requested, please provide a brief and complete written statement or 

reference an attachment to this document. 

A. 1. Describe how your organization accepts candidates for testing (This policy must meet or 

exceed NCCER's Accreditation * 

 

2. How will candidates be accepted for performance verification testing? * 

 

B. Briefly describe how assessment results will be shared and addressed with the candidate. * 

 

C. Will you be providing career counseling services or career progression incentives for 

assessment candidates? If you are not an industry contractor, do your services provide linkage to 

potential employers. If yes, explain: * 

 

Please explain your policy for qualifying candidates before testing. What criteria must candidates 

satisfy before being administered a journey-level assessment? Your internal policy must also include 

how you will ensure that each candidate is not using illegal drugs, controlled substances, alcohol, or 

firearms. Methods for ensuring compliance include, but are not limited to, a signed attestation, 

acknowledgement of an employee handbook, or substance screening. Your internal policy should state 

which method your organization will utilize. 

Please explain your policy for qualifying candidates before testing. What criteria must candidates 

satisfy before being administered a performance verification? Your internal policy must also include 

how you will ensure that each candidate is not using illegal drugs, control substances, alcohol, or 

firearms. Methods for ensuring compliance include, but are not limited to, a signed attestation, 

acknowledgement of an employee handbook, or substance screening. Your internal policy should state 

which method your organization will utilize. 

Please describe your procedure for sharing assessment results with the candidate. Who will be 

responsible for sharing the results? Will the results be shared privately and individually?  How soon 

after the assessment has been completed will the results be shared? These details should be 

documented in an internal policy to ensure a standard protocol.  

Does your organization provide counseling services or development plans to support the workforce? 

Does your organization offer incentives, rewards, pay increases, or promotions for the successful 

completion of assessments? If candidates do not visit your organization for employment, then how do 

you connect candidates with employers for them to use their certification? 
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D. Will upgrade training be made available to candidates? Please describe. * 

 

 

Program Delivery 

The purpose of this section is to verify that knowledge assessments and performance 

verifications are administered in compliance with NCCER's Accreditation Guidelines & Program 

Compliance. Where requested, please provide a brief and complete written statement or 

reference an attachment to this document. 

A. State your organization's safety policy for assessment and performance verification areas. * 

 

B. Have all assessment areas been inspected and set up according to NCCER Accreditation 

Guidelines & Program Compliance * 

 

C. Explain how the program is monitored with regard to the following areas. (This policy must 

meet or exceed NCCER's Accreditation Guidelines & Program Compliance.) 

Proctoring of assessments: * 

 

 

 

 

Some organizations establish a progression plan to grow and develop the knowledge of the workforce 

through credentialed upgrade training. The score report and training prescription are available for 

candidates to use as they remediate their knowledge. Please explain how your organization will make 

upgrading training available to candidates. 

Each organization’s safety policy will vary based upon the types of equipment used. NCCER does not 

have a specific set of safety standards that you must cover in your policy. Your policy must include all 

state, national, and federal safety standards as applicable to the equipment. 

You must have an internal policy for evaluating your assessment areas and sites. The NCCER 

Accreditation Guidelines include a section on Assessment Room Setup that must be followed at a 

minimum. Please ensure the assessment areas display an anti-cheating poster and include an 

appropriate amount of space to mitigate cheating, as required and specified in the guidelines. 

Please provide your policy and procedure for how certified proctors administer assessments. Your 

policy should match the NCCER Accreditation Guidelines procedure at a minimum. 
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Inventory control: * 

 

Participant information distribution (assessment specification sheet): * 

 

Participant feedback (Comment function on CBT assessments): * 

 

Distribution/Control of assessments: * 

 

D. Describe the assessing facilities, including area measurements, seating capacity, furnishings, 

and equipment. (Must include * 

 

 

 

Please provide your policy and procedure for how inventory is controlled and safeguarded against 

theft, cheating, loss of inventory or test questions. Your policy should detail every way your 

organization actively prevents a breach to the integrity of test questions and ensures security of all 

inventory. Your policy should match the NCCER Accreditation Guidelines procedure at a minimum. 

How does your organization prepare the candidate before the start of an assessment? What is your 

policy for sharing a copy of the assessment specification sheet? Does your organization explain how 

to use the score report? 

Please provide your policy and procedure for explaining and receiving candidate feedback. Your 

internal policy should include procedure on how the candidate is instructed to use the comment 

function during computerized tests, the candidate feedback form during paper/pencil tests, and the 

candidate grievance form for general feedback and improvement opportunities. 

Please provide your policy and procedure for how inventory is physically handled and distributed. If 

your organization uses paper/pencil assessments, how is the inventory controlled and secured as it 

transfers possession? Your policy should match the NCCER Accreditation Guidelines at a minimum. 

Please provide the number of assessment rooms at the AAC location, how many seats in each room, 

how many tables, the dimensions of the tables, the measurements of each table, the measurement of 

each workspace allotted to each candidate at the table, and a list of any additional furnishing or 

equipment within the room. What installed programs or safeguards have been implemented on 

computers to ensure candidates do not have access to search the internet for answers? You must have 

an internal policy that describes the room setup and it must match the NCCER Accreditation Guidelines 

and the requirements found with the Assessment Room Setup section at a minimum. You must also 

upload a photo of the assessment room fully prepared for a testing session, including all computers 

and applicable equipment or apparatus, such as dividers or privacy screens for computerized testing. 
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E. How will assessment sites be monitored? (This policy must meet or exceed NCCER's 

Accreditation Guidelines & Program Compliance.) * 

 

F. What will be the schedule for monitoring each assessment site? * 

 

G. Explain the procedures for assuring that the performance verification areas are safe, neat, and 

organized. (Are facilities inspected before and after each use?) * 

 

Do you allow NCCER to use information provided on this form for best practices collection and 

sharing such practices with other NCCER accredited assessment centers? * Yes or No 

 

 

Supporting Documentation 

 

Please provide your policy and procedure for monitoring your assessment sites. This policy must meet 

the NCCER Accreditation Guidelines policy and procedure at a minimum. Your policy should include 

how you will monitor and ensure the assessment room is setup per NCCER standards, how inventory 

is secured and maintained, how anti-cheating posters are displayed, how materials and tools are kept 

in adequate supply, how access to the testing system is restricted to certified personnel, and how 

completed performance verification forms, registration and release forms, and answer/demographic 

sheets are maintained on file for at least 3 years, or until your next audit (whichever is longer). 

Please state how often your sites will be monitored and who will conduct the monitoring. This should 

be included in your internal policy. Your policy must meet or exceed the NCCER Accreditation 

Guidelines. 

Please provide your policy for monitoring the performance verification areas. Your policy should 

include who is responsible for monitoring the areas and how often they are evaluated for safety, 

cleanliness, and organization. Please explain how you will ensure materials and tools are kept in 

adequate supply. 

Please answer yes if you allow NCCER to share your self-assessment answers with other organizations 

pursuing accreditation. 

Provide a copy of your internal policy, photos of the assessment room and applicable equipment to 

conduct the testing session, and the space where performance verifications will be conducted that 

also meets all safety standards for the equipment being used. 


