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Level 3 Sample Application 
 

1.  Enter Program Details 

 
Your program information will be displayed on the ICF Education Search Service (ESS). You will be 
asked for:  

• Organization type 
• Program name 
• Scope of hours 
• Program description 
• Delivery methods 
• Program specialties 
• Publicly accessible website 

o If your organization is internal only, please check the box that says, "This is an internal 
or non-public facing program (no ESS listing needed)." 
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2.  View  application summary 

The application summary is an overview of the requirements you will need to complete 
before submitting your application. Click "Start Now" on any of the requirements to begin. 
Requirements can be completed in any order.  
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3.  Navigate to Standard 1:  Mission and Vision  

In this standard, you will be asked to provide information about your organization's mission 
and vision. You will also be asked to review and agree to the ICF Global Accreditation Code 
of Conduct.  

Click "Start Now" on Mission & Vision to continue.  
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4.  Enter program Mission/Vision/Learning Philosophy statement.    

 
 

5.  Review and agree to the ICF Code of Conduct  

 Click the checkbox to agree to abide by the Code of Conduct.  
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6.  Navigate to Standard 2:  Administration,  Organization, & Business Operations 

In this standard, you will be asked to provide information about your organization's 
ownership and operations, guiding policies, and legal administration. The requirements for 
this section will differ depending on your organization type.  

 Education Institutions -provide Dean and Program director information  
Private/Independent - provide business ownership information and business 
license 

 Government/Internal - provide information on primary decision maker  
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7.  Enter primary decision maker information 

Indicate who should be contacted for any accreditation standard updates or important 
program information.  
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8.  Enter policy information 

Add your policy statements in the appropriate textboxes. Note: You must complete all 
required fields to save your progress. You may enter placeholder text to save and return 
later. 
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9.  Upload your organization's business license (if applicable).   

 
10.  Navigate to Standard 3:  Ethics,  Integrity & Transparency 

In this standard, you will be asked to provide a statement on how your organization engages 
in ethical practices. You will also be asked to upload a list of program participants who have 
opted in to be contacted by ICF.  

Click "Start Now" on Ethics, Integrity, & Transparency  to continue.  
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11.  Enter Ethics Statements 

Provide your responses to the questions .   

 

12.  Add cohort information 

Indicate the total number of students who participated in your most recent cohort. You will 
be asked to share the number enrolled, partially completed, fully completed, and 
graduated.  
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13.  Add student roster 

As part of the accreditation process, we require organizations to provide student data for 
those students who have opted in to sharing their information with ICF in accordance with 
the General Data Protection Regulation (GDPR) process. Using the template provided, 
upload a list of students who have opted in to this process.  
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14.  Navigate to Standard 4:  Education & Training 

In this standard, you will be asked for additional details about your program including 
languages, locations, courses, observed coaching, mentor coaching, and performance 
evaluations. Click Start Now on any requirement to continue.  

Click "Start Now" on Languages to continue.   
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15.  Enter program languages.  Select all that apply.  

 

16.  Enter program locations.  Select all that apply.   

For locations in the United States, Canada, and Australia, you will be prompted to provide a 
state or territory.  
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17.  Add names for 5 recent program graduates   

 

 

18.  Confirm that all participants have an active PCC credential.  Check the box to continue.     
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19.  Enter course information  

You may enter multiple courses as part of your program information. Be sure to complete all 
required fields on the screen before saving.  
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20.  Confirm Course List 

When you are done entering courses, confirm that the courses added to your program are 
correct. The system will show green checkmarks if the requirements have been met (80% 
core competency, 50% synchronous). You may adjust or remove courses as needed. When 
complete, click "Complete Course List" to verify that your course list is correct.  
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21.  Enter observed coaching session information 

Describe your observed coaching session process and provide an example of written 
feedback. Check the box to verify that your program follows the guidelines for observed 
coaching.  

 

22.  Enter mentor coaching information 

Describe your mentor coaching  process and indicate the total number of hours of mentor 
coaching your program provides, and how many of these hours are 1:1 mentor coaching.  
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23.  Confirm mentor coaching information 

Ensure your mentor coaching information follows the guidelines for group vs. 1:1 mentor 
coaching. If a red X appears under one of these areas, adjust your program accordingly.  
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24.  Navigate to Standard 5:  Teaching & Instruction 

In this standard, you will be asked to demonstrate that all current and prospective faculty 
have received appropriate training and ongoing development in adult learning principles, 
effective learner engagement, and facilitation. In addition, you will be required to provide 
information about how your faculty are evaluated.  

Click "Start Now" on Credentialed Faculty to continue.  

 

25.  Enter faculty information 

Complete the required fields to add faculty to your program. Use the checkboxes to 
indicate which role(s) apply to each individual.   
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26.  Confirm faculty list 

Confirm that all faculty have been entered correctly and that each required faculty role has 
been filled.    
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27.  Enter faculty professional development information 

Enter information on how your organization develops and supports faculty. Upload an 
example of a feedback form used by participants or the Director of Education to provide 
faculty feedback.  
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28. Enter Learning Experience & Support information 

Add your responses in the required fields. Note: You must complete all required fields to 
save your progress. You may enter placeholder text to save and return later. 
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29.  Complete attestation on Assessment,  Evaluation & Effectiveness  

Review the information provided and agree to the terms by clicking the checkbox.     

 
30.  Agree to Statement of Agreement,  Compliance & Limitations 

Review the information provided and agree to the terms by clicking the checkbox.     
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31.  Submit application and complete payment 

After all requirements have been completed, you will be prompted to submit your 
application and complete payment. Once payment is submitted, your application will be 
added to the queue for review.      
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Inspire. Transform. Thrive. 

 
 

 

 


