

DEVELOPING MEMBER AGENCY

REGISTRATION

(This process applies to an agency that is ready to officially register and be recognized as a Developing Member Agency of the Teaching-Family Association. This  means the agency is prepared to work toward becoming a TFA certified agency. The agency needs to have previously been engaged in pre-development Teaching-Family Model activities and negotiated a development plan with a Sponsor Member Agency.)
TEACHING-FAMILY ASSOCIATION

DEVELOPING MEMBER AGENCY REGISTRATION 
STEPS and PROCEDURES IN REGISTRATION PROCESS
Note: The developing agency needs the sponsorship of a Certified Sponsor Member Agency before it begins the developing agency registration process.
1. Developing agency completes the registration forms with the Certified Sponsor Member Agency’s assistance.  (Developing Member Registration forms are available at www.teaching-family.org,  Sponsor Agency will need to sign the Sponsor Agency Responsibilities Assurances Agreement and assist in developing the Sponsor Agency Service Delivery Plan to Developing Agency) 
2. Developing agency submits completed registration forms to the Association Office by April 1 for review at the annual mid-year meeting in the spring or by September 1 for review at annual conference in the Fall.
3. Certification Committee meets, reviews the registration forms, and votes to approve the agency as a Developing Member Agency.
4. If approved, the agency officially becomes a Developing Member Agency under the auspice of the Association. An agency must remain a Developing Member Agency a minimum of one year before it can make its Initial Application for Certification. The length of time an agency remains in development status will depend on the size of the agency, the experience and expertise of the program staff, as well as the amount of time spent in the pre-development process. The Sponsor Agency must provide a readiness letter with the Initial Application for Certification.
TEACHING-FAMILY ASSOCIATION

DEVELOPING MEMBER AGENCY REGISTRATION PACKET
INSTRUCTIONS FOR COMPLETING REGISTRATION MATERIALS
Step 1    DEVELOPING AGENCY REGISTRATION COVER SHEET
Complete the cover sheet for the Developing Agency Registration. Indicate the name of the Agency, the Agency Director(s)/CEO, the name(s) and title(s) of the person(s) responsible for completing the application, the name of the sponsor agency, as well as the name and phone number of the person to be contacted should questions arise regarding the report.  Please complete, sign, and date the cover sheet.

Step 2   DEVELOPING AGENCY RESPONSIBILITIES ASSURANCES AGREEMENT
Complete the Developing Agency Responsibilities Assurances Agreement in full.  Attach dues payment.
Step 3   SPONSOR MEMBER AGENCY RESPONSIBILITIES ASSURANCES AGREEMENT 
Ask your Sponsor Member Agency’s director to complete and sign this form and return to you.
Step 4   AGENCY DESCRIPTION 

Describe your agency in detail. Cover (as applicable): size of the agency and how the Teaching-Family Model fits into the agency as a whole; number of programs, homes, etc., and their locations; unique geographical, political, legal, Board, or other circumstances; population(s) served; number of clients per home and/or program; staffing patterns, funding sources; which Teaching-Family Association services your agency plans to provide to your homes/programs; how provision of services plans are to be divided among staff (Training Department versus all program staff train, etc.); and other information deemed necessary. Suggested length: 2 to 4 pages.
Step 5   SPONSOR AGENCY SERVICE DELIVERY PLAN TO DEVELOPING AGENCY
Provide a copy of the plan for the delivery of administrative, pre-service training, consultation, in-service training, and consumer and professional evaluation services to staff and practitioners associated with the Developing Agency. The plan should describe how responsibilities for service delivery are distributed among the Developing and Sponsor Agency staff and how the plan is being monitored. The plan should also describe how the Developing Agency staff is being prepared to assume full responsibility for service delivery and include a timeline with a projected date for the initial application for agency certification.
Step 6   DEVELOPING AGENGY ORGANIZATION CHART

Provide an organizational chart for the programs which will be developing in Teaching-Family Model; include the personnel (i.e., position titles) assigned to each program.
Step 7   REGISTRATION CHECKLIST 
Complete the provided checklist to ensure all information is included. 

Step 8   SUBMIT REGISTRATION WITH DUES TO TFA OFFICE. (Keep a copy for your records.)
TEACHING-FAMILY ASSOCIATION

DEVELOPING MEMBER AGENCY REGISTRATION MATERIALS

COVER SHEET

	NAME OF DEVELOPING AGENCY:
	       

	AGENCY DIRECTOR(S)/CEO:
	       

	

	PROGRAMS TO UNDERGO TFM DEVELOPMENT (e.g., residential group homes, therapeutic foster care, etc.):

	       

	       

	       

	NAME OF SPONSOR AGENCY:
	       

	

	DATE  AGENCIES ENTERED INTO CONTRACT AGREEMENT:
	       

	

	PERSON(S) RESPONSIBLE FOR COMPLETING THIS REGISTRATION:
	

	     
	     
     

	Name/Title

	
	Email Address/Phone
	

	     

 FORMTEXT 

	     
     

	Name/Title

	
	Email Address/Phone
	

	
	


	Name/Title

	
	Email Address/Phone
	

	
	


	Name/Title

	
	Email Address/Phone
	


CERTIFICATION LEVEL AGENCY PLANS TO PURSUE:    [ FORMCHECKBOX 
] Certified Sponsor Agency 
[ FORMCHECKBOX 
] Certified Agency
[ FORMCHECKBOX 
] Undetermined
	     
	
	     

	Date
	
	Developing Agency Director's Signature


TEACHING-FAMILY ASSOCIATION

DEVELOPING MEMBER AGENCY REGISTRATION MATERIALS

REGISTRATION MATERIALS CHECKLIST
After completing this checklist, place as page two of your application (after Cover Sheet). Depending on the length of your Agency Description, your registration should consist of 7 – 10 pages.

[ FORMCHECKBOX 
]
DEVELOPING AGENCY REGISTRATION COVER SHEET 

[ FORMCHECKBOX 
]
DEVELOPING AGENCY RESPONSIBILITIES ASSURANCES AGREEMENT
[ FORMCHECKBOX 
]
DUES PAYMENT (CHECK MADE PAYABLE TO TEACHING-FAMILY ASSOCIATION or RECEIPT OF PAYMENT ALREADY SUBMITTED) 

[ FORMCHECKBOX 
]
SPONSOR AGENCY RESPONSIBILITIES ASSURANCES AGREEMENT

[ FORMCHECKBOX 
]
AGENCY DESCRIPTION

[ FORMCHECKBOX 
]
SPONSOR AGENCY’S SERVICE DELIVERY PLAN TO DEVELOPING AGENCY

[ FORMCHECKBOX 
]
DEVELOPING AGENCY ORGANIZATIONAL CHART

TEACHING-FAMILY ASSOCIATION

DEVELOPING AGENCY REGISTRATION MATERIALS

DEVELOPING AGENCY RESPONSIBILITIES ASSURANCES AGREEMENT

Developing Agencies of the Teaching-Family Association agree to participate in the goals and objectives of the organization.  Directors of Developing Agencies are responsible for the participation of their agency.  The Agency Director's signature on this agreement serves as an assurance that the agency will fulfill the following obligations.

1.
The agency will provide each new employee a copy of Standards of Ethical Conduct of the Teaching-Family Association and will provide accompanying formal instruction on the implementation of those Standards.  This information will be provided to all employees as a function of the agency's membership in the Association rather than as a function of the employee's  membership in the Association.

2.
The agency will abide by all Standards of Ethical Conduct of the Association.

3.
The agency will educate itself in the work of the Association by participating in Association activities. The Certification & Ethics Committee suggests the agency prioritize participation in all C&E meetings by designating a representative who can attend the mid-year and annual conference. 
4.
The agency will provide immediate notification to the Board of Directors and/or the Certification Committee Chairperson of new developing agency affiliations and disaffiliations should they occur.

5.  The agency will pay annual agency dues January 1 in accordance with Association policy. 


           (Enclose check made payable to Teaching-Family Association in the amount of $ 1756.00.)
6.
The agency will maintain the Association documentation and materials assigned to the agency and ensure that appropriate administrative personnel at the agency are thoroughly familiar with the materials and their evolution.

	 As the Agency Director for
	       
	

	
	
	,

	
	(Developing Agency Name)
	

	 I commit my agency to the preceding assurances.

	      
	
	
	
	       

	Name
	
	Signature
	
	 Date


TEACHING-FAMILY ASSOCIATION

DEVELOPING AGENCY REGISTRATION MATERIALS

SPONSOR MEMBER AGENCY RESPONSIBILITIES ASSURANCES AGREEMENT

A Sponsor Member Agency of the Teaching-Family Association agrees to promote, support, abide by, and train the goals and objectives of the Association as they work with the Developing Agency.  The Sponsor Member Agency Director's signature on this agreement serves as an assurance that the agency will fulfill the following obligations.

1.
The Sponsor Agency will abide by all Standards of Ethical Conduct of the Association.

2.
The Sponsor Agency will encourage and support the participation of the Developing Agency in the work of the Association and will mentor them by participating with them in Association activities, particularly attendance and participation at the Certification & Ethics Committee meetings.

3.
The Sponsor Agency will keep the Certification & Ethics Committee updated on the progress of the agency’s development and will report any changes in timelines (i.e., expected initial application date).
4.
The Sponsor Agency will notify the Board of Directors or Certification & Ethics Committee chairperson if there is any change in affiliation.
5.
The Sponsor Agency will maintain and facilitate the Association documentation and materials related to agency development and ensure that appropriate administrative personnel at the agency are thoroughly familiar with the materials and related procedures.
	As the Agency Director for
	  
	

	
	
	,

	
	(Developing Agency Name)
	

	 I commit my agency to the preceding assurances.

	      
	
	
	
	  

	Name
	
	Signature
	
	 Date
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