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Preparation for the NNACP Certification Renewal Site Review Visit
NNACP Site Review Schedule 

Appendix A is a fillable NNACP Site Review Schedule. The red (click here to enter text) boxes are to be completed by the NNACP Director in collaboration with the NNACP Site Review Team. The blue (click here to enter text) boxes are to be completed by the nursery applicant’s Site Coordinator. Typically, during a one-day Site Visit, the two-member NNACP Site Review Team will together conduct eight observations and interview eight individuals representing the following categories:
1. Hospital/Nursery Administration Professionals;

2. Nursery Leadership Team;

3. Representatives from varied nursery disciplines (e.g., neonatologists, staff nurses, respiratory therapists, occupational/physical therapists, lactation specialists, developmental specialists, psychologists, social workers);

4. Members of the Developmental Team;

5. NIDCAP Professionals (e.g., NIDCAP Center Director/Co-Director, NIDCAP Trainers/Master Trainers, APIB Trainers, NIDCAP Trainees);

6. Chair of the Family Advisory Board;

7. Parents who have either experienced the nursery in the past, or who are currently experiencing the nursery with their infant; and

8. Community service providers.  

The individuals identified above are interviewed preferably in a one-to-one face interaction with one of the NNACP Site Reviewers, but they may be interviewed in groups of two to four by one or more of the Site Reviewers.

Once the Site Coordinator has selected the individuals who will participate in the interview process the Site Coordinator schedules these professionals in the time slots provided in the NNACP Site Review Schedule; Appendix A. Enter the name and professional credentials of the Interviewee, and the location of the interview, as indicated by “Mtg. Room,” in the fourth column of the Site Review Schedule. Each interview is scheduled for a one hour time slot; approximately 10 minutes of this interview time slot will be allocated for transporting the Site Reviewer to and from the Interviewee.  

During certain hours of the day, members of the Site Review Team may: conduct unit observations; review charts; examine hospital policies, procedures and guidelines; and participate in unit Rounds, and/or the NICU Follow-Up Clinic. These activities are usually scheduled around designated interview times. Four-six time slots per the one-day site visit have been allotted for the Site Reviewers to conduct these activities (these time slots are indicated by “OTHER” on the last page of the schedule, and will be completed by the NNACP Director).

Some of the Site Reviewers may wish to visit the unit during the evening hours. This provides the Site Reviewers the opportunity to observe the nursery at different hours of the day and meet some of the night staff. Please make arrangements for the transportation of the Site Reviewers to and from the hospital during the morning and evening hours.

The Site Coordinator must provide a Bio-Sketch and photograph (if available) of each professional on the Nursery Leadership Team (see Appendix B). In addition, the Site Coordinator should also complete the NNACP Certification Renewal Site Review Checklist (Appendix C) which serves as a guide for the Site Coordinator and ensures that all final preparations have been made prior to the arrival of the Site Review Team. 

Email the completed NNACP Site Review Schedule, Bio-Sketch Profiles, and the NNACP Site Review Checklist to the NNACP Director approximately one month prior to the Site Review (see Submission Instructions, page 4).
NNACP Site Review Logistical Needs

In preparation of the Site Review the Site Coordinator must complete the following:

1. Make hotel reservations and payments for the two NNACP Site Reviewers.
2. Provide a map of the airport and instructions for transportation to the hotel. This should be emailed to the NNACP Director, who will then email it on to the NNACP Site Reviewers.

3. Organize a packet of informational materials to be presented to each Site Reviewer upon check-in at the hotel. This packet should contain: The most current NNACP Site Visit Schedule; information regarding transportation to and from the hotel and hospital; and suggestions for restaurants near the hotel.

4. Organize and coordinate transportation between the hotel and hospital for the Site Reviewers (including transportation arrangements for evening observations of the nursery).

5. Reserve a room near the nursery for the exclusive use of the Site Reviewers to review charts, discuss their observations and experience of the nursery, and/or to meet as a team at the end of each day. This room should be close to the hospital cafeteria and bathrooms. The room should also have the capacity to be locked so that the Site Reviewers may leave their coats, personal belongings, and review materials in the room when conducting interviews and/or observations.

6. Provide site escorts to guide the Site Reviewers to and from their interviews, observations of the nursery, and/or participation in unit rounds or the NICU Follow-Up Clinic, etc.

7. Make arrangements for translators (one for each Site Reviewer) if the country’s language is not English. The translators must be fluent in English and have knowledge and experience with hospital NICUs and medical/nursing terminology.

8. Make arrangements for the Site Reviewers to be escorted on the first second day of the Site Visit along the path that families take from the hospital parking lot through the hospital to their infants’ bedsides. 

9. Email the completed NNACP Site Review Schedule, Bio-Sketch Profiles, and the NNACP Site Review Checklist to the NNACP Director approximately one month prior to the Site Review Visit (see Submission Instructions, page 4).

10. Email completed evaluation forms (Site Coordinator Evaluation, Nursery Applicant Evaluation; www.nidcap.org; NIDCAP Nursery) at the conclusion of the Site Visit to the NNACP Director (approximately one week after Site Visit is completed; see Submission Instructions, page 4).
Submission Instructions

Once the Site Coordinator completes the NNACP Site Review Schedule (Appendix A) it should be emailed as an attachment to the NNACP Director. The Director will then meet with the NNACP Site Reviewers to determine the interview schedule and set the times for observation of the nursery; chart review; and for attendance at unit rounds and/or the NICU Follow-Up Clinic. Once the schedule is developed the NNACP Director will send the Site Visit Schedule back to the Site Coordinator for final review.

Please email the completed NNACP Site Review Schedule, Bio-Sketch Profiles, and the NNACP Site Review Checklist back to the NNACP Director approximately one month prior to the Site Review Visit (www.nnacpdirector@nidcap.org).

Email completed evaluation forms (Site Coordinator Evaluation, Nursery Applicant Evaluation; www.nidcap.org; NIDCAP Nursery) at the conclusion of the Site Visit to the NNACP Director (approximately one week after Site Visit is completed). 

If you should have any questions or concerns, please contact the NNACP Director:

Rodd Hedlund, MEd

Director, NIDCAP Nursery Assessment and Certification Program
©NIDCAP Federation International

www.nnacpdirector@nidcap.org
785-841-5440
APPENDIX A

NNACP SITE REVIEW SCHEDULE

NIDCAP Nursery Assessment and Certification Program Site Review

Site Name:  Click here to enter text
Dates of Site Visit:  Click here to enter text
NNACP Site Review Team: 
Click here to enter text

Click here to enter text

Click here to enter text
NNACP Certification Renewal Site Review Schedule
	Day/Date:

Click here to enter text
	NNACP Site Review Team Arrives:  NICU Members Welcome Site Visitors

                      Hotel:  Click here to enter text


                      Hotel Phone/Fax #:  Click here to enter text
PPN
                      Working Dinner Meeting:  Site Review Team

	Day/Date

Click here to enter text
	                          NNACP Site Review Schedule:

                            One-Day, On-Site Review

	7:30

	                             NNACP Site Review Team Departs for Hospital  

            Transported by:   Click here to enter text


	8:15-

10:30

Click here to enter text

	Time
NNACP Reviewer
Interviews/Other*
             Mtg. Room
8:15-
9:15
1. Click here to enter text
Click here to enter text
Click here to enter text
2. Click here to enter text
OTHER*
Click here to enter text
Click here to enter text
9:30-
10:30
1. Click here to enter text
Click here to enter text
Click here to enter text
2. Click here to enter text
OTHER*
Click here to enter text
Click here to enter text
       


NNACP Certification Renewal Site Review Visit, Continued
	Day/Date

Click here to enter text

	                                         NNACP Site Review Schedule  

Time
NNACP Reviewer
Interviews/Other*
                Mtg. Room
10:30-
10:45
BREAK
Click here to enter text


	11:00-

13:15
	Staff Interviews/Other*

Time
NNACP Reviewer
Interviews/Other*
Mtg. Room
11:00-
12:00
1. Click here to enter text
Click here to enter text
Click here to enter text
2. Click here to enter text
OTHER*
Click here to enter text
Click here to enter text
12:15-
13:15
1. Click here to enter text
Click here to enter text
Click here to enter text
2. Click here to enter text
OTHER*
Click here to enter text
Click here to enter text


	13:15-14:15
	Lunch at Hospital Restaurant





                                          KEY

           OTHER* = 
NICU Observation Document/Chart Review


NICU Rounds (see below)

NICU Follow-Up Clinic 


Prenatal Diagnosis Meeting 


Scoring of NIDCAP Nursery Certification Criterion Scales (NNCCS)

Scheduling:  NICU Follow-Up Clinic, BPD Clinic, NICU Rounds, Etc

Please list specific clinics that would be of interest for the NNACP Site Review Team to observe, as well as the days and times that these clinics are conducted. 
Click here to enter text
	Day/Date:

Click here to enter text
14:30-15:30
	NNACP Site Review Schedule

Staff Interviews/Other*

Time

NNACP Reviewer

Interview/Other*

Mtg. Room

14:30-

15:30
1. Click here to enter text
Click here to enter text
Click here to enter text
2. Click here to enter text
Click here to enter text
Click here to enter text


	
	

	15:45-18:00

	Staff Interviews/Other*

Time

NNACP Reviewer

Interview/Other*

Mgt. Room

15:45-

16:45
1. Click here to enter text
Click here to enter text
Click here to enter text
2. Click here to enter text
OTHER*
Click here to enter text
Click here to enter text
17:00-

18:00
1. Click here to enter text
Click here to enter text
Click here to enter text
2. Click here to enter text
OTHER*
Click here to enter text
Click here to enter text


	18:15
	NNACP Site Review Team Returns to Hotel.   Transported by:     Click here to enter text

	19:00
	Dinner

	20:30


	NNACP Site Review Team Member(s) Return to NICU for Evening Observation.

Transported by:     Click here to enter text


	
	

	Day/Date

& Time


	               NNACP Site Review Team Departs for Home

               Transported to the airport by:    Click here to enter text



                                                APPENDIX B
BIO-SKETCH PROFILES
NURSERY LEADERSHIP TEAM 

& Interviewees
NURSERY Leadership Team

Please provide the information requested for each member of the Nursery Leadership Team. The Bio-Sketch should be about one-two paragraphs in length.  Photos may be digitally pasted just above the name of each individual.
For those professionals/staff who are not part of the Nursery Leadership Team, but will be interviewed during the course of the Site Review Visit, please provide their name, credentials and a few concise sentences regarding their role in the nursery.
1. Name:    Click here to enter text

Title:       Click here to enter text

Bio-Sketch:    Click here to enter text
2. Name:    Click here to enter text

Title:       Click here to enter text

Bio-Sketch:    Click here to enter text
3. Name:    Click here to enter text

Title:       Click here to enter text
Bio-Sketch:    Click here to enter text
4. Name:    Click here to enter text
Title:       Click here to enter text.
Bio-Sketch:    Click here to enter text
5. Name:    Click here to enter text
Title:       Click here to enter text
Bio-Sketch:    Click here to enter text
6. Name:    Click here to enter text
Title:      Click here to enter text
Bio-Sketch:    Click here to enter text
7. Name:    Click here to enter text
Title:      Click here to enter text
Bio-Sketch:    Click here to enter text
APPENDIX C

NNACP CERTIFICATION RENEWAL
 SITE REVIEW CHECKLIST
NNACP Certification Renewal Site Review Checklist
This checklist serves as a guide for the Site Coordinator and ensures that all final preparations have been made prior to the arrival of the Site Review Team (Site Coordinator may wish to make a copy of this document for his/her records).


1. Make hotel reservations for Site Reviewers . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
 FORMCHECKBOX 

2. Email map of airport/instructions for transportation to hotel to NNACP Director. . . . . . . . . . . . . . . 
 FORMCHECKBOX 

3. Complete information packet (with items below); deliver to Reception Desk of the hotel . . . . . . . . FORMCHECKBOX 

a. Final NNACP Site Visit Schedule . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . FORMCHECKBOX 

b. Information on transportation to and from hospital . . . . . . . . . . . . . . . . . . . . . . . . .
 FORMCHECKBOX 

c. Identification and directions to Hotel Conference Room . . . . . . . . . . . . . . . . . . . . .
 FORMCHECKBOX 

d. Restaurant suggestions near hotel . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
 FORMCHECKBOX 

e. Map of local community. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
 FORMCHECKBOX 

4. Reserve meeting room at hospital for Site Reviewers. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
 FORMCHECKBOX 

5. Arrange for escorts for Site Reviewers to and from interviews . . . . . . . . . . . . . . . . . . . .. . . . . . . . . . .
 FORMCHECKBOX 

6. Arrange for Site Reviewers to be escorted along the path to the infant’s bedside . . . . . . . . . . . . . .   FORMCHECKBOX 

7. Arrange for translator(s) (if applicable) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   FORMCHECKBOX 

8. Arrange for additional care plans to be available for review by the 
Site Reviewers’ during the NNACP Site Visit. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  FORMCHECKBOX 

9. Prepare a full set of Hospital/Nursery policies, guidelines and procedures for the 

NNACP Site Review Team to review during the Site Review Visit. . . . . . . . . .. . . . . . . . . .. . . . . . . . . .  FORMCHECKBOX 

10. Send NNACP Director email addresses of those to receive NNACP Summary Report . . . . . . . . . . . . 
 FORMCHECKBOX 

11. Distribute final NNACP Site Review Schedule to all Interviewees . . . . . . . . . . . . . . . . . . . . . . . . . . . .   FORMCHECKBOX 

12. Email NNACP Director NNACP Site Review Schedule, Bio-Sketch/Photos (Nursery 


Leadership Team/Interviewees) and the NNACP Site Review Checklist. . . . . . . . . . . . . . . . . . . . . . . .   FORMCHECKBOX 

Hedlund R, Kosta S                  
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