OSC Accreditation - Frequently Asked
Questions About Portfolios
Q. Do we need to have all the information listed as part of our Portfolio report held within the actual Portfolio?

A. In terms of items identified as “evidence” it is expected that a significant amount of information critical to day-to-day operations be already developed beyond being simply identified as a future follow up action or goal.  Given this, if this evidence does not yet exist or if it is simply intention at this stage to develop the evidence you have listed – do not include it in your report. The Validators use this report as a guide to validate what the organization already has in place and subsequently would be looking for concrete forms of evidence to coincide with the portfolio report.
Not all evidence however; once established has to be located within the actual portfolio.  Some evidence such as files may be in the directors’ desk, filing cabinets, memos boards, and/or the staff room etc… As long as where to find it is clearly identified on the OSC Accreditation Program Policies and Documents list for the Validators to track it easily and verify its existence in concrete form this is all that is required. 

Q. Do we need to send in our Portfolio to the Accreditation Office when applying for site visit?

A. No –Due to size and volume of Portfolio materials, and need for various pieces of information to be accessible on site, evidence is reviewed by Validators while at the program, at the time of the Site Visit only.

Q. Does it have to be in a box or a binder?

A. There is no standard way to develop or present portfolios.  This is to ensure that elements that are unique to programs may continue to reflect individual programs.  As long as the connection between evidence and standards is clear it may be organized in whatever fashion programs choose.

There are many ways that programs compile their evidence.  Following are a few examples:

· Banker’s Boxes

· Binder series

· Accordion Files

· Recipe Card Box and

· Electronic Files

and/or in some instances combinations of any or all of the above.

Q. Do we have to place copies of and/or blank sample forms in the portfolio or just reference them?

A. Some programs have “evidence” in various places from the OSC rooms to the Directors office or Head office. If preferred programs can identify on a Master Index Listing “where” in the program the evidence can be viewed and /or maintained to assist Validators in finding information easily - either way it is acceptable as long as all evidence is on site and accessible when Validators ask to view portfolio materials.  
Programs are also reminded to inform the Validators prior to the actual visit that a trip off site will be required to review documents or evidence that is located at another location (e.g. Head office) should programs be situated in various sites so that the visit schedule can be established accordingly.

Q.  What if we are planning observations as a means of providing evidence?  How can this information be tracked in portfolios?

A. It would depend on the reason the program is conducting observations.  If it is to support evidence of program planning to record children’s development/interests or/behaviors, written documentation would be helpful as a means of demonstrating how staff monitor ongoing progress of each child.  Photographs are also an excellent quick way of capturing evidence in action.

Q.  How long do Validators spend reviewing the portfolio?

A. Typically it takes between 3-4 hours.  If Validators have to search for  evidence it can take longer, so having information easily accessible, that is also current, clear and concise will be extremely important.

Q.  If we do not access the formal Portfolio service from ARCQE can we still have a Child Care coach informally review our Portfolio?

A. For those eligible for sponsored service support Portfolio review “may” be the option programs opt to apply Coach support hours towards, otherwise this service is always available to programs on a Fee for Service basis as well.  For programs accessing this support as a Fee for Service resource – Once a contract is in place Coaches/Mentors can review Portfolio’s  that programs have completed on their own and they will offer suggestions and/or recommendations.

Tips for Portfolios

· Remember accreditation is a team effort…involve staff in identifying what types of “evidence” they believe reinforce standards of Accreditation.  This will not only encourage participation but help them begin to recognize professional skills they contribute and unique evidence that the program possesses already as part of their collective expertise.  Remember the Portfolio reflects your program – specifically your staff/providers, families, and community so ensure they are a part of the process so they can speak to it if interviewed and/or asked.
· Not all evidence has to be “formal” in nature such as documents, policy manuals and/or handbooks.  Programs are also strongly encouraged to incorporate a variety of evidence from a wide array of sources which may include use of photographs, thank you cards and/or letters, community newsletters and/or notices.  As an additional way of sorting and organizing portfolios programs may wish to consider colour coding files, labels, cards, and/or forms as this will enable validators to review evidence more expediently.

· Keep your format open-ended.  This allows programs to easily add updates over time to demonstrate progress from the date of the site visit to the proposed date of each annual report and/or accreditation renewal period.  It is important to remain diligent about adding to your portfolio on an ongoing basis to reduce time spent preparing for future site visits.

· It is extremely important to date materials.  Dating program documents provides a wonderful progress record identifying when materials were developed, reviewed and/or revised.  Programs will also need to provide annual updates on how they are monitoring and/or maintaining standards and level of quality in their respective program.  Dating forms will also assist in providing summary reports annually as required.

· Inventory various skill sets within the staffing team.  Often programs have members on their team who are natural organizers.  Enlisting their involvement provides a wonderful way to reinforce a team approach to the Accreditation process.  Encourage other members of the program team to share their expertise and interests in other ways (conducting checklists on their respective rooms, coordinating observations of children to track programming interests etc…) relating to accreditation that support the process and minimize the work falling on the shoulders of only one or two people.  

· When considering types of “evidence” that will be helpful, review the indicators listed under each section which generally speak to how standards are ‘actioned’, then ask yourself “What type of information would help me show how the agency/program does this?  When working on the portfolio, learn to think outside the box – be creative – ask yourself:

· What support does my program provide to families?

· How do I as a director/owner support and/or recognize my staff?

· What involvement does our program have with our local community?
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