Georgia Association of Educational Office Professionals

Georgia Certified Educational Office Professional

GUIDELINES AND RULES
ELIGIBILITY
Members of the Georgia Association of Educational Office Professionals (GAEOP) may apply for GCEOP certification.

An applicant must be a member of GAEOP for at least one year prior to applying for GCEOP certification.  

The GCEOP certification has been set up to coincide with the NAEOP PSP (Professional Standards Program) and CEOE certification programs.  Continuous membership with GAEOP is required to maintain your certification.  

Submit the information requested with $25.00 to the PSP Chairman and make check or money order payable to: Georgia Association of Educational Office Professionals.  The information must be typed and verified by your local president (if no local association exists than your State President can verify).  Copies of membership cards, in-service training in seminars and workshops (CEU or SDU), course transcripts and verification must accompany your application.  
Certification is based upon: 
1. Membership in GAEOP, local AEOPs, and NAEOP

2. Offices held in all three associations

3. Years of experience in an educational office (a fiscal or an academic year is              considered one year of experience)

4. Attendance at in-service training programs, and educational requirements.  

In-service Training at Seminars/Conferences/Institutes/Workshops: Points may be earned through attendance of programs since July 1, 1985.  These programs may be sponsored by local, area, county, and/or state associations for educational office professionals; NAEOP; and/or an educational system or district.  They may also be sponsored by specialized, work-related, professional associations. Proof of attendance must be verified.   (Maximum 6 points.)
Point values for attendance at in-service programs:   Five day program - 5 pts.; four day program - 4 pts.; three day program - 3 pts.; two day program - 2 pts.; one day program - 1 pt.  Courses/programs conducted on an hourly basis: each six hours - 1 point.

Experience (yrs) in an educational office - one point per year of experience, maximum 10 points, credited as follows:

a. A fiscal or an academic year in an educational office is considered one year of experience.

b. A year of teaching is considered one year of experience.

c. Each two years of work experience in office areas other than education is considered one year of         experience.

NOTE: Work experience may be considered from time of graduation from high school.  Experience credit is cumulative from one certificate to another.

For the following, a maximum of 50 points can be awarded.  Applicant may submit any points earned since July 1, 1989.

· Membership in GAEOP - one point per years membership, maximum 10 points.

· Membership in local AEOP - one point per years membership, maximum 10 points

· Membership in NAEOP - one point per years membership, maximum 10 points

· Office held in GAEOP - one point per year you held office, maximum 10 points

· Office held in local AEOP - one point per year you held office, maximum 10 points

· Office held in NAEOP - one point per year you held office, maximum 10 points

· Committee Chair (all 3 associations) - one half point for each year held, maximum 8 points

· Committee Member (all 3 associations) - one half point for each committee participation, maximum 4 points.
· Years of Experience – one point for each year of work experience, as explained on pate one, maximum 10 points.

Educational Requirements:
Basic Certificate:
Five CEUs (Continuing Educational Units) or SDUs (Student Development Units) or 5 Points for In-service Training or 50 clock hours in college business courses plus 1 points experience and 2 points association from above.  

Intermediate:

Ten CEUs or SDUs or 10 Points for In-Service Training or 100 clock hours of college business courses plus 3 points experience and 10 points association from above.

Advanced:

Twenty CEUs or SDUs or 20 Points for In-Service Training or 200 clock hours or an Associate Degree or higher in Business Administration or Business Management plus 5 points experience and 20 points association from above.  Or a CEOE (Certified Educational Office Employee) certification from NAEOP, for which you must include a copy of your CEOE certificate and PSP certificate from NAEOP.  

Each course must be a minimum of 30 classroom clock hours.  Acceptable documentation verifying successful completion of course is:  official transcript; a certificate; and/or letter from the instructor.

Continuing Education Units (CEU) or Student Development Units (SDU):   each course must be a minimum of 3 CEUs or SDUs (1 SDU = 10 hrs).   Acceptable documentation verifying successful completion of course is: official transcript; a certificate; and/or letter from the instructor.

Inservice Courses:   organized educational inservice courses offered by school systems are acceptable to meet 30 classroom clock hour requirements.  Official documentation of the clock hours is required.  

An Official Transcript (copy) is acceptable documentation from the accredited college and/or university, and accredited business college.

APPLICATION FORM FOR THE GEORGIA CERTIFIED

EDUCATIONAL OFFICE PROFESSIONAL
Attached is documentation for lifetime GAEOP certification

1. GAEOP Association




1. [image: image1.wmf]Years of membership in GAEOP

___________
1. [image: image2.wmf]Years holding office in GAEOP

___________
1. Years as GAEOP committee chairperson
___________
1. Committee Member (which ones & years)
___________
1. Local AEOP Association

1. Years of membership in AEOP

___________


1. [image: image3.wmf]Years holding office in AEOP

___________


1. [image: image4.wmf]Years as AEOP committee chairperson
___________
1. Committee Member (which ones & years)
___________
1. NAEOP Association

1. Years of membership in NAEOP

___________


1. [image: image5.wmf]Years holding office in NAEOP

___________
1. Years as NAEOP committee chairperson
___________
1. Committee Member (which ones & years)
___________
AND the following documentation:

Basic Certificate:






1. Transcript of 5 CEUs or SDUs or 50 clock hours in college business courses

1. Statement of employment status and years of employment from appropriate agency  

Intermediate Certificate:


1. Transcript of 10 CEUs or SDUs or 100 clock hours in college business courses

2. Statement of employment status and years of employment from appropriate agency

[image: image6.wmf]Advanced Certificate:



2. Transcript of 20 CEUs or SDUs or 200 clock hours in college business courses

2. Statement of employment status and years of employment from appropriate agency 

OR
2. Copy of:  CEOE certificate & PSP certificate from NAEOP
GEORGIA CERTIFIED EDUCATIONAL OFFICE PROFESSIONAL

LIFETIME APPLICATION
Name  _________________________________________________________________________________
(As desired on certificate)
Address  _______________________________________________________________________________
(Mailing address)
[image: image7.wmf]
_________________________________________________________________________________
(City)


(County)

(State)


(Zip Code)
[image: image8.wmf]SSN:  _________________________
Phone: H/ ___________________
W/ __________________
Employed by:  __________________________________________________________________________
(Name of system / university / college or DOE)

Department/School:  _____________________________________________________________________
Position:  _______________________________________________________________________________
I am making application for (check one):
___________[image: image9.wmf] Basic Certification
___________[image: image10.wmf] Intermediate Certification
___________ Advanced Certification
[image: image11.wmf]
___________ Change in Certification
[image: image12.wmf]
The required forms, documentation and fee as specified in the guidelines are being submitted with this application.  (Note: Please do not submit originals, copies only, as all documents submitted become a part of the applicant=s permanent file)
[image: image13.wmf]____________________________________________
  Signature
[image: image14.wmf]______________________________
  Date

Rev. 5/7/2003
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