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Roles and Responsibilities 

 
Site Staff 

o Complete self-study 

o Schedule interviews 

o Be available and responsive 

o Advise Peer Team on local travel and accommodations 

o Orient Peer Teams to the organization of files 

o Respond to pre-site questions from Peers 

o Follow-up as needed after the site visit 

 

Peer Reviewer 

o Represent HFA 

o Review self-study prior to visit 

o Review family and supervision files and other documentation as needed 

o Conduct interviews 

o Develop consensus ratings 

o Support on-site activities and Site Visit Report (SVR) development 

o Communication and meetings with site leadership 

o Writing and finalizing the SVR in HFAST 

 

HFA National Staff 

o Coordinate site visit date and assign Peers 

o Send surveys to HFA site staff and site advisory board 

o Available to provide TA and answer questions 

o Finalize SVR with Peer Team 

o Support site through entire accreditation process 

 

HFA Accreditation Panel 

o Review SVRs and Site Responses 

o Upgrade Standards brought into adherence 

o Make Accreditation Decisions 
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Accreditation Site Visit Checklists 

 

Pre-Site Visit Checklist  

 Submit Accreditation Application and Application Fee via HFAST.  Visit HFA website, 

Network Resources, filter by Topic, select Accreditation, download HFAST Accreditation 

Application Guide.  While you will fill out the application in HFAST, you will need to mail in 

the signature page and fee to the National Office.   

o Payment of Accreditation Application fees ($250) must be received prior to being 

placed on the site visit schedule. Once received, your Training & Technical 

Assistance Specialist will contact you to schedule a Pre-Site Visit Consult and 

select the dates for your visit.  

o Typically, site visits begin on a Sunday for file review.  If a Monday start date is 

preferred/needed, please indicate this to your Training & TA Specialist at the time 

of scheduling. In addition, please indicate your language needs for Peer 

Reviewers. 

o Site visit fees reflect a flat rate charged to the site for peer reviewer travel costs.  

These rates are adjusted over time to reflect changes in travel costs.  Your 

Training and TA Specialist will confirm the fee for your visit.  HFA invoices sites for 

peer expenses within 30 days following the site visit.  

 

 Prepare.  The resources included in this guide can be used at your site to help determine 

your site’s adherence to the standards. 

 

 Self-Study.   This can be submitted electronically, on a flash drive, or hard copy in a 

binder.  The Best Practice Standards (BPS) is the guidance document utilized for 

completing your Self-Study. Please be sure to ask your Training & TA Specialist for the 

most recent version of the BPS.  

o Include HFA Face Sheet as the cover page.  

o Organize your Self-Study by creating separate 

folders or tabs for each Critical Element 1-12 

and Governance & Administration.  Sample 

images of the self-study structure can be 

found on page17. 

o Utilize the Tables of Documentation, (the 

column labeled Pre-Site Documentation to 

include in Self-Study) to determine what 

information should be included in your Self-

Study. These are found at the end of each 

Critical Element in the Best Practice 

Standards.  A sample of this document can be 

found in the Appendix. 

https://www.healthyfamiliesamerica.org/network-resources/hfast-accreditation-application-guide/
https://www.healthyfamiliesamerica.org/network-resources/hfast-accreditation-application-guide/
https://www.healthyfamiliesamerica.org/network-resources/face-sheet-for-site-self-study/
https://www.healthyfamiliesamerica.org/network-resources/tables-of-documentation/
https://www.healthyfamiliesamerica.org/network-resources/face-sheet-for-site-self-study/
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o Provide sufficient detail in the narratives to paint a clear picture for outside 

reviewers.  Describe it in a way that others could replicate the process. 

o If a policy is asked for, provide the individual policy in the self-study – do not 

reference the entire Policy and Procedure Manual. HFA encourages sites to utilize 

the sample P&P template, Policies and Procedures. 

o Provide documentation (i.e., forms, guidelines, policies, spreadsheets etc.) 

directly behind the narrative (whether electronic or paper).  If the documentation 

is requested in another standard under the same Critical Element, you do not 

have to submit it again.  Instead, reference the standard it was provided in 

originally. However, you may want to highlight a specific detail from that piece of 

documentation. In that case, it may make sense to resubmit it with highlights. 

o You may wish to utilize HFA spreadsheets for standards -, unless you have a data 

system to collect and report data using HFA methodology. See definitions, 

methodologies, and links to all resources in the Glossary section of the Best 

Practice Standards.   

o The self-study should be a stand-alone document with enough information to 

address standards required to have pre-site documentation in your self-study.   

 

 Staff and Advisory Group Surveys 

HFA staff will email a survey link to your staff and advisory group members about 8-12 

weeks prior to your site visit.  Please be sure to send a list of staff and advisory group’s 

email addresses to HFA staff. The survey topics can be found in the 4th column of the 

Tables of Documentation.  Below are examples of questions found in the surveys.   

 

Sample Staff Survey Question 

Each family’s unique strengths and needs are explored with the family and 

factored into all areas of service delivery (initial engagement, home visiting, and 

supervision). 

Always 
Most of the 

Time 
Sometimes Seldom Never 

 

Sample Advisory Group Survey Question 

The site puts a focus on quality by continuously evaluating the effectiveness of 

its services and taking action to continuously improve quality. 

Strongly 

Agree 
Agree Neutral Disagree 

Strongly 

Disagree 

Don’t 

Know 

 Confirmation of Site Visit Date & Peer Review Team (approximately 1-2 weeks prior to 

the due date of your self-study) 

https://www.healthyfamiliesamerica.org/network-resources/2018-2021-sample-hfa-policies-and-procedure/
https://www.healthyfamiliesamerica.org/network-resources/spreadsheet-landing-page/
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o You will receive a confirmation letter identifying the following: 

• The dates of the site visit.   

• The Peer Reviewer Team contact information including addresses.  

• Information about how to submit your Self-Study 

 

 Submission of Self-Study (6 weeks prior to site visit) 

o Send a copy of the completed self-study to each Peer Reviewer.  

o Send a copy to your Training & TA Specialist.  

o Keep a copy of the completed self-study for your site. 

 

 First Contact with Peer Reviewers  

o The Peer Team will contact your program soon after receiving your self-study to 

discuss travel logistics.   

o The Peer Team will need recommendations from you regarding the airport to fly 

into, as well as hotels in the area that you recommend.  

o The Peer Team will reserve a rental car for the visit, unless the site plans to 

provide transportation for the peer team to and from the airport, and to and from 

the office each day. 

o If you have not received communication from the Peer Team within 4 weeks of 

the visit, please feel free to call or email the Peer Team.  If you are still unable to 

contact the Peer Team, please call your Training & TA Specialist for assistance. 

 

 Setting the Site Visit Agenda  

o The Peer Team will coordinate with you in setting up the agenda for the site visit.   

o The file/documentation review will always occur first with interviews following. 

o The Peer Team will email a draft of the agenda to you 4 weeks prior to the visit so 

that you can schedule the individuals who will be interviewed.  Please note there 

is some flexibility with the agenda.  The Peer Team will work with you to make 

adjustments when needed.  

 

 Request for Additional Materials  

o The Peer Team will conduct a review of your self-study over the course of the time 

leading up to the site visit.   

o It is during this time that the team will identify additional documentation they 

would like to see pre-site or on-site.   
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o Be sure to include any updates or any new information since you put together the 

self-study.  Particularly updates you have made to any policies or analyses, as 

updates to these cannot be accepted once the peers arrive on site. 

o The Peer Team will email both a copy of the final agenda and any additional items 

the team would like to see on-site during the review period prior to the visit. 

 

 Selection of Family Files.  The Peer Team 

will ask for an active caseload list 

approximately one week before the visit so 

the peer team can select which files will be 

reviewed. The list of all active families by 

home visitor should include: 

o Participant/family ID  

o Enrollment date 

o Date of the focus child’s birth 

o Current level of service 

o Length in program 

o Suspected developmental delay 

indicated (this may be a separate 

report) 

o Elevated Depression Screens 

o CPS Report made by staff 

 

 Additional Family Files will also be selected: 

o 3 most recent closed files on Creative Outreach (Standard 3-3.B)  

o 3 most recent files with a planned transition (Standard 4-4.B)  

o Files in which either a participant or child death occurred (Standard GA-5.B)  

 

 Electronic Records? Advise the Peer Team if your records are maintained electronically 

and whether peers will be able to access them electronically while onsite. If they are not 

permitted to do so, it is your responsibility to print a hard copy of all file material for the 

files selected. 

 

 

 

  

https://www.healthyfamiliesamerica.org/network-resources/active-caseload-by-fss/
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 On-Site Visit Checklist 

 

 File/Documentation Review On-site  

o The Peer Team will review records when they 

get on site (typically on Sunday).  

o Before beginning the record review portion, 

the team will most likely want to sit down 

with you to go over the organization of your 

records.   

o The Peer Team will need time and a private 

space in which to review the files and other 

documentation. 

o The Peer Team will communicate which family files to pull a few days prior to the 

visit (typically Thursday) so the files are ready for review upon arrival. If the site 

has advised the electronic files cannot be accessed by the peers and need to be 

printed, peers will send the list of selected family files 5-7 days ahead of the visit 

(typically Monday).  The peer team will select files based on the number of home 

visitors: 

▪ 1 - 5 home visitors:  3 files per home visitor 

▪ 6 - 11 home visitors:  2 files per home visitor 

▪ 12 or more home visitors: 1 file per home visitor 

o Additional family files, as noted above, for Creative Outreach, Planned 

Transitions, CPS Reports or Participant/Child deaths, will be reviewed. The Peer 

Team may also ask for additional records, when needed, to support recent 

practice of a particular standard(s). 

o The Peer Team will also review the corresponding supervision notes per FSS and 

family file selected. 

o Please have Staff Meeting Minutes and Advisory Group Meeting Minutes 

available.  

o Please have personnel files available for all HFA staff for review.  

o You will need to be available throughout the review in case there are questions.  

 

 Welcome Meeting 

o On the morning of day two (typically Monday), the site visit will start with an 

Welcome Meeting where the Peer Review Team will introduce themselves, 

provide an overview of what to expect during the next couple of days and provide 

an overview of the Accreditation Process.  The team will also clarify their role as 

impartial, objective observers that do not provide technical assistance. 

✓ Documentation 

review 

✓ Daily leadership 

briefings 

Site Visit Day 1 
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o All site staff should attend. You may invite 

others if you would like. We recommend 

advisory/governing board members, the 

executive director of the host agency, etc.  

Typically, all individuals who will be 

interviewed (excluding families) are 

recommended to attend. 

 

 Interviewing On-site  

o The Peer Team will interview staff (program 

managers, supervisors, and direct service 

staff). 

o In addition to staff, the team will interview the supervisor of the program 

manager, and one to two advisory board members and some families 

participating in the program.   

o Staff may bring a file with them into the interview.  This file should be selected by 

staff and can be used to illustrate practice. 

o To help put staff at ease, you may consider mock interviews prior to the site visit. 

o Family interviews are often conducted individually as well. 

 

Sample Home Visitor Interview Questions: 

● What strategies do you use to build trust with families, engage them, and retain 

them? 

● When do you put a family on Creative Outreach?  What do you do during that 

time?  Do you discuss these families during supervision? 

● What does a typical supervision session look like? 

● How is child maltreatment handled at your site? 

 

Sample Family Interview Questions: 

● How did your home visitor build trust with you so you felt good about allowing 

them into your home? 

● Was there a time you were not available for visits for a period of time?  If yes, what 

did communication during that time look like? 

● Has your home visitor been able to help connect you with other resources in your 

community?  If yes, did they follow-up to be sure you were connected? 

 Compiling the Site Visit Report (SVR) 

o After reviewing files/documentation and conducting interviews, the Peer Team 

will compile a preliminary SVR.  

✓ Welcome Meeting 

✓ Interviews & 

provide more info 

✓ Daily leadership 

briefings 

Site Visit Day 2
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o A sample of this preliminary site visit report is included as a resource on page 22.  

 

 The Exit Meeting  

o First, the Peer Team will meet with the site 

leadership to seek any additional 

documentation of adherence.  There should 

be no surprises at the formal exit meeting. 

While they are not able to give actual 

ratings, they will provide an overview of their 

preliminary findings.  

o Once site leadership has been briefed, the 

Peer Team will present an overview of their 

preliminary findings to the entire staff 

including the strengths and areas that need 

strengthening. 

o Again, no ratings will be provided. 

o As with the Entrance Meeting, all staff should attend. You may invite others if you 

would like, such as advisory/governing board members, the executive director of 

the host agency, etc.  

o Site visits will end mid-late afternoon on the last day of your visit.  

 

 Next Steps 

o The HFA Training & TA Specialist will finalize and send the SVR 4-6 weeks after 

the site visit. 

o The HFA Training & TA Specialist will schedule a Post Site Visit Consultation with 

you to go over the SVR in detail and discuss next steps to complete the 

accreditation process including verifying adherence with GA-7 standards.  
 
 

  

✓ Interviews & 

provide more info 

✓ Pre-exit with 

leadership 

✓ Exit Meeting 

Site Visit Day 3
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After the Site Visit 

 

Here is what you can expect after you receive your written Site Visit Report (SVR) 

 

 

There are 15 Essential standards 

o 2-1.B: The administration of the FROG scale to learn about family strengths and 

challenges. 

o 3-3.B: The use of Creative Outreach as a trauma-informed strategy to build trust and 

re-engage families who have missed visits. 

o 4-2.C: The use of HFA Level Change Forms to review family progress and 

decrease the frequency of home visits. 

EXPEDITED 

o 85% of all 3rd order and stand-alone 

2nd order standards are in adherence 

o All 1st order standards are in 

adherence 

o All Safety standards are in adherence 

o All Essential standards are in 

adherence 

ESSENTIAL RESPONSE 

o Meets threshold to be expedited 

EXCEPT all Essential standards are not 

yet in adherence 

RESPONSE TO PANEL 

o Less than 85% of all 3rd order and 

stand-alone 2nd order standards are 

in adherence, or 

o One or more 1st order standards is 

not yet in adherence, or 

o All safety standards are not yet in 

adherence 

SVR indicates if 

threshold for 

accreditation is 

met 
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o 5-4.B: The development of an Equity Plan to support the site in achieving greater 

equity in all facets of its work. 

o 6-1.C: The implementation of the Service Plan, the intentional work of the FSS to 

respond to concerns that families have shared. 

o 6-2.B:  The supports that FSSs provide around setting and achieving goals with 

families. 

o 6-3.B, C and E:  The use of CHEERS to observe, partner with and support 

families in developing nurturing parent child relationships, and the supervisor 

support to staff around this important aspect of their work. 

o 9-1.D: The processes for hiring HFA direct service staff. 

o 10-4.A, B and C:  The Core trainings required of staff within certain timeframes 

o 12-2.B:  The provision of weekly reflective supervision to all direct service staff. 

o GA-3.B: The practice of informing families of their rights and about the 

processes around confidentiality at the start of HFA services. 

 

There are 6 Safety standards 

o 9-3.B:  Staff criminal background check 

o 10-2.D:  Child abuse and neglect Orientation prior to work with families 

o 12-1.B:  Frequency and duration of supervision 

o GA-3.C: Site practices related to informed consent when sharing family information 

o GA 4-A & B:  Policy and practice around child abuse and neglect reporting. 

 

National Office Standards 

GA-7 standards are evaluated as the last activity and all GA-7 standards must be in 

adherence prior to receiving an award of accreditation. Sites are encouraged to begin 

working on these at the start of the accreditation process because it often involves 

collaboration with other departments within your organization.  Follow the links below to find 

resources to assist you: 

o GA-7.A:  HFA required data is kept up to date through HFAST 

o GA-7.B:  The site is up to date with all fees 

o GA-7.C:  The site utilizes the HFA name, logo, and brand according to HFA graphic 

standards  

o GA-7.D:  The site notifies HFA national office in advance of participation in a research 

study involving the HFA model or participant families, past or present enrolled in HFA 

services; and provides information on the study as described in the HFA site research 

policy.  

o GA-7.E:  The site notifies HFA national office of critical incidents at the local site level 

https://www.healthyfamiliesamerica.org/network-resources/ga-9-informational-guide-hfast/
https://www.healthyfamiliesamerica.org/network-resources/recorded-video-choosing-your-name-and-logo/
https://www.healthyfamiliesamerica.org/network-resources/hfa-site-research-policy/
https://www.healthyfamiliesamerica.org/network-resources/critical-incident-form-for-reporting-to-hfa-national-office/
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Accreditation! 

Once accredited, sites will receive 

an Accreditation Certificate and 

letter of acknowledgement from 

Prevent Child Abuse America as 

well as a sample press release. 
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The HFA Best Practice Standards 

The HFA Best Practice Standards establish the expectation for the policies and practices of 

HFA sites around the world. These standards have been constructed through research and 

consensus from the field and are updated every four years. 

The HFA Accreditation process originally evolved during a time when the HFA network was 

experiencing rapid growth. During this expansion, HFA affiliate sites expressed a desire for it 

to “truly mean something” when sites called themselves “Healthy Families”. The 

accreditation process was initially developed out of this desire and need. Still today, HFA 

accreditation ensures sites are providing high-quality home visiting services in fidelity with 

the HFA model.  

Accreditation is quite an achievement. 

But the process is just as important.  Through the completion of a self-study, a site visit, and 

additionally, potential responses to the HFA National Office, HFA sites have a unique 

opportunity to reflect on everything from their policies to their practices and receive 

feedback from objective reviewers. And while HFA sites always have Training & Technical 

Assistance Specialists available to them, the accreditation process is a time when these 

National-level staff become even more involved with the happenings at the local level, as 

they provide support to help sites achieve accreditation.  

While the accreditation process is required every few years, sites are encouraged to 

embrace a philosophy of continuous quality improvement by making the HFA Best Practice 

Standards a part of everyday practices and ongoing activities.  

 

 

 

 

 

 

 

 

The Organization of the Best Practice Standards 

The HFA Best Practice Standards serve as the site’s guide to model implementation. In 

preparing for accreditation, it is very important to understand not just the content written 

within the standards, but how they are organized.  

The Standards are broken down into 13 overall sections, which we call “First Order 

Standards”. They are labeled 1-12, and the 13th is called Governance and Administration. 

HFA Best 

Practice 

Standards 

What does the research tell us? 

What is happening in the field? 
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Within “Standard 2” the next level of 

standards are “Second-order 

standards”. Standards 2-1 is a second 

order standard. 

 

Third-order standards are typically the most 

detailed, and contain a few different components, 

which we will explore on the next few pages. 
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Now that you understand the difference between the first, second, and third order 

standards, let’s dig deeper into the third order standards.  Here’s a walkthrough for 

Standard 7-1. B 

This is the “third order standard 

language”.  You can think of it as 

the elevator pitch for the 

standard overall – a concise way 

to encapsulate what this 

standard is all about! 

This is the intent!  Whenever you 

see blue text, you know you are 

looking at the intent of the 

standards.  This helps to clarify 

the language above, going into 

more detail about the “why” of 

this standard. 

These are the rating indicators.  

They always appear with a green 

scale. 

Notice the bolded text?  This is to 

clearly demarcate the difference 

between a 2 and 3 rating! 

Last, we have the Tips, which are always 

in a navy blue box following the 

standard.  These tips are for the site.  

Peer Reviewers will not be holding the 

site to anything found in the tips.  For 

instance, here is a tip about 

documenting the health provider for ALL 

participating family members.  While 

having this as part of your practice 

would be great, it is not a requirement.   
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Appendix 

 

Sample Self-Study Structure.  Sample images below are for formatting purposes only.  

Information on the Self-Study is found on page 4. 

 
 

 
 

  

Organize your Self-

Study folders by 

Critical Element 

Then, inside the folders (or 

tabs) label and organize 

files by their 2nd  and 3rd 

order standards. 
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Tables of Documentation.  At the front of the HFA Best Practice Standards, just after the 

Glossary, you will find the Summary and Guidance for Data Collection Timeframes that lists 

the data collection required in the HFA Best Practice Standards.   

 
Also in the BPS are the Tables of Documentation, found at the end of each Critical Element.   

  

https://www.healthyfamiliesamerica.org/network-resources/8th-edition-bps-tables-of-documentation/
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Self-Study Work Plan.  Download this customizable work plan to help you stay on track! 

 

 

Sample Site Visit Agenda  for a typical 3-day site visit 

Sunday, June 15 
 

9:00 A.M. – 5:00 P.M. Check in with Program Manager (PM) about any:  

• updates to practice since the self-study was completed 

• additional information requested by peers prior to the site visit 

• changes to the agenda 
 

PM/Supervisor to provide an overview of the family files, how organized 

and key home visit and assessment activities linked to file review.  

Peers to review family files, supervision records, training records, 

advisory group meeting notes, team meeting minutes and any other 

relevant documentation.  

Working Lunch 

Debrief with Program Manager (request any additional evidence needed) 

 

Monday, June 16 
 

8:30 A.M. – 9:00 A.M.  Peers arrive  

9:00 A.M. – 9:30 A.M.  Welcome Meeting with all staff and whomever else you would like to 

invite 

9:30 A.M. – 10:00 A.M.  Interview 2 Advisory Board Members (15 minutes each) Names 

10:00 A.M. – 10:15 A.M. Regroup/Break 

https://www.healthyfamiliesamerica.org/network-resources/self-study-work-plan/
https://www.healthyfamiliesamerica.org/network-resources/self-study-work-plan/
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10:15 A.M. – 11:45 A.M. FSS/FRS Interviews (individually, 30 minutes each) 

10:15 A.M. – 10:45 A.M. FSS/FRS 1 Name 

    10:45 A.M. – 11:15 A.M. FSS/FRS 2 Name 

    11:15 A.M. – 11:45 A.M. FSS/FRS 3 Name 

11:45 A.M. – 12:45 P.M.  Working Lunch 

12:45 P.M. – 2:15 P.M.  FSS/FRS Interviews (individually, 30 minutes each) 

12:45 P.M. – 1:15 P.M.  FSS/FRS 4 Name 

1:15 P.M. – 1:45 P.M.  FSS/FRS 5 Name 

1:45 P.M. – 2:15 P.M.  FSS/FRS 6 Name 

2:15 P.M. – 2:30 P.M.  Break/Regroup 

2:30 P.M. – 3:30 P.M.  FSS/FRS Interviews (individually, 30 minutes each) 

    2:30 P.M. – 3:00 P.M.  FSS/FRS 7 Name 

    3:00 P.M. – 3:30 P.M.  FSS/FRS 8 Name 

3:30 P.M. – 4:15 P.M.  Supervisor Interviews (individually, 45 minutes each) 

    Peer 1 with Sup 1 Name 

    Peer 2 with Sup 2 Name 

4:15 P.M. – 4:45 P.M.  Peers Regroup/Review Documentation/Debrief 

4:45 P.M. – 5:00 P.M. Debrief with Program Manager (request any additional documentation 

needed) 

Tuesday, June  17 

8:30 A.M. – 9:30 A.M.  Personnel File Review & Any Other Documentation Still to Review 

9:30 A.M. – 10:00 A.M.  Interview Program Manager- Name 

10:00 A.M. – 10:20 A.M. Interview Program Manager’s Supervisor - Name – Title 

10:20 A.M. – 11:00 A.M. Break/Regroup/Rate Standards 

11:00 A.M. – 12:00 P.M.  Family Interviews (individually, 15 minutes each) 

Identify language/interrupter needs for peers/families 

Site to invite families from a variety of FSS 

    11:00 A.M. – 11:15 A.M. Peer 1 with family 1 Name 

        Peer 2 with family 2 Name 

    11:15 A.M. – 11:30 A.M. Peer 1 with family 3 Name 

        Peer 2 with family 4 Name 
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11:30 A.M. – 11:45 A.M. Peer 1 with family 5 Name 

        Peer 2 with family 6 Name 

11:45 A.M. – 12:00 P.M.  Peer 1 & 2 with family 7 Name 

12:00 P.M. – 1:00 P.M.  Peers to work on report – Working Lunch 

1:00 P.M. – 2:00 P.M.  Finalize Site Visit Report (SVR) 

2:00 P.M. – 2:30 P.M. Pre-Exit Meeting with PM and whomever PM would like to attend – add 

names  

2:30 P.M. - 3:30 P.M.  Exit Meeting  

  

Family and Supervision File Checklist.  The Peer Team utilizes this checklist when 

reviewing family files and supervision notes. 
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HFA Pre-Site/On-Site SVR. The Peer Team utilizes a paper or digital version to record notes 

and preliminary ratings. 

 


