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An Overview of 
NAEYC’s New 
Early Learning Hub



Agenda & Objectives

• Knowledge of the new Early 
Learning Hub that is used to 
support programs with 
accreditation

• Awareness of new processes 
and requirements in the new 
portal

• Understand the steps to get 
started in new portal

• Purpose of Early Learning 
Hub

• Overview of how to access 
and use the Hub

• Application Process

• Renewal Process

• Resources & Support



New NAEYC Portal

• The new online portal will 
be a “one -stop -shop” for 
all your NAEYC needs, 
including membership.

• Users will have access 
based on role and 
assignment.

• Early Learning Hub is 
intended for Directors 
and Administrators that 
support programs with 
accreditation.

NAEYC 
Account

Early 
Learning 

Hub

LSU Hub

Organization 
Hub

Affiliate Hub



New NAEYC Portal

Once in the 
NAEYC My 
Account, use 
the “My 
Organizations” 
option to 
access the 
Early Learning 
Hub



Adding New Program

• For programs that 
are new to working 
towards 
accreditation, use the 
“Register a 
Program ” option 
from the NAEYC My 
Account to register 
the site.

• After the form is 
submitted, the new 
program’s ELP 
Record can be 
accessed under “ My 
Organizations”.



Early Learning Hub

• The Early Learning Hub (or ELP Hub) 
allows program to manage accreditation 
information and is intended for director 
and administrator use.

• All legacy portal users and program 
relationships were migrated to the new 
Hub.

• Existing users complete a password 
reset to access Hub for the first time.

• Individuals must have a NAEYC Hub 
Account before they can be added as an 
Admin, Primary or Secondary contacts 
to access ELP Hub.

• NAEYC membership is not required to 
have a NAEYC Hub Account.



Early Learning Hub
From the Home 
page, programs can:

• View their status 
and valid until 
date

• Access Annual 
Reports and 
Applications

• View summarize 
data for the 
program and 

• View invoices

• Make payments



Quality Journey Widget

On the ELP Hub Home 
page, the “Quality Journey” 
widget provides the 
program’s status and 
details on next steps. 

Provides the ability to:

• Submit Annual Reports

• Submit Annual Payment

• Complete initial 
Recognition or 
Accreditation 
Application 

• Complete renewal 
applications



Program Information
Programs are expected to keep their information 
in the Early Learning Hub current and up to date:

General Information
• Information about the program status 

and location

Staff
• Should include all teaching / caregiving 

staff

Sites and Certificates
• Key details on the Primary location and 

any eligible satellites – including details 
on hours and closure dates assessors 
will use

• Allows users to download the 
program’s certificate for Recognition or 
Accreditation

Classes
Includes all classes that are included in 
the program (and any eligible satellites)

Best Practice Recommendation 
Update information at least every 6 
months – and as staffing changes; 

should reflect closure and blackout 
dates 6 months out.



General Information
Program Profile

• Program Name, Main Phone Number & Website

Enrollment

• Enrolled by Age Group: Infant, Toddler, Preschool, 
Kindergarten

• Age groups on certificates reflect the data in these 
fields 

• Number of Families Served

Program Characteristics

• Program Type, Curriculum, Military Affiliation, Regulatory 
Status

Shipping Address

Mailing Address



Staff
• Within the “Staff” section, include all teaching / caregiving staff 

actively working in the program.

• If an individual is counted in ratio at any time – they would 
need to be included.

• This includes cooks that provide lunch breaks, etc.

• If an individual will ever be left alone with children – they 
would need to be included on staff list and have CPR / First 
Aid.

• This is NOT where individuals are added that need to access the 
ELP Hub.

• When the user’s email is added, they will have a NAEYC Account 
Hub create and will receive automated email (not the ELP Hub).

• NOTE – staff qualification documentation is no longer required.



Managing Staff
To add new staff:

• Use the “New” option to add staff

To edit existing staff:

• Use the drop -down option and select “edit” to update a staff record

• Uncheck “Active” in a staff’s record when the individual is no longer 
working within the program



Sites and Certificates
• Captures several details on the the physical location(s) that 

serve children. 

• Each Early Learning Program must have at least one (1) 
program site that reflects the primary location. 

• IMPORTANT - Ensure that all site information is kept up to 
date as NAEYC assessors will use this information when 
planning a visit, including:

• Days & Hours of Operation

• Closure Dates

• Security & Parking

• Language Needs

• Temporary Closure Information



Sites and Certificates
• Certificates can be downloaded for each location using the 

“Download” option

• Ensure that the address you add for the site is the physical 
address, not a P.O. Box or APO address.

• If a site is temporarily closed but will reopen (e.g., if it is 
undergoing construction), you can note that in the site 
record.

• Use the “New” option to add new record

• Use the drop -down option and select 
“edit” to update a record

• To delete a site record, click edit and 
uncheck "Is Active"



Sites and Certificates

Satellites

• A satellite location is defined as an additional 
geographic location for a program that houses one or 
more of a program’s class(es) of children AND the 
class(s) are under the same program administration 
and budget as the primary site. 

• Include number of children and mileage requirements 
for eligibility.

• See the Policy Handbook on the NAEYC website for 
additional requirements for satellites.



Satellite Certificates
• When a program has satellites:

• A certificate is available for each site 

• Each certificate reflects:
• the same Program ID

• the program name listed under “Program Info – General Information”

• ALL ages the programs serves based on the age group fields under 
“Enrollment”

• the site address within the “Program Site” record



Classes
• The class list should include all classes that serve 

children.

• This includes any eligible satellites.

• IMPORTANT - Ensure that class information is kept up 
to date as NAEYC assessors will use this information 
when planning a visit. 

• Use the “New” option to add 
new record

• Use the drop -down option 
and select “edit” to update a 
record

• To delete a site record, click 
edit and uncheck "Is Active"



Applications and 
Reports

Application History
• View completed applications in new system

Site Visit History
• View completed site visits in new system

Annual Report History
• View completed Annual Reports in new 

system

Incident Report
• Provides one option for programs to submit 

Incident (72 hour) Reports

• Programs can also continue emailing the 72 
hour Form to QualityAssurance@naeyc.org

mailto:QualityAssurance@naeyc.org


Application History

• Application results will be available here

• A summary of the application result is available along with a 
link to reports that provides scores by assessment item

• Tier indicates whether it was Recognition to Accreditation

• Renewal? Indicates if it was a renewal application

• Submitted date reflects the date the program submitted to 
NAEYC

• Result displays the overall result of the application

Links are available for a 
score summary or score 
detail. Selecting either will 
open up a report to view or 
export.



Application Score 
Summary
The Application Score Summary includes the following:

• Criteria Name : Indicates if All Items and Required Items

• Attained Percentage : Percentage of assessment items met, based 
on the number of items met divided by the total number of items 
assessed

• Result : Pass or Fail 

• Unmet Items : List of assessment item that were NOT met (e.g., 
R.1.01, A.1.01)

Two sets of scores are 
visible when the 
application has gone 
through re -submission



Application Score 
Details

The Application Score Details Report includes item -level feedback:

• Question Number : NAEYC assessment item code (e.g., R.2.03, 
A.2.03)

• Reviewer Response : "Yes" means met, "No" means not met

• Review Comments : Specific feedback on what was missing or 
unclear



Site Visit History
• New system site visit results by class will be available here.

• No legacy system ADRs are available within the ELP Hub.

• Program primary contacts will receive a decision 
notification via email within 45 days of the visit.

A summary of the visit 
result is available along with 
a link to a report that 
provides scores by 
assessment item for each 
class observed

Results can be 
exported to Excel 
or CSV using the 
“Export” option



Annual Report History

• This section shows annual reports that were submitted 
through the new Early Learning Hub.

• Reports that were submitted through the legacy AIS 
system are not available. 

• A summary of the annual report submission is available by 
selecting the “Report Link”



Incident Report
• A pathway for programs to submit Incident (72 

hour) Reports and includes a list of 72 reports 
submitted in new system

• Programs can also continue emailing the 72 -hour 
form to QualityAssurance@naeyc.org

• To report an incident, use the “Report an incident” 
option and provide the following information

• Type : Early Learning Program Accreditation

• Sub - Type : Incident report (72 -hour report)

• Subject : Brief subject/title for the report

• Description : Detailed description of the incident. Include the 
date of the incident, the classroom (if applicable), age(s) of 
children, duration and other relevant information

• The NAEYC Quality Assurance team will review 
and will reach out to request additional 
information as necessary and/or discuss next 
steps.

NAEYC recognized and 
accredited programs are 
required to notify NAEYC 
within 72 hours of the 
occurrence of any of the 
following critical incidents:

• Death of a child.
• Staff never use physical 

punishment and do not 
engage in psychological 
abuse or coercion.

• Infants or toddlers have not 
been supervised by sight 
and sound.

• Preschoolers and 
kindergarteners have been 
out of sight for over 5 
minutes.

• The program is not in good 
standing with the 
applicable state licensing 
authority or applicable 
public or regulatory 
governmental system.

mailto:QualityAssurance@naeyc.org


Administrative Info
Contacts and Portal Access

• Used to add or update administrative contacts for 
the program to access the ELP Hub.

• Users added must first log into their account and 
accept before they will be granted access to the 
program. Until they accept, they will be listed as 
“pending”.

Large System Affiliations
• Ability to request to be affiliated with a large 

system 

• This is where Connecticut programs request to be 
affiliated with OEC to receive support with fees

Invoices
• View and make payments 

Receipts
• View receipts for payments made



Contacts and Portal 
Access
• Use this section to update the administrative contacts for the program

that need to access the ELP Hub .

• Added administrators must log in to their account and accept before they 
will be granted administrative access to the program. Until accepting, they 
are marked as "Pending“.

• Teaching staff should not be added here unless they need administrative 
access to the portal -- instead, add teaching staff on the "Staff" page.

To update or end a 
user’s access, select 
the drop -down 
option and select 
‘Edit’



Large System 
Affiliations

• Large System Users (LSUs) are corporate, organizational, or governmental 
entities that support multiple early learning program centers.

• If your program is affiliated with an LSU, use the "Request Affiliation" button 
to connect your program to the LSU. LSU administrators will need to approve 
the affiliation before you program record will be officially linked to the LSU.

• This is where Connecticut programs request to be affiliated with OEC to 
receive support with fees.

To add a new affiliation, 
select “Request 
Affiliation” and search 
for the LSU name. 
Requests must be 
accepted before they 
are listed as “Approved”



Invoices & Receipts

• From the Invoices option, programs can view and make 
payments

• If there are no outstanding invoices, there will be 
nothing listed

• From the Receipts option, programs can view receipts for 
payments made by selecting “View Receipt”



Payment Options

When submitting payment in 

the Hub, programs will see 2

options:

• Pay with credit card

• Email a payment link 

(for someone else to 

pay with credit card )

A 3 rd option may be present

for programs affiliated with

multi -site organizations – that 

allows the program to send 

the bill to the “large system” 

to pay.



Application 
Process

How programs will 
submit evidence for 

document -based 
assessment items



Once the program is ready 

to start uploading evidence 

and narrative responses, an 

application is started from 

the Quality Journey widget 

based on the following:

Application Process

Recognition Accreditation

Initial
Available after program has 

completed all 4 sections under 
“Program Info”

Available after program has 
achieved Recognition

Renewal
Available 60 days prior to valid 

until date

Available 1 year prior to the valid 
until date AFTER the 4 th Annual 
Report has been submitted and 

paid



• Programs are eligible for one (1) cycle 
of documentation review and feedback, 
with the ability to refine submissions 
one (1) time based on feedback 
received prior to a final decision being 
issued.

• This cycle of documentation review and 
feedback will occur at the Recognition 
and Accreditation tiers.

• At re -submission, program only 
encounter items that were scored as 
“No”.

Feedback &    
Re - Submission Cycle



• Application opens within a Survey Monkey platform, outside 
the ELP Hub.

• Only the user that started the application can access it from 
the Hub – all others that should be invited to view or edit 
should be added with the appropriate access using the “Add 
a Collaborator” option once within the application.

Application Process



Documentation of 
Evidence
Programs will transition to submitting digital 
evidence as appropriate for the item and ages 
served.

Narrative Description

Review the ticket to determine 

its priority and assign it to the 

appropriate support team or 

individual.

Narrative 
DescriptionPrograms may have 

different sources of 
evidence for each age 
group but would only 

submit evidence for the 
age group 1 time, even if 

there are multiple 
classrooms of the age.



Application Process
By Evidence Type

• Application include all 
document -based 
assessment item for the 
applicable tier 

• Items are in order by 
the 5 evidence types

Staff Handbook

Receive service requests from 

users/customers via various 

channels

Family Handbook

Create a ticket in the IT service 

management (ITSM) system for 

each service request.

Narrative Description

Review the ticket to determine 

its priority and assign it to the 

appropriate support team or 

individual.

Staff 
Handbook

Show & 
Describe

Family 
Handbook

Narrative 
Description

Observation
Observation items 

should always be 

implemented in 

practice and will be 

assessed during site 

visits.

Licensing & Staff 
Qualifications 



Evidence Submission

Evidence Type File Upload Narrative

Licensing & Staff 
Qualifications

Entered and managed in 
Hub by program; reviewed 

in Hub by Assessor / 
regulatory website

Staff Handbook Yes – up  to 10 
PDF

Yes

Family Handbook Yes – up to 10 
PDF

Yes

Narrative Description No Yes

Show & Describe Yes Yes



Application Process
By Evidence Type

Evidence Type

Recognition Accreditation & Accreditation +

Application Application Site Visit

ELP Hub (Licensing & Staff 
Qualifications)

4
(1 Required)

7
(1 Required) (3 Optional)

--

Staff Handbook 7
(1 Required)

25
(5 Required) (2 Optional)

--

Family Handbook 11 5 --

Narrative Description
13

29
(6 Optional)

--

Show & Describe
5

59
(9 Optional)

--

Observation
-- --

75
(7 Required) (3 Optional)

Total Items 40
(2 Required)

125
(6 Required) (20 Optional)

75
(7 Required) (3 Optional)



Family and Staff 
Handbook Items 
• Programs can upload up to 10 file for EACH evidence 

type

• Programs must provide the exact page numbers or range 
of page s where the corresponding information can be 
found.

• If multiple documents are uploaded, the response must 
also indicate which specific document is to be 
referenced. 

• Programs are strongly encouraged to note the specific 
section heading and/or to highlight the relevant 
information within the uploaded document(s). 



Family Handbook
Program will: 

1. Upload the Family 
Handbook File(s) that 
include the applicable 
information within Family 
Handbook items. Up to 
10 PDF files.

2. Indicate whether they 
meet EACH assessment 
item applicable to the 
age(s) served.

3. Provide guidance on 
where to find the specific 
information based on 
each item.



Staff Handbook
Program will: 

1. Upload the Staff Handbook 
File(s) that include the 
applicable information 
within Staff Handbook 
items. Up to 10 PDF files.

2. Indicate whether they meet 
EACH assessment item 
applicable to the age(s) 
served.

3. Provide guidance on where 
to find the specific 
information based on each 
item.



Show and 
Describe
• Two separate pieces of evidence are 

needed for this section. 

• A show item is an attached example 
to demonstrate how the program or 
provider meets the item. 

• The description typically ranges from 
3 to 8 sentences depending on item 
requirements. 

Program will: 

1. Indicate whether they meet EACH 
assessment item applicable to the 
age(s) served.

2. Upload appropriate evidence based 
on guidance.

3. Provide narrative that is within the 
sentence limitation indicated for 
each item.



Narrative 
Descriptions
• This section requires ONLY 

narrative responses. 

• The description typically ranges 
from 5 to 8 sentences depending 
on item requirements. Descriptions 
will not be reviewed past sentence 
8.

• Each description requires one to 
two examples in the description. 

Program will: 

1. Indicate whether they meet EACH 
assessment item applicable to the 
age(s) served.

2. Provide narrative that is within 
the sentence limitation indicated 
for each item.



Annual 
Reports

How accredited programs 
will complete annual 
report requirements



Annual Report History

• Annual Reports are 
due annually for the 5 -
year term.

• Annual Reports are 
available 60 days 
prior, and 90 days 
after the due date.

• After submitting the 
report, return to the 
“Home” page of the 
Early Learning Hub to 
submit the annual fee.



• Programs will respond to questions in the areas of 
quality assurance and quality improvement.

• The Annual Report Template can be used to compose 
responses and available within the Annual Report 
Guide Resource .

• Within the report programs are required to upload 
their current license or registration certificate; add the 
license or regulation document for EACH site if there 
are satellites.

• Only one file can be uploaded so multiple license or 
regulation documents would need combined prior to 
upload.

Annual Report

https://www.naeyc.org/sites/default/files/globally-shared/elp_hub_annual_report_quick_reference.pdf
https://www.naeyc.org/sites/default/files/globally-shared/elp_hub_annual_report_quick_reference.pdf


Renewal 
Process

How programs will 
renew their Recognition 
or Accreditation status



Renewal Process

• Recognized programs must complete the application 

each year to renew for a 1 -year term if not ready to 

apply for Accreditation.

• Accredited/Accredited+ programs will ONLY complete 

the Accreditation application at renewal (no 

Recognition items will be encountered).

• Accreditation / Accreditation+ programs must complete 

the application every 5 years to renew for a 5 -year term.



Recognition Renewal 
Process

• Programs are required to 

re -apply for Recognition 

status each year.

• Within 60 days of the 

Recognition Valid Until 

Date (VUD), the program 

will be able to submit the 

Recognition application 

and pay the Recognition 

fee.



Recognition Renewal 
Process

• If the program is successfully awarded 

Recognition status, a new 1 -year term will be 

granted.

• Programs will have an opportunity to re -

submit documentation 1 time prior to a final 

decision.

• Programs who wish to remain at 

Recognition will pay the annual fee and re -

apply each year.



Accreditation Renewal 
Process
• Programs at Accreditation and Accreditation+ are required to complete the 

Accreditation Application for renewal.

• Programs will be able to start the Renewal Application 1 year prior to the VUD 
and have up to 6 months to submit all documentation.

• The 4 th Annual Report is separate from the Renewal Application – but it 
must be submitted and paid before the Renewal Application is available.

Valid Until 
Date (VUD)

1 Year Prior 
to VUD

6 Months 
Prior to VUD

Renewal 
Window



Accreditation+ Renewal 
Process
• Programs at Accreditation+ must pay the Accreditation+ Site Visit Fee at the time of 

renewal. 

• After the documentation has been submitted and reviewed, the program will be notified. 

• If a passing score was received, the program will pay the Accreditation+ Site Visit Fee. 

• Once the fee has been paid, the program will be added to the queue for a site visit. 

Valid Until 
Date (VUD)

1 Year Prior 
to VUD

4 th Annual 
Report Due

6 Months 
Prior to VUD

Renewal 
Window

Visit 
Window



Support & 
Resources

Resources available to 
support programs in the 

new system



HELLO Communities 
for Each Tier
• Users have access to a HELLO Community specific to the 

current Program Status (Recognition, Accreditation, 
Accreditation+).

• Branding Guide and Logos are available within the 
applicable tier HELLO Community.

HELLO is NAEYC’s 
community of learning where 

users have access to a 
private community to find 
important resources and 

information, engage in                                      
conversations with fellow 
administrators, and more.

All other 
resources are 
available here

https://www.naeyc.org/accreditation/early-learning/planned-changes


Support & Resources
Visit the “Planned Changes” 
webpage for current resources to 
support with ELP Hub:

• Early Learning Hub Guide

• Annual Reports Guide

• Application Guide

Along with other key resources:

• Policy Handbook

• Assessment Items ( English / Spanish )

• Self -Assessment Tools

• Protocols – Application / Site Visit

https://www.naeyc.org/accreditation/early-learning/planned-changes
https://www.naeyc.org/accreditation/early-learning/planned-changes
https://www.naeyc.org/sites/default/files/globally-shared/final_naeyc_early_learning_hub_guide.pdf
https://www.naeyc.org/sites/default/files/globally-shared/final_naeyc_early_learning_hub_guide.pdf
https://www.naeyc.org/sites/default/files/globally-shared/elp_hub_annual_report_quick_reference.pdf
https://www.naeyc.org/sites/default/files/globally-shared/elp_hub_annual_report_quick_reference.pdf
https://www.naeyc.org/sites/default/files/globally-shared/elp_hub_application_guide.pdf
https://www.naeyc.org/sites/default/files/globally-shared/elp_hub_application_guide.pdf
https://www.naeyc.org/sites/default/files/globally-shared/final_naeyc_quality_assessment_and_accreditation_policy_handbook.pdf
https://www.naeyc.org/sites/default/files/globally-shared/final_naeyc_quality_assessment_and_accreditation_policy_handbook.pdf
https://www.naeyc.org/sites/default/files/globally-shared/final_naeyc_quality_assessment_and_accreditation_assessment_items_english.pdf
https://www.naeyc.org/sites/default/files/globally-shared/final_naeyc_quality_assessment_and_accreditation_assessment_items_spanish.pdf
https://www.naeyc.org/accreditation/quality-assessment-and-accreditation/self-assessment-tools
https://www.naeyc.org/accreditation/quality-assessment-and-accreditation/self-assessment-tools
https://www.naeyc.org/accreditation/quality-assessment-and-accreditation/self-assessment-tools
https://www.naeyc.org/accreditation/quality-assessment-and-accreditation/self-assessment-tools
https://www.naeyc.org/sites/default/files/globally-shared/naeyc_elp_application_protocols.pdf
https://www.naeyc.org/sites/default/files/globally-shared/naeyc_elp_site_visit_protocols.pdf


Thank you!

Accreditation Support Team

• accreditation.information@naeyc.org

• 800 -424 -2460

mailto:accreditation.information@naeyc.org
mailto:accreditation.information@naeyc.org
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