TABLE OF CONTENTS
CHAPTER 1: CERTIFICATION STATEMENT & AUTHORITY ......................................................................................................... 3

HISTORY....................................................................................................................................................................... 3
AUTHORITY................................................................................................................................................................... 4

External Authority ................................................................................................................................................................... 4
Internal Authority ................................................................................................................................................................... 4

CERTIFICATION PRIORITIES .............................................................................................................................................. 4

CHAPTER 2: CODE OF ETHICS .................................................................................................................................................. 5
CHAPTER 3: SERVICE DEFINITIONS/JOB DESCRIPTIONS ........................................................................................................... 6

OFFICE OF PUBLIC ADMINISTRATOR SERVICE DEFINITION ..................................................................................................... 6
OFFICE OF PUBLIC GUARDIAN/PUBLIC CONSERVATOR SERVICE DEFINITION................................................................................ 6

CHAPTER 4: ELIGIBILITY STANDARDS & RECORD KEEPING ...................................................................................................... 8

ELIGIBILITY FOR CERTIFICATION BY THE ASSOCIATION .......................................................................................................... 8
CERTIFICATION CRITERIA ................................................................................................................................................. 8
CERTIFICATION NON-COMPLIANT PENALTIES ...................................................................................................................... 8
CERTIFICATION COURSE REQUIREMENTS ............................................................................................................................ 8

New Member Certification ...................................................................................................................................................... 8
Ongoing Certification After Initial First 4-year Cycle............................................................................................................... 9
Credit Limitations .................................................................................................................................................................... 9

CERTIFICATION RECORD KEEPING ..................................................................................................................................... 9
DEACTIVATING MEMBER CERTIFICATION RECORDS .............................................................................................................. 9
HISTORICAL PROVISIONS ON CERTIFICATION, ACCREDITATION & FEES................................................................................... 10

Certification Provision ........................................................................................................................................................... 10
Accreditation Provision ......................................................................................................................................................... 11
Fees Provision ....................................................................................................................................................................... 11
CHAPTER 5: CORE PA|PG|PC COMPETENCIES & PROFICIENCIES ........................................................................................... 12

PUBLIC ADMINISTRATOR CORE COMPETENCIES ................................................................................................................. 13
PUBLIC ADMINISTRATOR PROFICIENCIES .......................................................................................................................... 13
PUBLIC GUARDIAN/CONSERVATOR CORE COMPETENCIES ................................................................................................... 15
PUBLIC GUARDIAN/CONSERVATOR PROFICIENCIES ............................................................................................................ 16
CHAPTER 6: CURRICULUM STANDARDS AND DEFINITIONS ................................................................................................... 17

COURSE DEFINITIONS ................................................................................................................................................... 17
COURSE FEES .............................................................................................................................................................. 17
COURSE APPROVAL PROCESS ......................................................................................................................................... 17

Application ............................................................................................................................................................................ 17
Course Review/Selection ....................................................................................................................................................... 18

COURSE IMPROVEMENT & DATA COLLECTION .................................................................................................................. 18
COURSE ENGAGEMENT: BEYOND THE CLASSROOM ............................................................................................................ 19

CHAPTER 7: CERTIFICATION ENFORCEMENT PROCEDURES ................................................................................................... 20

CERTIFICATION ENFORCEMENT INQUIRY .......................................................................................................................... 20

Pre-Inquiry Process ............................................................................................................................................................... 20
Committee Review Process ................................................................................................................................................... 20
Committee Inquiry Timeline .................................................................................................................................................. 21

APPEAL ...................................................................................................................................................................... 21

APPENDIX A: COUNTY FEE MATRIX ...................................................................................................................................... 22
APPENDIX B: GLOSSARY/COMPETENCY/PROFICIENCY SUBJECT AREA KEY ............................................................................ 23
APPENDIX C: CERTIFICATION ENFORCEMENT INQUIRY FORM .............................................................................................. 24

Page | 2

CHAPTER 1: Certification Statement & Authority
HISTORY

The California State Association of Public Administrators, Public Guardians and Public Conservators
(Association) identified in 1983 the need for a defined certification process to address ongoing training
issues of Public Administrators (PA), Public Guardians (PG) and Public Conservators (PC) statewide. A
“Standards and Certification Committee” (Committee) was formed to:
• Support, develop and maintain a statewide professional standards framework and ensure that
these standards reflect the needs of the PA|PG|PC profession, recommending changes to the
Association’s Executive Board as required.
•

Oversee the development, maintenance and modification of the Association’s certification
scheme, including continuing professional development, experience and general certification
requirements, recommending changes to the Association’s Executive Board as required.

•

Approve policies and guidelines used in assessing the competence of applications for certification
to ensure fair treatment and consistency.

•

Oversee the development and maintenance of the Professional Code of Ethics for approval by the
Association’s Executive Board.

•

Define and implement a Certification appeals procedure.

Development of the certification process was the result of three major areas of concern in the industry:
1. The need for Public Administrators, Public Guardians and Public Conservators1 (PA|PG|PCs) to
have their own professional identity.
Counselors, therapists, social workers, etc. have a long history of having established professional
organizations and standards. However, PA|PG|PCs have remained professionally anonymous in
carrying out their myriad of duties. By developing standards leading to certification, the
professional roles of the PA|PG|PCs are more clearly brought to light and defined in a manner
leading to the establishment and growth of an independent profession.
2. The variability in service delivery standards throughout California
Such variability is not viewed as healthy for either clients, estates, or the PA|PG|PC profession.
Requiring statewide standards regarding competency and integrity for certification of PA|PG|PCs
has a positive impact on the quality control component of service delivery standards.
3. Developing a mechanism or process for PA|PG|PCs to receive needed training on a regular basis
This matter is seen as particularly critical given varied backgrounds, lack of uniform training, and growing
complexity of cases. Accordingly, the certification process is particularly designed as the means to ensure
continual training.

1

Wherever reference is made to Public Administrators, Public Guardians, and/or Public Conservators it also
includes deputies and staff thereof.
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AUTHORITY

External Authority
Although certification was highly encouraged by the Association and valued by our members, it was not
legally required until the California legislature enacted the following statutes:
Public Guardians…
Effective January 1, 2008
Probate Code Section 2923

Public Conservators…
Effective January 1, 2010
Probate Code Section 1456.2

Public Administrators…
Effective January 1, 2010
Probate Code Section 7605
The California legislature empowered the Association to determine the initial certification and continuing
education requirements for all PA|PG|PCs and their staff with the language:
“…shall comply with the continuing education requirements that are established by the California
State Association of Public Administrators, Public Guardians, and Public Conservators.”
Internal Authority
The Standards and Certification Committee (here after referred to as S&C Committee) is a sub-committee
of the Executive Board and has the delegated authority to:
• Recommend standards for continuing professional development
• Recommend policies and guidelines used in assessing the competence of applications for
certification to ensure fair treatment and consistency
• Define and implement a certification appeals procedure
• Ratify individual certification awards
The Association’s Executive Board is responsible for the final approval of all documents and processes
developed by the S&C Committee.

CERTIFICATION PRIORITIES

The Association’s certification priorities include:
1. Standards must be regularly improved to ensure review and quality control in the PA|PG|PC
processes.
2. Ensure a robust portfolio of competency training opportunities to increase overall professionalism
among the California PA|PG|PC community and;
3. Competence and integrity must be required in all areas of the PA|PG|PC processes.
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CHAPTER 2: Code Of Ethics
PA|PG|PCs shall:
1. Recognize that care of the client/estate is a prime responsibility and always strive to provide
quality services consistent with available resources and applicable laws.
2. Provide services with respect for the dignity and uniqueness of the client/estate unrestricted by
considerations of social or economic status, race, age, sex, color, creed, national origin, religion,
sexual orientation, personal attributes, or the nature of mental or medical problems.
3. Act as advocate in safeguarding the clients’/estates’ civil and legal rights.
4. Safeguard the clients’/estates’ right to privacy by judiciously protecting confidential information.
5. Always observe existing local, state, and federal laws as a minimum guide for the fulfillment of
responsibilities to clients/estates.
6. Maintain an attitude of fairness, honesty, and impartiality in all professional activities and
relationships.
7. Manifest personal integrity and assume responsibility and accountability for individual judgments
and actions and eliminate any possibility of conflict of interest.
8. Protect, at all times and under all circumstances, the position of trust vested in the office of the
PA|PG|PC.
9. Cooperate with other entities engaged in, or supportive of, collateral services to promote quality
programs.
10. Participate in activities that contribute to the ongoing development of the profession’s body of
knowledge to maintain competency in professional skills.
11. Participate in the Association’s efforts to implement and improve the standards of the profession.
12. Enforce, through the Association, the policies established for the welfare of the clients/estates and
the continued effectiveness of the profession.
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CHAPTER 3: Service Definitions/Job Descriptions
These definitions provide a general description of the duties, which are relevant to the work of
PA|PG|PCs in California. Please note classifications may vary from county to county.

OFFICE OF PUBLIC ADMINISTRATOR SERVICE DEFINITION

The Public Administrator office administers the estates of decedents pursuant to the California Probate
Code.
Examples of Services:
1. Thorough on-site searches, correspondence, and interviews conducts estate investigations to
locate and identify relatives and beneficiaries, wills, pre-need funeral arrangements, and all estate
assets, including real and personal property.
2. Makes funeral arrangements according to burial instructions, provisions of a will, or department
and court policy; notifies relatives and other interested parties.
3. Prepares inventories of deceased person’s assets.
4. Assists in marshaling estate assets, including the collection of bank accounts and contents of safe
deposit boxes, securing personal property and transferring stocks and bonds to the estate.
5. Manages real property including insurance on property, maintenance and security, collection of
rents as required, payment of property taxes, collection of notes and payment of mortgages.
6. Assists in disposing and dispersing of real and personal property of the estate.
7. Reviews the validity of claims and other liabilities against the estate; authorizes expenditures and
payment of claims.
8. Prepares and assists in preparing reports on accounting of assets, payment of fees and
disbursement of estate assets.
9. Maintains accurate files and financial records on behalf of the estate.
10. Arranges for the preparation of personal, fiduciary and estate tax returns.
11. Interviews, advises, and confers with heirs, relatives, attorneys, title companies, banks, appraisers,
accountants, other public agencies, County Counsel’s office, and others concerning the
administration and probate of estates.
12. Testifies in court regarding the probate of wills and other matters regarding estate administration;
may represent the estate in small claims court.
13. Confers with other divisions and departments regarding special problems encountered and
furnishes information as required.
14. Investigates for possible Elder Abuse when real or personal property has been illegally transferred.
15. Provides such additional services as changing laws may specify or require.

OFFICE OF PUBLIC GUARDIAN/PUBLIC CONSERVATOR SERVICE DEFINITION
The PA|PG|PC office investigates and administers conservatorships and guardianships of the person
and/or estate pursuant to the applicable laws within the Welfare and Institutions Code and the Probate
Code of California.
Examples of Services:
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1. May investigate the financial, social, and medical background of persons referred for guardianship
or conservatorship, including interviewing the proposed ward or conservatee, and his/her family,
friends, treatment providers and others.
2. Determines whether guardianship or conservatorship is appropriate under the applicable laws and
makes recommendations to the Court.
3. Arranges for appropriate placement of wards and conservatees, for whom the PA|PG|PC has been
appointed, in the least restrictive and most appropriate type of residence or care facility and
arranges for necessary medical and/or psychiatric treatment.
4. Develops case plans and monitors their implementation.
5. Makes periodic visits to evaluate and monitor the delivery and quality of care given by treatment
providers to determine special needs, and performs personal services, such as obtaining clothing
or other personal items.
6. Provides legal supervision over wards and conservatees as specified in the Probate Code and
Welfare and Institutions Code.
7. Develops and monitors financial resources for treatment, care, and other expenses of wards, and
conservatees, including arranging for purchase or disposal of personal and real property, and
securing financial assistance, such as social security benefits, veterans’ benefits and public
assistance.
8. Protects the estates of wards and conservatees from exploitation or loss by locating and taking
control of all assets, budgeting expenditures, managing or disposing of real property, and
safeguarding or disposing of personal property.
9. Establishes and maintains accurate financial and casework records and files for renewal cases, as
well as for court approval of accounting as required by applicable laws.
10. Attends court hearings, including court and jury trials, and testifies regarding recommendations on
guardianship or conservatorship.
11. Assists County Counsel in pretrial preparation and during probate trials and Lanterman, Petris,
Short conservatorship trials.
12. Assists counsel of record on behalf of wards and conservatees in all criminal and civil hearings
outside of conservatorship or guardianship.
13. Makes funeral arrangements and arranges for disposal of assets of deceased wards and
conservatees as directed by the Probate Code.
14. Provides such additional services as changing laws may specify or require.
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CHAPTER 4: Eligibility Standards & Record Keeping
ELIGIBILITY FOR CERTIFICATION BY THE ASSOCIATION

1. Employment in a PA|PG|PCs office in one of the 58 counties in the State of California
2. Approval of the Principal member of the Association
3. Member in good standing of the Association (payment of County fee as well as current in
individual membership dues for all years covered under certification)

CERTIFICATION CRITERIA
•

Forty (40) hours of continuing education every four (4) years

•

The training must be given by a provider, which has been approved by the Association

•

Training attendance verification documentation and credit fees must be provided to the
Association within 90 days of the date of the training. This deadline is non-negotiable.

Certification is based on a fiscal calendar year from July 1 – June 30.
Example: If a member completes 40 hours of certification training by November 1, 2016, their
certification date will be June 30, 2017.

CERTIFICATION NON-COMPLIANT PENALTIES
If a member does not meet the 40 hour requirement in four (4) years, they are noted in the system as
non-certified and to be in compliance must by the end of the second four-year period meet 40 hours in
the four (4) years as well as any additional hours not completed in the prior four (4)-year certification
window.
Example: If a member completes thirty-five (35) certification hours in a four (4)-year window, the
subsequent four (4)-year certification window would be the standard forty (40) hours required as
well as the additional five (5) hours not completed in the prior certification window. This penalty is
cumulative each four (4)-year cycle.

CERTIFICATION COURSE REQUIREMENTS

The following identify certification and recertification requirements for the functional components of
PA|PG|PC.
New Member Certification
For initial certification within a member’s first four (4) year certification cycle, the required forty (40)
credit hours may be obtained by taking any courses approved by the Association but require the
completion of:
• One (1) ethics course and
•

One (1) basic orientation course dependent upon a member’s role (i.e. a member working under a
PA program would take basic PA & documentation while a PG|PC would take basic PG|PC &
documentation)
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Ongoing Certification After Initial First 4-year Cycle
For ongoing certification after a member’s initial four (4) year cycle, the required forty (40) credit hours
may be obtained by taking any courses approved by the Association but require the completion of:
• One (1) ethics course
Credit Limitations
No more than:
• Seven (7) online credit hours may be accumulated in any four (4) year period as approved by the
Association
•

Seven (7) proficiency credit hours may be accumulated in any four (4) year period as approved by
the Association

Credits received for competency trainings are not limited, provided the Association has approved such
training.

CERTIFICATION RECORD KEEPING

Association members are responsible for keeping up to date with their certification requirements and
status while the Association is responsible for housing those records on an easily accessible platform. The
Association will provide verification documentation related to certification in the following situations:
1. Association Trainings: Any training provided by the Association’s Executive Office will generate a
certificate for a member
2. Trainings Not Provided by the Association’s Executive Office: The Association will provide, upon
written request, an official transcript of all classes taken by a member once a year
3. Certification Completion: The Association will provide a Certificate of Completion once a member
has obtained 40 credit hours of training within the four (4)-year period as long as they meet all
eligibility requirements listed under Certification Criteria above

MEMBER LEAVE

The Association understands there may be times when a member must take a leave of absence from
work. To put an Association membership on hold during a member’s leave, the member’s Supervisor
and/or Manager must perform the following items.
Departing For Leave
Complete the Association’s Leave of Absence form no later than one (1) month after the staff member
has started their leave with:
• The name of the member in question
•

County program they are from

•

The date the leave is to begin

•

The anticipated return from leave

•

Manager’s signature authorizing freeze of membership for approved leave
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Returning From Leave
The member or their Supervisor/Manager must notify the Association no later than one (1) month after
returning from leave by emailing membership@capapgpc.org to re-activate membership
Additionally
• If the leave is longer than a year, the member will be archived and once they return from leave,
will be placed in a new 4-year certification window
•

If there is more than one leave in the member’s current four-year certification period, the
Standards & Certification committee will perform a certification audit to determine whether the
member:
o Has enough work time to continue in their current certification window
o Be placed in a new 4-year window with the member being considered uncertified in the
previous 4-year window or, based on circumstances
o If the member will be moved into a new 4-year window but will be considered certified in
the previous 4-year window

Types of Leave
Types of leave applicable for this policy include:
• Family & Medical leave
•

Military Injury leave

•

Pregnancy leave

•

Drug/Alcohol Rehab leave

DEACTIVATING MEMBER CERTIFICATION RECORDS

The Association stores member certification records for a lifetime but will only reactivate continuing
education credits on deactivated accounts2 under the following guidelines:
• If a deactivated member is rehired or transfers to another California county PA|PG|PC office
within 12 months of their membership being originally deactivated,
•

Was a member in good standing prior to deactivating their membership with their individual
membership dues up-to-date and

•

Have a Principal member of the Association approving the rehire/transfer for member
reactivation.

HISTORICAL PROVISIONS ON CERTIFICATION, ACCREDITATION & FEES

Certification Provision
The State of California Judicial Council designated the Association as the certifying body for all California
PA|PG|PCs (Probate Codes §7605, 2923 and 1456.2) in 2008 and 2010. As such, the Association
implemented the following to address this new mandate and minimize the fiscal impact to Association
members:
1. Members who had earned 30 or more credits by June 30, 2008 were designated as certified.
2

A member’s account that has been placed in inactive status on the Association’s online member portal when they
are no longer active members of the Association
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2. If a member had less than 30 credit hours of training by June 30, 2008, the member was required
to earn 40 credit hours of training for certification within the following four (4) year period. Any
credit hours accumulated within the previous four (4) year period would have been applied to the
40 credit hours requirement.
Accreditation Provision
In September of 2018, the Association revised the criteria for training accreditation, in particular, the
definitions by which credits are assigned to a member based on who/what entity delivers a training as
outlined in this Standards & Certification document under Chapter 6: Curriculum Standards & DefinitionsCourse Definitions. These changes would affect previously approved trainings that a county offers on a
regular basis as part of their new and/or ongoing PA|PG|PC employee orientation training that were
previously considered an ‘Inside’ training but are now a ‘Proficiency’ training currently capped at seven
(7) credits every four (4) years.
To rectify this definition conflict, the Association will grandfather existing pre-approved trainings that
have been identified by a county and submitted for consideration/approval by the Association before
March 1, 2020 as a ‘Competency’ training rather than the new ‘Proficiency’ definition. Any pre-approved
training not submitted to the Association for possible grandfather consideration by the March 1, 2020
date would need to resubmit their training for full Committee approval under the new
definitions/guidelines.
If at any time these grandfathered courses are modified based on changes in law or policy, they will need
to be resubmitted for new Association approval under the new definitions/guidelines.
Fees Provision
The Association enacted in 2016 a voluntary county fee, which became mandatory in July of 2017, that
requires county fee payment, as well as individual membership dues, be paid in full as part of the member
certification process. This additional fee was identified as necessary by the Association’s Board and voted
on by the membership to provide critical funding to launch a professional Executive Office with full time
staff. These funds support:
• Expanding the Association’s presence and influence on relevant issues and needs that face
PA|PG|PC professionals within California,
•

Advocating for PA|PG|PC programs to help maintain or improve state funding for these vital
services,

•

Coordinating training standards and assisting individual counties in obtaining necessary training to
meet ever-changing state mandates thus reducing the burden and liabilities on counties to fulfill
these expectations,

•

Providing essential technical guidance to individual counties to navigate difficult cases and,

•

Continuing to foster key partnerships with other like-minded organizations and state entities to
help move the Association’s mission forward.

County fees are dependent upon a county’s size and number of programs managed (Please see Appendix
A for the full County Fee Matrix).
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ASSOCIATION LATE FEE POLICY- Revised January 2021
Public Administrators | Public Guardians | Public Conservators

Thank you for your continued support of CA PA|PG|PC and our vision of creating a powerful voice for
PA|PG|PCs to help them better serve California’s most vulnerable dependent adults and decedent
estates. Below please find an outline of the Association’s revised late fee policy. This policy can be found
on the footer of all Association membership invoices as well.

COUNTY/INDIVIDUAL MEMBERSHIP PAYMENT GUIDELINES
Renewal memberships paid 120 days after the start of the Association’s fiscal year starting July 1 are
considered late and will be subject to the following penalties.
Individual Memberships (Associate, Affiliate & Principal)
Individual memberships that have not been paid for more than 120 days after July 1 will be placed in
inactive status and members will be unable to access the Association’s membership portal, sign up for
classes or receive critical communications such as legislative alerts, invitation to the ED Coffee Hour and
more until payment in full is made.
County Memberships
County memberships that have not been paid for more than 120 days after July 1 will be placed in
inactive status and all members within that county program will be unable to access the Association’s
membership portal, sign up for classes or receive critical communications such as legislative alerts,
invitation to the ED Coffee Hour and more. Additionally, a one-time late fee of $150 will be charged to
the county program.
Once payment, including late fee, has been received by the Association, the county memberships, and all
individual memberships under that county program, will be released from their membership hold.

RAMIFICATIONS OF MEMBERSHIP NON-PAYMENT
Non-payment of an individual’s membership will place them in Inactive status and certification will be
withheld for that member in abeyance pursuant to Probate Code §1456.2; 2923 and 7605 until such
payment has been received.
PLEASE NOTE: Should members pay their dues, but the County Program Fee has not been paid for
that county, then Principal, Associate, and Affiliate members will not be considered Certified and will
not be able to attend trainings for credit or have access to membership resources. Once all current
and late fees due are paid in full, Principal, Associate and Affiliate Members can be reinstated as
Certified, provided all other requirements are met.
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CHAPTER 5: Core PA|PG|PC Competencies & Proficiencies
The list below of core competencies and proficiencies provides an overview of skills or attributes needed
by PA|PG|PC’s to be effective in their work. Definitions for each are as follows:
• Competencies-those skills the Association has deemed critical to ensure PA|PG|PC members
acquire the necessary knowledge to perform the basic duties required in each program
• Proficiencies-those skills that may support or enhance a core competency
Subject areas may be added or deleted as the Association determines or as changing laws may specify or
require. Please see Appendix B for specific definitions of broad subject areas.

PUBLIC ADMINISTRATOR CORE COMPETENCIES
Administration & Case
Management
•
•
•
•
•

Fiscal Management
Initiating Probate
Petition
PA File management
PA Record keeping
Trust Administration

Confidentiality/HIPAA
Creditor’s Claims
Documentation
•

•
•

Case Progress Notes
Financial Records
Legal Documentation

Ethics
•
•
•

Fiduciary Standards
Maleficence
Theft

Final
Accountings/Distribution
•
•
•

Fees & Costs
Probate Proceedings
Summary Probate

Funeral Arrangements
•
•

Cremations/Burials
Indigent Burials

General
•

•
•

Certification
Requirements & Process
Cultural Competency
Orientation–Basic PA
Duties

•

Supervisory/Managem
ent Skills
Identifying & Marshaling
Assets
•
•

•
•
•

Bank Accounts
Benefits (SSA,
Medicare/Medi-Cal,
Annuities, VA Pension)

Insurance policies
Investment accounts
Stocks/Bonds

Inventory and Appraisal
•
•
•

All Estate Assets
Personal Property
Real Property

Investigations
•
•
•

•
•

Elder Abuse Awareness
Finding heirs/assets
Initial assessment of
estate valueRegular/Summary/Unde
r $50,000 estates
Interviewing family
members/friends
Searches

Laws and Codes
•
•

Authorities
Powers Granted

Power of Attorney
Property Management
•

•

Business Property
Eviction

•
•
•

Personal Property
Management &
Liquidation
Real Property
Management & Sales
Unlawful Detainers

Safety
•
•
•

Blood-borne Pathogens
Field Safety
Gun Safety

Taxes
•
•
•

Estate
Fiduciary
Personal Income

Wills/Trust
Public Administrator
Proficiencies
The following PA
proficiencies, though not a
complete list, are skills that
the Association has
determined support the core
PA competencies listed
above.
• Collaborative
Networking
• Handling Litigation
Matters
• Managing Complaints
& Lawsuits
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•

Quality
Assurance/Improveme
nt Process

•
•

Stress Management
Time Management
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PUBLIC GUARDIAN/CONSERVATOR CORE COMPETENCIES
Administration & Case
Management
•
•
•
•
•
•
•
•

Budget Management
Estate Management
Initiating court
proceedings
File management
Fiscal management
Notices/Petitions
Record keeping
Termination Process

Benefits Management
•
•
•
•
•
•

Application &
Management of Benefits
Medicare/Medi-Cal
Medical/Health
insurance
Pensions/Annuities
Social Security and SSI
VA

Client Care
•
•
•
•
•

Care Assessment
Client Placement
Procedures
Hoarding
Housing
Social Activities

Confidentiality/HIPPA
Court Accountings
•
•
•
•
•

Accounting Schedules
Annual | Final
Distribution
Fees and Costs
Structure

Documentation
•
•
•
•

Case Progress Notes
Financial Records
Legal Documentation
Report Writing

Ethics
•
•

Fiduciary Standards
Maleficence/Theft

Funeral Arrangements
•
•

Cremations/Burials
Indigent Burials

•

General
•
•
•

Certification Req. &
Process
Cultural Competency
Orientation-Basics
PG|PC Duties

•

Supervisory and
Management Skills
Identifying & Marshaling
Assets
• Alimony
•
•
•
•

Bank Accounts
Insurance policies
Investment Accounts
Stocks/Bonds

Inventory & Appraisals
•
•
•

All Estate Assets
Personal Property
Real Property

Investigations: Probate & LPS
•
•
•
•
•
•
•
•
•
•

•
•
•

•
•
•

Laws & Codes
•
•

Assessing 3 Party
Assistance (LPS)
Alternatives to
Conservatorship
Capacity Assessment/
Declaration
Client Evaluation
Determining Grave
Disability
Evaluation of Care
Initial Assessment of
Estate Value
Interviewing Techniques
Locating Relatives
Searching for Assets
Diagnoses
DSM Training
IST (Incompetent to
Stand Trial)
Medical Consent
Murphy
Conservatorships
Psychotropic
Medications

Authorities
Powers Granted

Mandatory Reporting
Requirements
Patient’s Rights
Power of Attorney/Wills &
Trusts
Probate Conservatorship
•
•

rd

LPS Conservatorship
•
•
•

•

Reappointment/Annual
Re-evaluations
Resources for Mentally
Ill Clients
Risk Assessment
Temporary
Conservatorships
Treatment Modalities

•
•
•
•
•
•
•
•

Elder Abuse, Neglect &
Exploitation
End of Life Decision
Making & Directives
Health Care Decisions
Illness & Medication
Management
Major Neurocognitive
Disorders
Medical Consent
Medical & Cognitive
Issues for Elderly
Resources for Probate
Clients
Risk Assessment
Temporary
Conservatorship

Property Management
•
•
•
•
•
•

Business Property
Cursory Searches
Eviction
Personal Property
Real Property
Unlawful Detainers

Safety
•
•
•

Blood-borne Pathogens
Non-violent Crisis
Intervention
Field and/or Gun Safety
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Substance Use/Diagnostic
Info & Treatment

Taxes

PUBLIC GUARDIAN/CONSERVATOR PROFICIENCIES

The following PG|PC proficiencies, though not a complete list, are skills that the Association has
determined support the core PG|PC competencies listed above.
• Collaborative Networking
• Creditor’s Claims
• Litigation Matters
• Managing Complaints & Lawsuits
• Quality Assurance/Improvement Process
• Resources for the Elderly & Mentally Ill
• Stress Management
• Time Management
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CHAPTER 6: Curriculum Standards and Definitions
COURSE DEFINITIONS

Course definitions are broken down by the following criteria.
• Who is Delivering the Course: Is the course being given by the Association and/or affiliated
PA|PG|PC program office or an outside entity?
AND
•

What is the Training Topic: Does the training address a PA|PG|PC program core competency or a
more generalized PA|PG|PC proficiency?

Course definitions include:
• Competency Training (formerly labeled In-house Training): Any training, course, workshop or other
form of professional training organized and hosted by the Association’s Executive Office or a
PA|PG|PC County office which meets one or more PA|PG|PC program competencies as outlined in
Chapter 5 of this document.
• Proficiency Training (formerly labeled Outside Training): Any training, course, workshop or other
form of professional training that meets one or more PA|PG|PC proficiencies outlined in Chapter 5 of
this document or other related topic/skill set to be approved by the Standards & Certification
Committee. The training may be presented by a County PA|PG|PC member or any other outside
entity/organization.
• Online Training: Any training, course, workshop or other form of professional training that is offered
on the Association’s proprietary Learning Management System (LMS), any webinars or county
sponsored online pre-recorded courses.
Please note: Virtual courses (courses held online in real-time that are not pre-recorded) will be
treated the same way in-person trainings are treated and classified by whethor they are a
competency or proficiency for accreditation purposes.
The Standards & Certification Committee must approve all trainings, irrelevant of course type, before a
member can be given credit.

COURSE FEES
A fee will be charged for attending certification and recertification trainings, which is to be applied to
Association costs as determined by the Association and may be broken down into a member or non-member
fee structure. Course fees are listed on the Association’s public website under What We Do-Training &
Certification (found here).

COURSE APPROVAL PROCESS

Application
For accreditation to be provided by the Association, an online Application for Training Accreditation (here
after referred to as application) must be completed and submitted to the S&C Committee on all trainings for
review/approval to ensure trainings meet a range of core competencies, proficiencies and sustainability
criteria to verify course rigor. The application can be found on the Association’s public website here.
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All applications must be submitted at a minimum, thirty-days (30) in advance of a course being offered to be
considered for accreditation. Once the Association’s Executive Office has received an application, it will be
forwarded to the S&C Committee’s Chair for internal Committee review and approval.
Course Review/Selection
Once an application has been submitted, the Committee will review to ensure the application meets, at a
minimum, the following guidelines:
•

The course is designed and implemented to provide a fair and balanced coverage of the topic being
covered

•

The educational activity does not promote a specific business interest

•

Only generic product names are used throughout the course/activity

Further, the Committee will review the course outline to determine how well it integrates three broad
learning areas so members acquire the knowledge, skills and values related to a course’s objectives. These
learning areas are defined as:
• Knowledge: When used in this limited sense and contrasted with skills and values, the term
‘knowledge’ refers to content knowledge or to propositional or declarative, knowledge including, for
example, both theoretical and empirical knowledge: knowledge ‘that’, as in “I know that …”
•

Skills: Skills refers to procedural knowledge and includes, for example, cognitive and non-cognitive
skills, ‘hard’ and ‘soft’ skills: knowledge ‘how’, as in “I know how…”

•

Values: Values’ refers to dispositional knowledge and includes, for example, attitudes (which are
consequent on the values we hold), moral dispositions and motivation, will and commitment:
knowledge ‘to’, as in “I know to …”

Specific questions to be asked when considering a course for Association accreditation include:
• What are the learning outcomes a member will walk away with after taking a course?
•

Is the curriculum focused, coherent, and appropriately challenging?

•

Does the curriculum align with one or more of the PA|PG|PC Program area course offerings listed in
the Standards & Certification Guide?

Once a course has been approved, the Committee will forward to the Association’s Executive Office for final
processing.

COURSE IMPROVEMENT & DATA COLLECTION

As part of the ongoing review of a course approved for accreditation, the Association will collect course
attendee feedback when possible to ensure the following is being met:
1. Trainers are well versed on the subject matter they are training on;
2. Trainers keep the course on-topic with active member participation;
3. Subject matter is relevant to the work being done by PA|PG|PC’s;
4. Subject matter is updated to align with current federal and state regulations.
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The Association’s Executive Office will track course surveys and report to the Committee should there be any
course discrepancies or trainers neglect to meet the minimum standards as outlined above.

COURSE ENGAGEMENT: BEYOND THE CLASSROOM

To ensure the Association is creating opportunities of deeper learning and engagement as part of the overall
certification process, the Association has deemed it critical to not only focus on addressing the “how to” of a
given training topic but to provide additional key training elements to support learning transfer3 including:
• Setting specific learning goals and targets as part of each Association specific training module,
•

Motivating individuals with opportunities for structured reflection both prior to and after courses
have been taken and,

•

Providing mechanisms for line manager involvement as part of the overall training process.

To that end, all Association provided trainings will include the following voluntary resources that manager’s
are free to utilize at their own discretion:
1. Manager Training Supplement: this voluntary resource provides:
o A course overview including key objectives, skills to be developed and new vocabulary,
o A sample quiz given to attendees to gauge understanding of core concepts,
o All peripheral resources that either support materials covered in training or tools that can be
used on the job and,
o Pre and post training activities to reinforce learning objectives.
2. Learner Action Plan (Template): this voluntary resource is designed to help managers create an
action plan for staff member training that focuses on
o Creating specific learning goals related to the training that will improve staff member
performance in areas that need improvement,
o Defining what success looks like after the staff member has taken the course, and
o Determining next steps to ensure lessons learned are implemented and progress is
monitored.
3. Post Training Assessment Form (Template): this voluntary resource can be completed by a manager
once a staff member has completed a course to assess improvement of overall knowledge acquired
from a given course.
All manager training resources can be found on the Association’s online Resource Library or on the
Association’s Learning Management System (LMS) as part of a given online course offering.

3

Learning Transfer: “The ability of a learner to successfully apply the behavior, knowledge, and skills acquired through
learning to the job, with a resulting improvement in job performance.”
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CHAPTER 7: Certification Enforcement Procedures
The Committee shall be responsible for the enforcement of all certification standards set forth by the
Association. The Committee shall respond to reports of allege noncompliance with the standards for
certification of new members or noncompliance with the standards for maintaining certification in the
Association as well as member complaints related to perceived discrepancies with their Association
certification credit records on file.

CERTIFICATION ENFORCEMENT INQUIRY

A Certification Enforcement Inquiry is a written report describing the nature of a member’s noncompliance
related to certification criteria as outlined in Chapter 4 of this Standards & Certification Protocol document.
Reasons for implementing an inquiry include:
1. A member disputes the credits/payments the Association has on file for their certification credit
records history, or
2. A member paid their individual dues but the county for whom they work is unwilling or unable to pay
the County fees within a given fiscal cycle
Pre-Inquiry Process
The Association’s Executive Office (Executive Office) initiates an inquiry for S&C Committee review only after
a thorough internal attempt to resolve the certification issue has run its course. These attempts include:
• Member Issue: The Executive Office has made requests of the member in question to verify past
certification, courses taken, and payments made but member has been unable to provide
appropriate documentation and disputes Executive Office findings, or
•

County Issue: A county has not paid their county program fee within the fiscal year it was owed, and
the Executive Office has made repeated attempts to request payment be made, moving up the chain
of command within a county

After all the above steps have been made by the Executive Office staff, they will fill out the Certification
Enforcement Inquiry form (Appendix C) with all necessary back up materials and forward to the S&C
Committee for further inquiry and resolution.
Committee Review Process
Once the S&C Committee has received a Certification Enforcement Inquiry from the Association’s Executive
Office, the review process begins with a variety of actions available to the Committee after completing the
review including:
1. Taking no action (except notification) when the inquiry is deemed unfounded, or
2. Issuing a written reprimand to the relevant individual(s), or
3. Decertifying the individual(s) temporarily or permanently.
Please Note: In cases of county program fee non-payment, the Executive Office will prepare a letter signed
by the S&C Committee and forward to the Board of Supervisors of the non-paying county.
The S&C Committee’s actions shall be appropriate to the nature of the infraction and shall be documented,
along with the S&C Committee's response, in the original Certification Enforcement Inquiry (inquiry) report.
The S&C Committee shall be responsible for ensuring that all relevant parties are informed that an inquiry is
taking place as well as all findings related to the inquiry once closed. Such parties include the individuals who
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filed the inquiry, the individual about whom the inquiry was made and/or the head of the employing agency
but may involve others, at the S&C Committee's discretion. The final Certification Enforcement Inquiry,
outside of being distributed to all parties concerned, will be placed in the individual member’s permanent
record.
Where the S&C Committee has enacted Conditional or Probationary Certification or Decertification the
Committee's written notice of action shall include a description of the means by which the member can be
certified or readmitted to the Association.
Committee Inquiry Timeline
All Certification Enforcement Inquiries received by the S&C Committee shall be reviewed within the
following timelines:
1. S&C Committee commence certification review within ten (10) business days after receiving inquiry,
2. S&C Committee has forty-five-day (45) business days after commencing review to determine what, if
any action, is required,
3. S&C Committee must notify all appropriate parties cited in the Certification Enforcement Inquiry the
findings of the S&C Committee within ten (10) business days after the investigation has been closed.
The S&C Committee reserves the right to extend the inquiry period beyond the times listed above should
additional time be needed to reach a complete and thorough inquiry.

APPEAL
Within thirty days (30) of the receipt of notice of a S&C Committee response to a referral, any of the parties
involved in the inquiry (i.e. the complainant, the subject of the complaint, and the head of the agency or
county official(s) whose employee was investigated) may file an appeal with the Association’s Executive
Board. An appeal is a written document explaining why the S&C Committee response is deemed
inappropriate. The Association’s Executive Board, in a face-to-face consultation with the S&C Committee
Chairperson, shall act on all appeals.
The Association’s Executive Board shall issue a response to the appeal within thirty (30) business days. The
response shall be in writing and shall be directed to all relevant parties to the appeal with the final
Association’s Executive Board resolution placed in the member’s permanent record.
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Appendix A: County Fee Matrix
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Appendix B: Glossary and Competency/Proficiency Subject Area
Key
Below please find an index of definitions to further clarify words, or phrases and subject matter areas listed
under Chapter 5: Core PA|PG|PC Competencies & Proficiencies.

SUBJECT AREA

DEFINITION

Administration & Case
Management

This competency area covers court proceedings, petitions, notices, file
management, client information/record keeping, fiscal management, budget
management, and general estate management.

Accreditation

Is the process to approve and grant credits for certification.

Benefits Management

This competency area covers applying for and managing all forms of income
and benefits, such as Social Security, Medicare/ Medi-Cal, Medical/Health
Insurance, pensions/annuities, VA benefits, etc.

Client Care

This competency area covers initial and ongoing client care assessments,
placement decisions/arrangements, clothing needs, housing, social activities,
etc.

Documentation

This competency area covers case notes, legal documentation and various
financial record keeping.

Laws & Codes

This competency area covers any training that includes information about
powers and authorities granted.

LPS Conservator Issues

This competency area covers temporary LPS Conservatorship, diagnoses,
treatment modalities, psychotropic medications, medical consent process,
Murphy Conservatorship, etc.

Power of Attorney/Wills/
Trusts

This competency area covers trainings concerning all types of Power of
Attorney, Wills and Trusts.

Professionally Anonymous

This phrase refers to the situation where the general public and the
legislature has not historically been aware of PAPGPCs, as a profession,
and/or not understood the work performed by PAPGPCs.

Probate Conservator Issues

This competency area covers temporary Probate Conservatorships, dementia,
Alzheimer’s, End of Life Decision Making, Health Care Directives (POLST),
Illness & medication management, medical and cognitive issues for the
elderly, elder abuse, etc.
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Appendix C: Certification Enforcement Inquiry Form
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