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NIAAA 
Certification 
Requirement

CERTIFIED MASTER 
ATHLETIC ADMINSTRATOR 

(CMAA)

ATTAINED CAA 
DESIGNATION

APPROVAL OF PERSONAL 
DATA FORM (PDF)

COMPLETION OF LTC 508, 
LTC 510 AND A MINIMUM OF 
FIVE (5) LTI ELECTIVES, ONE 
600 LEVEL, ONE 700 LEVEL 

PLUS THREE (3) ADDITIONAL 
ELECTIVES AT EITHER LEVEL

EMPLOYED SO THAT 
ADMINISTRATION OF 
INTERSCHOLASTIC 

ATHLETICS IS/WAS ONE'S 
PRIMARY RESPONSIBILITY

COMPLETE A PRACTICAL 
WRITTEN OR ORAL EXERCISE 



Certification 
Process

Review

The certification committee will review your PDF to 
confirm attainment of the minimum number of required 
credits/criteria

Final Step: A Member of the Certification 
Committee’s will evaluate the submittal and 
determine final attainment for CMAA

Complete

Complete the "Personal Data Form" (PDF) which provides a method of 
documenting your educational background and professional 
experiences. 

The fully completed PDF is then submitted with proof of 
completion of required LTI courses, proof of college 
degree and appropriate processing fees to the NIAAA 
office. 

Processing Fees 
NIAAA 

Member 

Certified Master Athletic Administrator 
$175.00 

Obtain

Obtain a Certification Application by

Create a member profile online

Download  and complete the Certification 
Worksheet to verify your status

Access your online profile and complete the 
application



How Does the Certification Committee Help?

A member or members 
of the Certifications 

Committee are assigned 
to each individual CMAA 

Project (Written or 
Oral)

Their goal is to help 
each Candidate 

complete their project 
and obtain their CMAA 

designation.

They work with each 
Candidate to review 
their project, give 

feedback and 
ultimately, help get the 

project approved.



Criteria for Written or Oral Projects

Criterion Meets Expectations

Introduction Opening statement that will include the school and community demographic 

and brief description of the project.

Who Stakeholders the project is designed to benefit

What Purpose of the project

When Timeline for development and implementation of the project.  Include 

meeting agendas developed to accomplish the project.



Criteria for Written or Oral Projects

Where Population or location where the project will or has been implemented.

Why Need for the project and any risks identified (costs, change, personnel, etc.)

How Implementation process and sequencing of events.

Assessment 

and Evaluation
Show supporting data and use evidence to support assertions.

Include timelines of activities involved in the development and 

implementation of the project, surveys, cost analysis, photos, or other 

supporting information.



Criteria for Written or Oral Projects

Writing Demonstrate precise, professional language and word choice; use well-

structured sentences, correct spelling and grammar.

Conclusion Describe the impact on stakeholders. Identify LTC course work and other 

resources that assisted in the development and implementation of the 

project.

Oral 

Presentations 

Only

Voice Pacing, Tone and  Projection,

Professional Dress, Eye Contact, Body Language, 

Division of Themes, Discourse, Pronunciation, Grammar, Vocabulary and 

ability to engage audience



Project 
Options

PROJECT PRESENTATION OPTIONS OPTION 

1: WRITTEN PRESENTATION OPTION 

2: ORAL PRESENTATION *Additional oral 
presentation instructions will be emailed 
to you upon approval of your PDF

OPTION 3: RECIPIENT OF THE QPA



Written vs 
Oral?  What’s 
best for you?

Do you already have 
your project done? 

Is it already in 
written form?

Do you prefer 
talking about the 
highlights of your 
chosen project?

What’s your comfort 
zone in speaking to 
other professionals 

in your field?

Both have equal 
value, which is best 

for you?



Frequently 
asked 

Questions 

What is a creditable project?

How do I get started?

Who can help me?

How much extra work will it be?

Should I do a Written or Oral project?



● How to Submit an Oral Presentation
● (Step 1--Personal Data Form)

1. Attained the CAA designation.
2. Approval of Personal Data Form.
3. Employed (or retired from) a school in such capacity that the 

administration of interscholastic athletics is (was) among job 
responsibilities.

4. All credits requirements must have been attained since CAA 
designation.

5. Provide proper documentation where required.
6. Completion of:  LTC: 501, 502, 504, 506, 508
7. Completion of a minimum of three 600 and three 700 LTC courses.
8. Must provide proof of completed coursework.
9. Completion of project
10.Obtain a verifying signature of a supervisor.
11.Read the NIAAA Code of Ethics.



Sample Methods to Earn Credits on Personal Data Form

Continuing Education:  LTC courses, Conference Education, College Credit

Experience:  Coaching, LTI, AD Years of Service, Other Admin Experience

Leadership:  Positions Held, Media, Speaking, Awards, Hosting Events

Minimum of 65 credits needed from a total of 

160 attainable credits.



Preparing for the Oral Presentation
(Once PDF is Approved)

Pick a topic you are 

PASSIONATE about!!

Once decided, 

ORGANIZE a 

presentation to WOW 

the committee.

Pick a topic that has 

IMPACT & 

INFLUENCE in your 

Athletic Department.

Pick a topic in which 

you can show 

evidence of.



CMAA Project:  AP Leadership

Presented by:  Kevin J. Guzzo, CAA

St. Joseph High School

St. Joseph, MI 

kguzzo@sjschools.org

269-926-3222

TOPIC:  Student Athlete Leadership Program

mailto:kguzzo@sjschools.org


CMAA Project:  AP Leadership
Keys to Success

1. Who: Student Athletes @ St. Joseph High School

1. What: To provide student athletes strategies to become better leaders, and to help them 

become the best versions of themselves.

1. When: Started in the Fall of the 2016-2017 school year

1. Where: St. Joseph High School

1. Why: Students need help becoming leaders...we assume they know how to lead 

without         

giving them the tools to be effective leaders.

6. How: Select student athletes who are leaders, or who have the potential to be 

leaders 

and intentionally work with them to strengthen their leadership skills.



CMAA Project:  AP Leadership
Selection Process

2016-2017 Team:   Selected 10 Multi-Sport Athletes

5 boys, 5 girls

Best of the best

All underclassmen

Variety of sports represented

2017-2018 Team: Application Process    

6 boys, 6 girls

2018-2019 Team: Application Process

4 boys, 8 girls



CMAA Project:  AP Leadership
Team Norms

*Leaders are ALWAYS on time 
*We expect you to be Present, not Perfect 
*We want you to have a Growth Mindset 

*Comfortable being Un-Comfortable 
*Discipline vs. Default Decision Making 

*Being Prepared for all Meetings 
*We expect you to model exceptional Student Athlete Behavior--

On your teams, in the classroom, in the student center, in the 
Community, at home, etc.



CMAA Project:  AP Leadership

Foundation for 1st Year

*Accountability Partners get to 

select two chapters from the 

book to present to the rest of the 

group.

*There is a reflection section at 

the end of the book for students 

to reflect on the topics.  They 

turn these into me for comments 

and suggestions.  (See Example)



CMAA Project:  AP Leadership
Student Examples of Presentations

AP 17 AP 18AP 16

https://docs.google.com/presentation/d/1m2-LBBL-ytfPjoKqjD0dxXoOCw_EWQVdtPDKJKX6O8k/edit#slide=id.p
https://docs.google.com/presentation/d/1m2-LBBL-ytfPjoKqjD0dxXoOCw_EWQVdtPDKJKX6O8k/edit#slide=id.p
https://docs.google.com/presentation/d/1rqN3Kdajts4SPOCGwl6drl14sxyjjTzGjZuvWfrKjTA/edit#slide=id.p
https://docs.google.com/document/d/1CsiVrgfIBCdBNgFOsFMgR7pA_52SG_oIzrFto7emNPM/edit


CMAA Project:  AP Leadership

Topics Covered beyond the book

*Attitude of Gratitude *Making Your Bed

*Your Inner Circle

*Visualization

*E + R = O *2 

Way Communication

*”Have” to vs. “Get” to Mentality *You see it, you Own it

*Time Management *The Success 

Hotline

*Navy Seal Mentality:  Goggins, Jocko *One word Focus

*Process over Outcome *1% Better

*Growth vs. Fixed Mindset *Daily Dominator

*Body Language & Self Talk *Circle of Comfort

*Courage to do the Right Thing *Compound Effect

*Accountability Partners *Growth vs. Fixed 

Mindset



CMAA Project:  AP Leadership

Community Service



CMAA Project:  AP Leadership
Community Service



CMAA Project:  AP Leadership

Community Service



CMAA Project:  AP Leadership

Community Service



CMAA Project:  AP Leadership

Community Service



CMAA Project:  AP Leadership
School Spirit



CMAA Project:  AP Leadership

Team Building



CMAA Project:  AP Leadership

Team Building



CMAA Project:  AP Leadership

Presentations



CMAA Project:  AP Leadership
Presentations



CMAA Project:  AP Leadership
Example of Presentation

AP 16 Middle School Presentation

https://docs.google.com/presentation/d/1RSqkpJauyTnqLzkgOxYLv6G5EjIO-TdWAWZ9zsZYIYc/edit#slide=id.p


CMAA Project:  AP Leadership
School Board Presentation



CMAA Project:  AP Leadership

Conferences and Speakers attended

Craig 

Hillier



CMAA Project:  AP Leadership
Conferences and Speakers attended

#FINDYOURGRIND with 

Mike Smith @ MSU



CMAA Project:  AP Leadership

Conferences and Speakers attended

Conference Leadership with 

Rob Miller from Proactive 

Coaching

Student Reflections….

https://docs.google.com/document/d/1yafjugGD0hk6rjhhn4wNcced15QUIYz99IG_5AX8H0c/edit


CMAA Project:  AP Leadership
Conferences and Speakers attended

Leadership and Motivation with Brian Cain



CMAA Project:  AP Leadership
Summary/Results

*Students asking to be part of the team

*Bi-Weekly meetings turned into weekly meetings

*Coaches feedback

*Student Testimonies:  (See example)

*End of year reflections 

*The success of AP Leadership prompted the start of Mindful Mondays

https://docs.google.com/document/d/1UiJN2ulKRtJxqWT5QErfJqYRnUFXqGMYV5CefW69Vig/edit?ts=5c460bb8


CMAA Project:  AP Leadership
Conclusion

FINAL THOUGHTS

QUESTIONS/COMMENTS

THANK YOU FOR YOUR TIME



http://drive.google.com/file/d/1nwYO8p-D-gKsVhoV2MQZFS8NfS0_oYl9/view


Questions and/or Comments?

Pete Shambo

Pshambo@penfield.edu

Kevin Guzzo

kguzzo@sjschools.org

mailto:Pshambo@penfield.edu
mailto:kguzzo@sjschools.org

