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Section 1: Introduction 

A. Information Included in This Manual 

The quality of early learning environments depends in large part on the training, education, and experience of the 

caregivers who work with the children. The people who work with children and their families need a strong foundation 

of knowledge in early childhood practices. In Maine, one way this knowledge can be obtained is through the Maine 

Roads to Quality Core Knowledge Training Program. To provide practitioners with the highest quality learning 

experience, we depend upon the knowledge, skills, and experience of our Approved Trainers. The Maine Roads to 

Quality Professional Development Manual for Approved Trainers was developed to orient the prospective or 

Approved Trainer to the Maine Roads to Quality: Professional Development Network (hereafter Maine Roads to 

Quality or MRTQ PDN). Approved Trainers are required to read, review, and adhere to the policies and procedures 

presented in this manual. 

Included in the Maine Roads to Quality Professional Development Network: Manual for Approved Trainers is helpful 

information in the following sections: 

1) A brief overview of the history of Maine Roads to Quality and contact information for Maine Roads to 

Quality Professional Development Network (MRTQ PDN).  

2) Information about the components of the Maine Roads to Quality Professional Development Network. 

3) Information related to the Maine Roads to Quality Core Knowledge Training Program. 

4) The application process to become an Approved Trainer. 

5) Resources available to Approved Trainers through MRTQ PDN. 

6) Procedures for training delivery, including face-to-face, hybrid, and online training. 

7) The Maine Roads to Quality Training Quality Assurance System (TQAS), which is a system of 

comprehensive assessment and support for Approved Trainers. 

8) Information about the evaluation protocol for the Maine Roads to Quality Core Knowledge Training 

Program. 

9) Appendices containing additional helpful information are also included. 

B. History of Maine Roads to Quality 

Beginning in 1992, the Maine Department of Health and Human Services (hereafter the Department), through its Early 

Childhood Division, convened 100 stakeholders in a two-year process that resulted in the development of 

recommendations for a career development system for early childhood professionals. The recommendations were 

published in 1994 in a document entitled Pathways to Quality: Toward the Development of a Comprehensive Training 

Plan for Child Care Practitioners in Maine. From that point, the Department put several initiatives in place, including a 

scholarship fund, core curriculum, and a professional Registry and Career Lattice. In 1999, the DepartmeÎÔȭÓ Office of 

Child Care and Head Start contracted with the Muskie School of Public Service, University of Southern Maine to 

establish Maine Roads to Quality, a new program tasked to manage the comprehensive, coordinated career 

development system. 

Maine Roads to Quality established the Registry in 1999. Since that time, the Registry has grown to include 12,123 

active members as of September 2019. The Registry has evolved from a paper-based application system to a 

comprehensive online database including practitioner records, training information, and technical assistance reporting. 
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The historical information contained within the Registry provides important data that can be used to inform public 

policy. 

Also in 1999, the Department contracted with eight Maine Resource Development Centers (MRDCs), whose statewide 

service provision included supporting families seeking child care and providing training opportunities to practitioners 

offering child care services. At the time, the Maine Roads to Quality Core Knowledge Training Program, which 

constituted 180 hours of training developed under the auspices of MRTQ, was also delivered by the MRDCs. In April of 

2012, the MRDC system was dissolved and MRTQ assumed delivery of the Core Knowledge Training Program. 

In conjunction with the Core Knowledge Training Program, the MRDC system also delivered on-site technical 

assistance, with formalization of those processes taking place through a group of stakeholders, including the 

Department, in the mid-2000s. Technical assistance was included in the deliverables of the MRDCs as a way to support 

ÃÈÉÌÄ ÃÁÒÅ ÐÒÏÇÒÁÍÓ ×ÏÒËÉÎÇ ÔÏ ÊÏÉÎ ÏÒ ÁÄÖÁÎÃÅ ×ÉÔÈÉÎ -ÁÉÎÅȭÓ ÑÕÁÌÉÔÙ ÒÁÔÉÎÇ ÁÎÄ ÉÍÐÒÏÖÅÍÅÎÔ ÓÙÓÔÅÍȟ Quality for ME. 

After the dissolution of the MRDCs in 2012, MRTQ assumed responsibility for the delivery of technical assistance 

services related to Quality for ME. MRTQ had been delivering technical assistance in the form of the Accreditation 

Facilitation Project since 2000 to assist center-based, family child care, and out-of-school time programs achieve 

national accreditation. Additional technical assistant consultants were recruited and trained in the curriculum 

Foundations of Relationship-Based Technical Assistance and began delivering on-site technical assistance statewide. 

In January of 2013, the Department chose MRTQ to become the new statewide Professional Development Network 

(PDN)ȟ ÃÏÎÓÉÓÔÉÎÇ ÏÆ Á ÐÁÒÔÎÅÒÓÈÉÐ ÂÅÔ×ÅÅÎ ÔÈÅ ÃÕÒÒÅÎÔ -241 ÁÔ ÔÈÅ 5ÎÉÖÅÒÓÉÔÙ ÏÆ 3ÏÕÔÈÅÒÎ -ÁÉÎÅȭÓ Cutler Institute for 

Health and Social Policy, the Center for Community Inclusion and Disability Studies at the University of Maine, and the 

5ÎÉÖÅÒÓÉÔÙ ÏÆ -ÁÉÎÅȭÓ $ÅÖÅÌÏÐÍÅÎÔ of Psychology. The key services offered by the Maine Roads to Quality Professional 

Development Network are provided in Section 2.B. 
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C. How to Contact Maine Roads to Quality 

By Phone: 

1-888-900-0055 (toll free) 

By Email: 

mrtq.training@maine.edu  

On the Web: 

http://mrtq.org  

MRTQ PDN Staff Contact List: 

https://mrtq.org/index.php/contact/  

By Fax: 

(207) 780-5817 (Portland) 

(207) 626-5024 (Augusta) 

Portland Office and Mailing Address: 

MRTQ PDN 

PO Box 9300 

Portland, ME 04104-9300 

Portland Office: University of Southern Maine, Muskie 

School of Public Service, Cutler Institute for Health and 

Social Policy, 34 Bedford Street, Wishcamper Center 

 

Augusta Office: 

MRTQ PDN 

12 East Chestnut Street 

Augusta, ME 04330 

Augusta Office: University of Southern Maine, Muskie 

School of Public Service, Cutler Institute for Health and 

Social Policy, Haynes Building 

Send Invoices: 

Email Invoices to mrtq.invoices@maine.edu  

 

Training Implementation Group: 

Jennifer Conley ɀ Curriculum Support 

Pam Soucy ɀ Participant Support 

Claire Walker ɀ Moodle Support 

 

  

mailto:mrtq.training@maine.edu
http://mrtq.org/
https://mrtq.org/index.php/contact/
mailto:mrtq.invoices@maine.edu
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Section 2: The Maine Roads to Quality Professional Development Network 

A. Mission and Vision 

The purpose of The Maine Roads to Quality Professional Development Network is to promote and support professionalism 

in the early care and education field.  

Vision 

All of Maine's children will be in quality learning environments. 

Mission 

Promote the quality of early care and education. 

Address the training and education needs of all early care and education professionals. 

Develop multiple ways for professionals to achieve their career goals. 

Increase linkages between training and formal education. 

Recognize and reward professionalism. 

Monitor the effectiveness of the career development system. 

Collaborate with and unite partners to achieve the above. 

B. Components of the Maine Roads to Quality Professional Development Network 

i. Career Lattice and Professional Registry 

The Maine Roads to Quality Registry is a recognition system that tracks the employment, education, and training 

history of its members. Any practitioner who joins is assigned a level on the Maine Roads to Quality Career Lattice in his 

or her chosen career path (Public Schools, Legal Unregulated Child Care/Family Friend & Neighbor Child Care, Family 

Education and Support Professional, Direct Care, Administration Management /Coordination). Each MRTQ Registry 

member receives a Maine Roads to Quality Certificate of Professional Recognition. Practitioners are able to store 

ongoing education and training in their personal MRTQ Registry record and receive career counseling around their 

professional goals. 

ii. Maine Roads to Quality Core Knowledge Training Program 

The Core Knowledge Training Program offers new and experienced early care and education practitioners training that 

assures a consistent body of knowledge in eight core knowledge areas: 

1) Business and professional development 

2) Child development 

3) Developmentally appropriate practice 

4) Guidance 

5) Healthy and safe environments 

6) Individual and cultural diversity and inclusion 

7) Observation and assessment 

8) Relationships with families 
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A full list of all MRTQ PDN trainings is provided in Section 3.C. Core Knowledge Training must be delivered by an 

Approved Trainer.    

iii. Maine Credentials 

MRTQ PDN administers the five Maine credentials described in this section. 

Infant Toddler Credentials  

The Infant Toddler Credential 1 is based on competencies in the following areas: infant and toddler growth and 

development; health, safety, and nutrition; relationships with children; relationships with families; observation and 

assessment; curriculum and approaches to learning; and professionalism. Candidates are required to complete the 

following trainings offered statewide through MRTQ PDN: 

¶ Caring for Infants, Toddlers, and Their Families (30 hours) 

¶ Foundations in Health, Wellness, and Safety (18 hours) 

¶ 3ÕÐÐÏÒÔÉÎÇ -ÁÉÎÅȭÓ )ÎÆÁÎÔÓ and Toddlers: Guidelines for Learning & Development (30 hours) 

¶ Introduction to Infant Mental Health: Issues and Practice (18 hours) 

¶ Your Professional Development Portfolio (9 hours) 

¶ Partners in Caring: Families and Caregivers (15 hours) 

Candidates will also submit a portfolio of evidence that demonstrates their mastery of the required competencies. 

MRTQ PDN staff review the portfolios and award the Infant Toddler Credential 1. 

The national Office of Head Start recognizes the Maine Infant Toddler Credential 1 as equivalent to the Infant 

Toddler Child Development Associate (CDA) Credential. 

The Infant Toddler Credential 2 requires the applicant to have ÁÎ !ÓÓÏÃÉÁÔÅȭÓ ÄÅÇÒÅÅ (or above), inclusive of three credit 

courses in each of the following areas: Introduction to Early Childhood %ÄÕÃÁÔÉÏÎȟ /ÂÓÅÒÖÉÎÇ ÁÎÄ 2ÅÃÏÒÄÉÎÇ #ÈÉÌÄÒÅÎȭÓ 

Behavior, and at least one course focused on Infants and Toddlers. Earning the Infant Toddler Credential 2 requires the 

candidate to take four additional courses through a designated Maine Community College.  The courses are:  

¶ Infants and Toddlers I: Social Beings and Ability to Communicate  

¶ Working in Partnership with Families  

¶ Infants and Toddlers II: Strong, Healthy Bodies and Curious Minds  

¶ Infant Toddler Language and Literacy  

Youth Development Credential 

The Youth Development Credential is based upon ten competencies: child and adolescent development; health, 

wellness, and safety; guidance toward healthy relationships; cross cultural competence; observation and assessment; 

learning environment; curriculum and activities; program planning and evaluation; connecting with families, schools, 

and community; and professionalism. The competencies reflect the knowledge, skills, and abilities necessary for 

providing high-quality school age care. Applicants applying for the credential must successfully complete 135 hours of 

training within five years, including six specific Maine Roads to Quality Core Knowledge Trainings: 

¶ Working with School Age Children and Youth (30 hours) 

¶ Foundations of Health, Wellness, and Safety (18 hours) 

¶ Links to Learning (45 hours) 

¶ Partners in Caring: Families and Caregivers (15 hours) 

¶ Creating Inclusive Youth Development Settings (30 hours) 
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¶ Your Professional Development Portfolio (9 hours) 

Candidates will also submit a portfolio of evidence that demonstrates their mastery of the required competencies. 

MRTQ PDN staff review the portfolios and award the Youth Development Credential. 

Director Credential 

The Maine Director Credential has been developed with the understanding that a dÉÒÅÃÔÏÒȭÓ ability to work effectively 

with teaching staff and families, to use evaluative tools to support continuous quality improvement, and to effectively 

manage all aspects of program operations are fundamentally linked to education, experience, and skills related to 

professionalism. Critical to the design of the Maine Director Credential is the identification of competency areas which 

assure a dÉÒÅÃÔÏÒȭÓ ÁÂÉÌÉÔÙ ÔÏ ÇÕÉÄÅ ÔÈÅ ÉÎÓÔÒÕÃÔÉÏÎÁÌ ÐÒÁÃÔÉÃÅÓ ÏÆ ÔÅÁÃÈÅÒÓȟ ×ÈÉÌÅ ÃÒÅÁÔÉÎÇ ÓÙÓÔÅÍÓ ÔÈÁÔ ÁÓÓÕÒÅ ÓÍÏÏÔÈ 

program functioning and strong parent and community partnerships. Directors can meet the training requirements for 

this credential by completing the following Core Knowledge Trainings: 

¶ Maine Child Care Leadership Institute I: Building the Foundation for Quality (30 hours) 

¶ Maine Child Care Leadership Institute II: Leadership in Early Childhood and Out-of-School Time 

Programs Today (30 hours) 

¶ Maine Child Care Leadership III: Transforming Leaders and Programs (30 hours) 

¶ -ÁÉÎÅȭÓ %ÁÒÌÙ ,ÅÁÒÎÉÎÇ ÁÎÄ $ÅÖÅÌÏÐÍÅÎÔ 3ÔÁÎÄÁÒÄÓ ɉΩΦ ÈÏÕÒÓɊ /2 3ÕÐÐÏÒÔÉÎÇ -ÁÉÎÅȭÓ )ÎÆÁÎÔÓ ÁÎÄ 

Toddlers: Guidelines for Learning and Development (30 hours) OR Links to Learning: Curriculum 

Planning in Out-of-School Time (45 hours) 

¶ Your Professional Development Portfolio (9 hours) 

Candidates will also submit a portfolio of evidence that demonstrates their mastery of the required competencies. 

MRTQ PDN staff review the portfolios and award the Director Credential. 

Inclusion Credential 

Working with children who have special needs or disabilities can present unique opportunities and challenges to the 

early childhood education field. Even the most experienced practitioners are sometimes at a loss for how best to 

support a child and family. The Inclusion Credential is designed to help practitioners build skills, knowledge, resources, 

and attitudes to promote quality, inclusive practices in their programs. The Inclusion Credential is designed to be an 

advanced credential; applicants must have already earned another credential, i.e. a Child Development Associate or 

ÁÎÏÔÈÅÒ -ÁÉÎÅ ÃÒÅÄÅÎÔÉÁÌȟ ÏÒ ÈÁÖÅ ÁÎ !ÓÓÏÃÉÁÔÅȭÓ ÄÅÇÒÅÅ ÏÒ ÈÉÇÈÅÒ ÉÎ ÅÁÒÌÙ ÃÈÉÌÄÈÏÏÄ ÅÄÕÃÁÔÉÏÎ ÏÒ Á ÒÅÌÁÔÅÄ ÆÉÅÌÄȢ Core 

Knowledge Trainings required for this credential are: 

¶ Inclusive Child Care (30 hours) OR Creating Inclusive Youth Development Settings (30 hours) 

¶ Your Professional Development Portfolio (9 hours) 

¶ Foundations of Inclusion- Americans with Disabilities Act (6 hours) 

¶ Foundations of Universal Design and Individualizing (12 hours) 

¶ Collaborating with Others to Support Inclusion (12 hours) 

¶ Positive Supports and Challenging Behavior (15 hours) 

Candidates will also submit a portfolio of evidence that demonstrates their mastery of the required competencies. 

MRTQ PDN staff review the portfolios and award the Inclusion Credential. 
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iv. Maine Roads to Quality Technical Assistance Program   

Maine Roads to Quality, in partnership with the University of Maine Center for Community Inclusion and Disability 

Studies, has created a statewide system to offer on-site support to early childhood and school age programs working to 

improve program quality. Trained technical assistance consultants are available in all regions of the state and can work 

with programs on a variety of issues, from arranging the environment to promoting parent engagement. Program 

directors or owners may request on-site technical assistance through the MRTQ PDN website at https://mrtq.org/onsite 

There is no fee for this service. 

v. Maine Roads to Quality Training Quality Assurance System (TQAS) 

This system was designed to ensure and document consistency and excellence in the delivery of Maine Roads to Quality 

Core Knowledge Training while supporting an ongoing professional development experience for Maine Roads to 

Quality Approved Trainers. An Approved Trainer evaluation process has been developed that identifies areas of 

strength, recognizes and acknowledges superior performance, identifies areas that need improvement, and defines 

Approved Trainer technical assistance activities, if necessary. A full description of the TQAS is provided in Section 7 of 

this Manual. 

  

https://mrtq.org/onsite
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Section 3: Maine Roads to Quality Core Knowledge Training Program 

A. History of the Core Knowledge Training Program 

The Maine Roads to Quality Core Knowledge Training Program consists of curricula originally developed in 

collaboration with MRTQ, the former Maine Resource Development Centers, the Early Childhood Higher Education 

Committee, and qualified curriculum writers. MRTQ contracted with a number of curriculum writers to develop the 

trainings, which ranged in length from six to thirty-six hours. Some curriculum writers were higher education faculty 

ÆÒÏÍ -ÁÉÎÅȭÓ ÃÏÍÍÕÎÉÔÙ ÃÏÌÌÅÇÅÓ ÏÒ ÕÎÉÖÅÒÓÉÔÉÅÓȟ ÏÔÈÅÒÓ ×ÅÒÅ ÐÒÁÃÔÉÔÉÏÎÅÒÓ ×ÏÒËÉÎÇ ÉÎ ÃÅÎÔÅÒ-based or family child care 

settings, and still others were professional development consultants and trainers. Together they brought a depth of 

knowledge, experience, and expertise to the content of the training and to the creation of positive learning 

environments for adult learners. Core Knowledge Training is appropriate for any practitioner working in an early 

childhood or out-of-school time program ɀ novice or experienced, center-based, family child care, Head Start, public 

preschool, before and after school, or family, friend, and neighbor.  

The National Association for the Education of Young Children (NAEYC) states that the defining characteristic of any 

profession is a specialized body of knowledge and competencies shared by all of its members.1 The stakeholders that 

framed the ÒÅÃÏÍÍÅÎÄÁÔÉÏÎÓ ÆÏÒ -ÁÉÎÅȭÓ ÏÒÉÇÉÎÁÌ ÃÁÒÅÅÒ ÄÅÖÅÌÏÐÍÅÎÔ ÓÙÓÔÅÍ ÁÄÏÐÔÅÄ .!%9# ÇÕÉÄÅÌÉÎÅÓ ÆÏÒ ÔÈe 

preparation of professionals. The guidelines include a definition of what all early childhood professionals need to know 

and be able to do in order to practice effectively. In keeping with the recommendations, MRTQ founded the Core 

Knowledge Training Program on the following eight core knowledge areas: 

1) Demonstrate an understanding of child development and apply this knowledge in practice; 

2) Observe and assess childÒÅÎȭÓ ÂÅÈÁÖÉÏÒ ÉÎ ÐÌÁÎÎÉÎÇ ÁÎÄ ÉÎÄÉÖÉÄÕÁÌÉÚÉÎÇ ÔÅÁÃÈÉÎÇ ÐÒÁÃÔÉÃÅÓ ÁÎÄ ÃÕÒÒÉÃÕÌÕÍȠ 

3) Establish and maintain a safe and healthy environment for children; 

4) PÌÁÎ ÁÎÄ ÉÍÐÌÅÍÅÎÔ ÄÅÖÅÌÏÐÍÅÎÔÁÌÌÙ ÁÐÐÒÏÐÒÉÁÔÅ ÃÕÒÒÉÃÕÌÕÍ ÔÈÁÔ ÁÄÖÁÎÃÅÓ ÁÌÌ ÁÒÅÁÓ ÏÆ ÃÈÉÌÄÒÅÎȭÓ ÌÅÁÒÎÉÎÇ 

and development, including social, emotional, intellectual, and physical competence; 

5) Establish supportive relationships with children and implement developmentally appropriate techniques of 

guidance and group management; 

6) Establish and maintain positive and productive relationships with families; 

7) Support the development and learning of individual children, recognizing that children are best understood 

in the context of family, culture, and society; and 

8) Demonstrate an understanding of the early childhood profession and make a commitment to 

professionalism. 

B. Statement of Purpose 

The Maine Roads to Quality Core Knowledge Training Program offers early care and education practitioners approved 

training in the above eight core knowledge areas. The Core Knowledge Training Program assures a consistent body of 

knowledge and nurtures professionalism in early care and education for both new and experienced practitioners.  

C. Abstracts of Core Knowledge Trainings 

The following is a list of all current MRTQ PDN trainings, as of September 2019: 

  

                                                                    
1 Young Children, March 1994, p. 72 
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¶ Annual Renewal of CCDF Health & Safety,  

On-Demand Training (2 hours)   

¶ Bridge to MELDS (15 hours) 

¶ Caring for Children and Families Experiencing 

Homelessness, On-Demand Training (1 hour) 

¶ Caring for Infants, Toddlers, and Their Families         

(30 hours) 

¶ Collaborating with Others to Support Inclusion         

(12 hours) 

¶ Creating Inclusive Preschool Settings (30 hours) 

¶ Creating Inclusive Youth Development Settings       

(30 hours) 

¶ Curriculum and Development for Preschool Children 

(30 hours) 

¶ Early Childhood Education: Theory to Practice            

(9 hours) 

¶ Environments in Early Care and Education (30 hours) 

 

¶ Environments for The Preschool Classroom (30 hours) ¶ Foundations in Coaching (12 hours) 

¶ Foundations of Collaborative Consultation (12 hours) ¶ Foundations of Health, Wellness, and Safety              

(18 hours) 

¶ Foundations of Inclusion: Americans with Disabilities 

Act (6 hours) 

¶ Foundations in Mentoring (12 hours) 

¶ Foundations of Peer to Peer Network (12 hours) ¶ Foundations of Relationship-Based Technical 

Assistance (18 hours) 

¶ Foundations of Universal Design and Individualizing 

(12 hours) 

¶ Getting Started in Family Child Care (6 hours) 

¶ Health & Safety Orientation, On-Demand Training   

(6 hours) 

¶ Inclusive Child Care (30 hours) 

 

¶ Linking Assessment to Curriculum in the Preschool 

Classroom (9 hours) 

¶ Links to Learning: Curriculum Planning in Out-of 

School Time (45 hours) 

¶ Maine Child Care Leadership Institute I: Building the 

Foundation for Quality (30 hours) 

¶ Maine Child Care Leadership Institute II: Leadership 

in Early Childhood and Out-of-School Time Programs 

Today (30 hours) 

¶ Maine Child Care Leadership Institute III: 

Transforming Leaders and Programs (30 hours) 

¶ -ÁÉÎÅȭÓ %ÁÒÌÙ ,ÅÁÒÎÉÎÇ ÁÎÄ $ÅÖÅÌÏÐÍÅÎÔ 3ÔÁÎÄÁÒÄÓ 

(MELDS) (30 hours)  

¶ Partners in Caring: Families and Caregivers (15 hours) ¶ Positive Supports and Challenging Behavior                

(15 hours) 

¶ Practicum Site Mentoring (developed for Higher 

Education deliveries) (6 hours) 

¶ 3ÕÐÐÏÒÔÉÎÇ -ÁÉÎÅȭÓ )ÎÆÁÎÔÓ ÁÎÄ 4ÏÄÄÌÅÒÓȡ 'ÕÉÄÅÌÉÎÅÓ 

for Learning and Development (30 hours) 

¶ Teaching Adult Learners (18 hours) ¶ Working with School Age Children and Youth (30 

hours) 

¶ Your Professional Development Portfolio (9 hours) ¶  
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The Maine Roads Core Knowledge Curriculum Abstracts can be found in our Training Catalog on the MRTQ PDN 

website.      

D. Role of the Approved Trainer 

MRTQ PDN Approved Trainers act as representatives of MRTQ PDN. Approved Trainers play an essential part of the 

career development system in general and in the Core Knowledge Training Program in particular. Approved Trainers 

create a positive learning environment for adult learners, teach the content using appropriate adult learning methods, 

facilitate the exchange of ideas in the classroom or online, and assist practitioners with their assignments (as needed). 

The role of an Approved Trainer is essential to the success of practitioners in achieving their professional development 

goals by modeling professionalism and best practice. Throughout the duration of the training, participants benefit from 

the support and encouragement of the Approved Trainer. An Approved Trainer is also knowledgeable of -ÁÉÎÅȭÓ ÑÕÁÌÉÔÙ 

rating and improvement system, Quality for ME, and supportive of adult learners whose training is linked to quality 

improvements within their respective programs. 
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Section 4: Application to Become an Approved Trainer 

A. Approved Trainer Qualifications 

With the implementation of the Maine Roads to Quality Core Knowledge Training Program, MRTQ PDN and the Maine 

Early Childhood Higher Education Committee worked to articulate the training for college credit with two-year colleges 

in Maine. In order to satisfy the requirements of the higher education institutions, MRTQ PDN must have rigorous 

qualifications for all Approved Trainers of Core Knowledge Training. This section provides information on these 

required qualifications, the application process to become an Approved Trainer, and the policies and procedures 

developed to ensure that training will be implemented consistently throughout the state.  

This section should be reviewed carefully. The information included in this section will guide Approved Trainers 

through the Trainer Approval system and will provide detailed explanations concerning the policies, procedures, and 

logistics of training delivery. 

i. Trainer Qualifications 

To become an Approved Trainer, an applicant must: 

¶ Have a Masterȭs Degree in Early Childhood Education or a related field.  

¶ Be a Maine Roads to Quality Registry Member. 

¶ Complete the 18-hour MRTQ PDN ÏÎÌÉÎÅ ÔÒÁÉÎÉÎÇ Ȱ4ÅÁÃÈÉÎÇ !ÄÕÌÔ ,ÅÁÒÎÅÒÓȟȱ ×ÈÉÃÈ ÃÏÖÅÒÓ ÔÈÅ ÐÒÉÎÃÉÐÌÅÓ Ïf 

adult learning and gives an overview of the functions of the Core Knowledge Training Program. 

¶ Pay an initial application fee of $25.00. 

¶ Agree to participate in the MRTQ PDN Training Quality Assurance System (TQAS) and the MRTQ PDN  

Feedback Survey after the training. 

¶ Have at least five years of professional experience relevant to the Core Knowledge Areas described in 

Section 3. 

¶ Have at least twelve hours of experience delivering training for early care and education practitioners.  

¶ Be approved every three years by MRTQ PDN (see Section 4.E for the Renewal Process). 

¶ Agree to read, review, and abide by the policies and procedures set forth in the MRTQ PDN Manual for 

Approved Trainers. 

ii. Memorandum of Agreement 

All Approved Trainers are required to sign a yearly Memorandum of Agreement (MOA) with MRTQ PDN that is also 

signed by the Training and Curriculum Coordinator. The intent of the MOA is for all parties to agree to their specific role 

in the delivery of a high-quality Core Knowledge Training Program. Additionally, the Memorandum of Agreement 

defines the conditions under which an Approved Trainer can and cannot use MRTQ PDNȭÓ ÃÏÐÙÒÉÇÈÔÅÄ ÍÁÔÅÒÉÁÌÓȢ ɉSee 

Attachment A for a copy of the Memorandum of Agreement.) 

All Approved Trainers are also required to sign the Authorization for the Release of Personal History that includes child 

protection, State Bureau of Investigation (SBI), and motor vehicle records. (See Appendix B for a copy of the Release of 

Personal History form.) 
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B. Application Process 

To become an Approved Trainer, all applicants must be a member of the Maine Roads to Quality Registry AND 

must have online access to their MRTQ Registry record. 

1) Log on to the Maine Roads to Quality Registry at: https://mrtq-registry.org  

a. For non-ReÇÉÓÔÒÙ ÍÅÍÂÅÒÓȟ ÃÌÉÃË ÏÎ Ȱ.Å× MRTQ Registry Applicant? I need to join the MRTQ 

RegistryȢȱ 

b. For MRTQ Registry ÍÅÍÂÅÒÓ ×ÉÔÈÏÕÔ ÏÎÌÉÎÅ ÁÃÃÅÓÓȟ ÃÌÉÃË ÏÎ Ȱ!ÌÒÅÁÄÙ Á 2ÅÇÉÓÔÒÙ -ÅÍÂÅÒȩ ) ÂÅÌÏÎÇ 

to the MRTQ Registryȟ ÁÎÄ ) ×ÁÎÔ ÁÎ ÏÎÌÉÎÅ ÁÃÃÏÕÎÔȢȱ 

c. MRTQ Registry members with online access should sign in with their usual login. 

2) Complete the section on Trainer Information, then print and sign the completed application. 

a. For non-Registry members, the MRTQ Registry application features a section where applicants can 

choose to also apply to be an Approved Trainer. 

b. MRTQ Registry members who wish to apply to become an Approved Trainer can log in to their 

online MRTQ Registry ÁÃÃÏÕÎÔȟ ÔÈÅÎ ÃÌÉÃË ÏÎ ÔÈÅ Ȱ-Ù )ÎÆÏÒÍÁÔÉÏÎȱ menu. This menu contains the 

ÏÐÔÉÏÎ ÔÏ Ȱ!ÐÐÌÙ ÔÏ ÂÅ ÁÎ MRTQ PDN 4ÒÁÉÎÅÒȢȱ 

3) Submit by mail the following to MRTQ PDN (see contact information in Section 1): 

a. Completed, signed Trainer Application from the online MRTQ Registry. 

i. Non-Registry members should also include the completed, signed Registry Application. 

b. Check for $25.00 made out to the University of Southern Maine (non-refundable processing fee). 

c. A résumé or curriculum vitae that includes all early childhood-related professional experience 

(direct care and supervisory) as well as synopses of any early childhood training delivered (for an 

applicant with a lengthy training history, include five recent examples). 

d. The names and contact information (including email) of three professional references who can 

spÅÁË ÔÏ ÔÈÅ ÁÐÐÌÉÃÁÎÔȭÓ ÁÂÉÌÉÔÙ ÔÏ ×ÏÒË ×ÉÔÈ ÁÄÕÌÔ ÌÅÁÒÎÅÒÓ. 

4) MRTQ PDN staff review all applications and reply to applicants within 2-4 weeks. (Applicants who submit 

incomplete materials will be notified via email regarding the missing materials). 

a. !Î ÁÐÐÌÉÃÁÎÔ ×ÈÏ ÉÓ ÁÐÐÒÏÖÅÄ ÂÕÔ ÈÁÓ ÎÏÔ ÔÁËÅÎ ÔÈÅ Ȱ4ÅÁÃÈÉÎÇ !ÄÕÌÔ ,ÅÁÒÎÅÒÓȱ ÔÒÁÉÎÉÎÇ ×ÉÌÌ ÂÅ 

approved as a Provisional Trainer and must satisfactorily complete the training within six months, 

at which point they will become an Approved Trainer. Failure to ÃÏÍÐÌÅÔÅ Ȱ4ÅÁÃÈÉÎÇ !ÄÕÌÔ 

,ÅÁÒÎÅÒÓȱ within six months will result in the application being denied. Provisional Trainers may 

deliver Core Knowledge Training at the discretion of MRTQ PDN staff. 

b. An applicant ×ÈÏ ÉÓ ÁÐÐÒÏÖÅÄ ÁÎÄ ÈÁÓ ÃÏÍÐÌÅÔÅÄ Ȱ4ÅÁÃÈÉÎÇ !ÄÕÌÔ ,ÅÁÒÎÅÒÓȱ ×ÉÌÌ ÂÅÃÏÍÅ ÁÎ 

Approved Trainer. 

c. An applicant who does not meet the criteria will be notified by MRTQ PDN regarding the reason 

they are not currently eligible to become an Approved Trainer. 

d. Becoming an approved trainer does not guarantee training assignments. 

e. Hereafter, Approved Trainers are contracted to provide training by the University of Southern 

Maine. As such, they are considered Subcontractors. If the Approved Trainer and the University 

representatives mutually agree upon the terms of the contract, all respective parties sign and date 

the contract accordingly. Trainers are encouraged to thoroughly review the contract so they are 

aware of the terms, conditions, and procedures to which they are agreeing. 

https://mrtq-registry.org/


Maine Roads to Quality Professional Development Network: Manual for Approved Trainers 

  17 
Updated September 2019 

C. Appeals Process 

As MRTQ Registry members, all Approved Trainers may utilize the Maine Roads to Quality Career Lattice Level Appeal 

Policy if they feel their MRTQ Registry level, or selection as an Approved Trainer, does not reflect their education, work 

experience, or training history appropriately. The Maine Roads to Quality Career Lattice Level Appeal Policy is made 

available to MRTQ Registry members upon acceptance into the MRTQ Registry and may also be found on the Maine 

Roads to Quality website at https://mrtq.org/registrypolicies/.  

D. Approved Reimbursement Rates 

MRTQ PDN has set the reimbursement rate for Approved Trainers of Core Knowledge Training at $50 per hour as of 

January 1, 2013. Travel is reimbursable at $25 per hour. Billable hours are equivalent to the length of the training. 

Preparation time and any other costs are not  reimbursable. Please see appendix K for instructions on submitting 

invoices for payment. 

E. Renewal Process 

All Approved Trainers are approved for a three-year period, at which point the Approved Trainer must renew his or her 

approval. The renewal process includes updating the !ÐÐÒÏÖÅÄ 4ÒÁÉÎÅÒȭÓ MRTQ Registry record (i.e. if any address or 

employment changes have occurred) AND documenting 45 clock hours of training (or a 3-credit college course) in adult 

learning or early childhood education in the MRTQ Registry. Professional growth activities may be considered by the 

MRTQ PDN Training Curriculum Coordinator for approval to meet this requirement. 

  

https://mrtq.org/registrypolicies/
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Section 5: Resources for Approved Trainers 

A. MRTQ PDN Trainer Hub 

The MRTQ PDN Trainer Hub is an online resource available to all Approved and Provisional Trainers. Upon notification 

of approval or provisional approval, the Approved or Provisional Trainer will receive information about how to request a 

user name and password for Moodle, the learning management system that MRTQ PDN uses for its online training. 

Information in the MRTQ PDN Trainer Hub includes: 

¶ Additional guidance around the policies and procedures in this manual 

¶ Tutorials and how-to information regarding Moodle 

¶ Discussion boards for sharing questions, ideas, and support with other Approved Trainers 

¶ A list of other resources available for practitioner and trainer professional development 

B. Train-the-Trainer (T3) 

It is expected that all new Approved Trainers will complete a Train-the-Trainer (T3) on each curriculum that they would 

like to train. A T3 pairs a new Approved or Provisional Trainer with an experienced Approved Trainer and allows the new 

Approved or Provisional Trainer to become familiar with the content of the training and to ask questions of the 

experienced Approved Trainer before delivering the training themselves. During a T3, the new Approved or Provisional 

Trainer is expected to: 

¶ Enroll in and participate fully in the training, including completing all assignments. 

¶ Introduce themselves as an Approved or Provisional Trainer completing a T3; the lead Approved Trainer 

should also make this clear in their introductory letter to the participants. 

¶ Utilize this manual and additional resources available through the MRTQ PDN Trainer Hub, to guide their 

learning. 

¶ Read all articles and view all websites and videos in each module. 

¶ -ÏÎÉÔÏÒ ÔÈÅ ÌÅÁÄ !ÐÐÒÏÖÅÄ 4ÒÁÉÎÅÒȭÓ ÒÅÓÐÏÎÓÅÓ ÔÏ ÁÎÄ ÉÎÔÅÒÁÃÔÉÏÎÓ ×ith the participants. 

¶ Connect with the lead Approved Trainer at the end of each module to debrief and ask any questions that 

have come up. 

¶ Review with the lead Approved Trainer the policies and procedures for participant attendance. 

Approved or Provisional Trainers completing a T3 will receive half of the regular reimbursement rate ɀ $25 per hour. 

C. MRTQ PDN Professional Development Opportunities 

MRTQ PDN will occasionally bring together all Approved and Provisional Trainers for a Trainer Professional 

Development Day. These meetings will be a time for Approved and Provisional Trainers to connect with MRTQ PDN 

and each other. Approved Trainers will be given professional development hours for attending, but will not be 

reimbursed for mileage or time. Trainers can stay connected to current professional development opportunities 

through the weekly email communication ShortCuts.   

Additionally, MRTQ PDN staff are excellent resources for any training-related questions. See the contact information 

page in Section 1 for information on how to reach MRTQ PDN staff. 
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Section 6: Procedures for Training Delivery 

Approved Trainers act as representatives of the Maine Roads to Quality Professional Development Network and play 

an essential part in MainÅȭÓ professional development system. They create positive learning environments for adult 

learners, teach the Core Knowledge Training content with fidelity, facilitate the exchange of ideas in the classroom and 

online, and assist practitioners in accomplishing their training goals. 

The following procedures outline the responsibilities of Maine Roads to Quality Approved Trainers. 

A. Hiring of Approved Trainers 

Before the beginning of a Core Knowledge Training, MRTQ PDN selects an Approved Trainer based upon Approved 

Trainer content knowledge, experience with the curriculum (including completion of a Train-the-Trainer), geographical 

location, availability, and other relevant factors. Once the dates, times, and locations (if applicable) have been 

determined, MRTQ PDN will initiate the contract process through the University of Southern Maine. The Approved 

Trainer will receive a contract via email within one month of the delivery start date. Questions regarding the execution 

of the subcontract should be directed to MRTQ PDN at 1-888-900-0055 (ext. #2). 

B. Prior to Training Delivery 

i. Access to Training Materials 

For Approved Trainers delivering online training, all training materials are available online through Moodle. Approved 

Trainers will be given access to the online training two weeks before the start date of the training. During the two 

weeks prior to class, Approved Trainers should become familiar with the training material and check the online links to 

make sure they are active and accurate. 

ii. Supplemental Materials (Face-to-Face and Hybrid Training Only) 

Any supplemental materialsȟ ÓÕÃÈ ÁÓ ÃÈÁÒÔ ÐÁÐÅÒ ÁÎÄ ÍÁÒËÅÒÓ ÏÒ ÃÈÉÌÄÒÅÎȭÓ ÂÏÏËÓȟ are the responsibility of the 

Approved Trainer. MRTQ PDN staff are available to assist the Approved Trainer in obtaining any necessary materials. 

The Approved Trainer should contact MRTQ PDN as soon as possible if assistance is needed.   

C. Recording Attendance 

Maintaining an accurate record of training attendance and module completion is critically important to MRTQ PDN, 

and especially to the practitioners who attend. Recording attendance is the sole responsibility of the Approved 

Trainer. TÈÅ ÁÔÔÅÎÄÁÎÃÅ ÆÏÒ ÅÁÃÈ #ÏÒÅ +ÎÏ×ÌÅÄÇÅ 4ÒÁÉÎÉÎÇ ÂÅÃÏÍÅÓ Á ÐÅÒÍÁÎÅÎÔ ÐÁÒÔ ÏÆ ÅÁÃÈ ÐÁÒÔÉÃÉÐÁÎÔȭÓ 

Professional Development Profile, an official part of MRTQ PDNȭÓ 2ÅÇÉÓÔÒÙ, and is reported to our funders on a regular 

basis. 

i. Attendance for Face-to-Face Trainings 

The procedure for recording attendance for face-to-face trainings is as follows: 

1) The Approved Trainer should print the attendance sheet from the MRTQ Registry no more than 24 hours 

prior to the start of the training.  Printing of the attendance sheet is MANDATORY for face-to-face 

training.  (Complete instructions for printing the attendance sheet can be found in Appendix C.) 

2) At each session, the Approved Trainer should mark the attendance directly on the attendance sheet. The 

attendance sheet is NOT to be passed around to the participants. 
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3) The attendance should be recorded electronically into the MRTQ Registry as soon as possible after the 

completion of the session. Do not wait until the completion of the training to enter the attendance. 

Keeping an accurate, ongoing record of training attendance is important for MRTQ PDN staff monitoring 

training status and for the payment and evaluation processes.  (Instructions for recording and verifying 

attendance in the MRTQ Registry are included in Appendix D.)  Note that the links to record attendance are 

date-enabled, meaning that the date of the training must have passed in order for attendance to be 

entered. This will prevent entry of attendance information until at least 12:01am after the end date of the 

module. 

4) At the conclusion of the training, the Approved Trainer should enter the attendance for the final session, 

verify the training, then sign and date the completed attendance sheet and submit it to MRTQ PDN.  

Attendance sheets may be submitted via mail to the Portland office or scanned via email to MRTQ PDN 

(see contact information in Section 1). 

ii. Attendance for Online Trainings 

Work for online trainings consists of a set of assignments within each module. One module is covered per week. In 

general, a module consists of assignments that include reading articles, watching online videos, posting in discussion 

forums, writing individual journal responses, or taking online quizzes. For discussion board postings that ask 

participants to reply to one or two peers, the Approved Trainer should use that requirement as a guideline in that 

participants are mostly posting responses to their peers. A participant should not be penalized for missing a peer 

response on occasion; the Approved Trainer should contact the participant individually to encourage more discussion if 

ÈÅ ÏÒ ÓÈÅ ÉÓ ÎÏÔ ÉÎÖÏÌÖÅÄ ÉÎ ÔÈÅ ÇÒÏÕÐȭÓ ÃÏÎÖÅÒÓÁÔÉÏÎ ÉÎ ÄÉÓÃÕÓÓÉÏÎ board posts. 

The procedure for recording attendance for online trainings is as follows: 

1) The Approved Trainer should access the attendance sheet from the MRTQ Registry no more than 24 hours 

prior to the start of the training. (Complete instructions for accessing the attendance sheet can be found in 

Appendix C.) Accessing the official attendance sheet from the MRTQ Registry is important because it will 

list the participants officially enrolled in the training. The attendance sheet from the MRTQ Registry 

serves as the official list of participants. If a discrepancy exists between the participant list in Moodle 

and the attendance sheet, contact the Training Specialist at 1-888-900-0055 (extension #2). 

For online trainings, the Approved Trainer may track attendance using the attendance sheet or he or she 

may create his or her own method for tracking completion of activities and modules. Participants may be 

marked as completing a module if they have completed all activities within the module. (See section 6.D.ii 

for more information about following up with participants who partially complete a module.)   

2) The attendance should be recorded electronically into the MRTQ Registry as soon as possible after the end 

date of the module. Do not wait until the completion of the training to enter the attendance. Keeping 

an accurate, ongoing record of training attendance is important for MRTQ PDN staff monitoring training 

status and for the payment and evaluation processes. (Instructions for recording attendance in the MRTQ 

Registry are included in Appendix D.) Note that the links to record attendance are date-enabled, meaning 

that the date of the training must have passed in order for attendance to be entered. This will prevent entry 

of attendance information until at least 12:01am after the end date of the module. 

3) At the conclusion of the training, the Approved Trainer should enter the attendance for the final session 

and verify the training. (See Appendix D.) 
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iii. Attendance for Hybrid Trainings 

1) The Approved Trainer should access the attendance sheet from the MRTQ Registry no more than 24 hours 

prior to the start of the training. (Complete instructions for accessing the attendance sheet can be found in 

Appendix C.) Accessing the official attendance sheet from the MRTQ Registry is important because it will 

list the participants officially enrolled in the training. The attendance sheet from the MRTQ Registry 

serves as the official list of participants. If a discrepancy exists between the participant list in Moodle 

and the attendance sheet, the MRTQ Registry attendance sheet will be considered accurate. 

For the face-to-face portion of the training, printing the attendance sheet is MANDATORY. For the online 

portion of the training, the Approved Trainer may track attendance using the attendance sheet or he or she 

may create his or her own method for tracking completion of activities and modules. Participants may be 

marked as completing a module if they have completed all activities within the module. (See section 6.D.iii 

below for more information about following up with participants who partially complete a module.)   

2) At each face-to-face session, the Approved Trainer should mark the attendance directly on the attendance 

sheet. The attendance sheet is NOT to be passed around to the participants.  

3) The attendance should be recorded electronically into the MRTQ Registry as soon as possible after the end 

date of the module. Do not wait until the completion of the training to enter the attendance. Keeping 

an accurate, ongoing record of training attendance is important for MRTQ PDN staff monitoring training 

status and for the payment and evaluation processes. Instructions for recording attendance in the MRTQ 

Registry are included in Appendix D.) Note that the links to record attendance are date-enabled, meaning 

that the date of the training must have passed in order for attendance to be entered. This will prevent entry 

of attendance information until at least 12:01am after the end date of the module. 

4) At the conclusion of the training, the Approved Trainer should enter the attendance for the final session, 

then sign and date the completed attendance sheet for the face-to-face sessions and submit it to MRTQ 

PDN. Attendance sheets may be submitted via mail to the Portland office or scanned via email to MRTQ 

PDN (see contact information in Section 1). 

D. Incomplete Attendance 

There are times when a participant does not complete all assignments for an online module or when he or she is absent 

from a face-to-face session. Approved Trainers should use the following procedures when addressing incomplete 

attendance with a participant. 

i. Absence from a Face-to-Face Session 

The Approved Trainer should clearly indicate on the attendance sheet if a participant is absent from a face-to-face 

session. For a 30-hour Core Knowledge Training, a participant will be allowed to complete a make-up assignment for 

ONE missing module (three hours). The exceptions are the Maine Child Care leadership trainings; there are no make-

ups allowed.  (Note that this means a participant missing a full day session ɀ two modules ɀ will still only be allowed to 

make up one of the missed modules.) Make-up assignments are not mandatory and can be completed at the 

ÐÁÒÔÉÃÉÐÁÎÔȭÓ ÄÉÓÃÒÅÔÉÏÎ ÕÓÉÎÇ ÔÈÅ ÆÏÌÌÏ×ÉÎÇ ÇÕÉÄÅÌÉÎÅÓȡ 

¶ A participant should notify the Approved Trainer as soon as possible after a missed module if he or she 

would like to complete a make-up assignment. All make up assignments will be completed through the on-

line training on the Moodle site. All make-up assignments must be completed by the end date of the 

training.  
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¶ In the event of extenuating circumstances, the Approved Trainer should refer the participant to MRTQ PDN 

(see contact information in Section 1). 

ii. Incomplete Work for Online Trainings 

Approved Trainers should refer to the Participant Expectations (see Appendix J) for guidance in these situations: 

In ÇÅÎÅÒÁÌȟ ÔÈÅÒÅ ÁÒÅ ÔÈÒÅÅ ÃÁÔÅÇÏÒÉÅÓ ÏÆ ÉÎÃÏÍÐÌÅÔÅ ×ÏÒË ÆÏÒ ÏÎÌÉÎÅ ÔÒÁÉÎÉÎÇÓȡ ÐÁÒÔÉÃÉÐÁÎÔÓ ×ÈÏ ȰÄÒÏÐ ÏÕÔȱ ÏÆ Á ÔÒÁÉÎÉÎÇ 

by not logging in to Moodle or completing assignments, participants who fall behind the schedule set at the beginning 

of the training, or participants who do not complete all assignments within a module (or who submit incomplete or 

otherwise unsatisfactory work for some or all assignments2).  Approved Trainers should use the following guidelines in 

these situations: 

1) &ÏÒ ÐÁÒÔÉÃÉÐÁÎÔÓ ×ÈÏ ȰÄÒÏÐ ÏÕÔȱ ÏÆ Á ÔÒÁÉÎÉÎÇ ÂÙ ÎÏÔ ÌÏÇÇÉÎÇ ÉÎ ÔÏ -ÏÏÄÌÅȟ ÔÈÅ !ÐÐÒÏÖÅÄ 4ÒÁÉÎÅÒ ÓÈÏÕÌÄ 

make at least two attempts to contact the participant via email during the week of the missed module. If no 

contact is made with the participant, or if the participant continues to fall behind in the training, the 

Approved Trainer should notify MRTQ PDN (see contact information in Section 1). 

2) For participants who fall behind the schedule set at the beginning of the training, the Approved Trainer 

should make at least two attempts to contact the participant via email to make a plan for the participant to 

catch up to the pace of the training. If a participant falls more than one week behind schedule, the 

Approved Trainer should notify MRTQ PDN (see contact information in Section 1). 

3) For participants who miss individual assignments in a module or submit incomplete or unsatisfactory work, 

the Approved Trainer should use the following strategies, as appropriate: 

¶ Respond to the participant with questions to prompt a more complete answer. 

¶ Give the participant individual private feedback (not by posting in a discussion forum) reminding 

him or her of the requirement for the activity, i.e. completing a paragraph of reflection. 

¶ For participant responses that are inappropriate or not best practice, the Approved Trainer should 

ask reflective questions to guide the participant and/or the group to a more appropriate response 

and best practice. When in doubt about a response or situation, the Approved Trainer should 

contact MRTQ PDN (see contact information in Section 1). 

¶ A continued lack of response or failure to make a good faith effort to complete the assignment 

should result in the participant being marked as incomplete for that module. Again, all questions 

can be referred to MRTQ PDN (see contact information in Section 1). 

iii. Incomplete Work for Hybrid Trainings 

For a hybrid training, the Approved Trainer should consult the previous two sections, depending on what module is 

missed by a participant. In short: 

¶ A participant may complete a make-up assignment for ONE module for a missed face-to-face session. 

¶ The Approved Trainer should consult the guidelines for incomplete work for online training for participants 

missing work in the online modules. 

                                                                    
2 Ȱ5ÎÓÁÔÉÓÆÁÃÔÏÒÙȱ ×ÏÒË ×ÏÕÌÄ ÉÎÄÉÃÁÔÅ ÔÈÁÔ ÔÈÅ ÐÁÒÔÉÃÉÐÁÎÔ ÈÁÄ ÎÏÔ ÍÁÄÅ Á ÇÏÏÄ ÆÁÉÔÈ ÅÆÆÏÒÔ ÔÏ ÃÏÍÐÌÅÔÅ ÔÈÅ ÁÓÓÉÇÎÍÅÎÔȟ ÉȢÅȢ Ïne or 
two sentence responses to in depth reflective questions. 
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¶ MRTQ PDN staff are available for guidance to assist the participant and Approved Trainer in completing the 

training in as efficiently as possible. 

E. Approved Trainer Responsibilities for Face-to-Face Training Sessions 

For trainings delivered face-to-face, including in-class sessions for a hybrid training, the Approved Trainer should refer 

to the following procedures: 

i. Dates, Locations, and Cancellations 

The dates and locations are set by MRTQ PDN Training Specialist and are not to be changed by the Approved Trainer 

without notification to the Training Specialist (see contact information in Section 1). In the event of extenuating 

circumstances, such as illness or family emergency that require changes, the Approved Trainer should contact MRTQ 

PDN Training Specialist as soon as possible so that MRTQ PDN Training Specialist can contact the training participants. 

During business hours, the Approved Trainer can contact 1-888-900-0055 (extension #2). MRTQ PDN will provide an 

after-hours contact number at least one week prior to the start date of the training. 

On occasion, a face-to-face training session may be cancelled due to bad weather or other extenuating circumstances. 

These cancellations will be made in consultation with the Approved Trainer based on local weather conditions and will 

be communicated to participants via the MRTQ PDN website, Facebook page3, and voice message. Rescheduling of 

missed sessions will be done jointly by MRTQ PDN Training Specialist (see contact information in Section 1) and the 

Approved Trainer. 

ii. Enrollment 

All MRTQ PDN Core Knowledge Trainings have a minimum enrollment of six participants, with the exception of the 

three  Maine Child Care Leadership Institute Trainings (I, II, and III), which have a minimum enrollment of ten. Failure to 

meet the minimum enrollment of the training will result in its cancellation. 

Maximum enrollment for a face-to-face training will depend on the capacity of the training site.  Enrollment will not 

exceed twenty-five participants face-to-face or seventeen participants in a hybrid training for a single Approved 

Trainer4. 

Preregistration is REQUIRED for all MRTQ PDN Core Knowledge Training. In the event that a practitioner arrives at 

the training location and is not on the attendance sheet, the Approved Trainer must advise him or her that he or she is 

not enrolled and may not attend the training. The practitioner may contact MRTQ PDN with any questions. 

The Approved Trainer should never accept payment for a training. Should a participant attempt to pay the registration 

fee during a face-to-face session, the Approved Trainer should refer him or her to the Training Specialist to make 

arrangements for payment (see contact information in Section 1). 

iii. Talking Points 

The Core Knowledge Training Program provides a strong foundation in best practices and is a link between training and 

formal education. Core Knowledge Training, as well as the MRTQ Registry, supports professional development as part 

of a comprehensive career development system. Approved Trainers act as representatives for the Maine Roads to 

                                                                    
3 www.facebook.com/maineroads  
 
4 Enrollment maximums may be flexible in the case of a team of Approved Trainers. 

http://www.facebook.com/maineroads
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Quality Professional Development Network. As such, their role is to provide training in a manner that is effective to the 

adult learner while modeling professionalism, courtesy, respect and an acceptance of diversity. 

Participants attending training with Maine Roads to Quality Professional Development Network bring their diverse 

issues, needs and interests to the group. Trainings often bring practitioners from family child care, for-profit or non-

profit center-based programs, Head Start, Public Preschool, and out-of-school time programs together. Some 

participants may be new to early care and education, while others have been in the field for many years. Some may 

attend only to meet licensing requirements, while others are seeking training related to their individual career path.  

At times, participants may not be aware of the services and supports that exist for them as they plan their professional 

development. Maine Roads to Quality Professional Development Network has a variety of marketing materials 

available for distribution to training participants to help them understand the services offered by MRTQ PDN. As a 

reminder, the Approved Trainer should refer all participant questions that are not directly answered by viewing the 

videos below or by reviewing the provided marketing materials to Maine Roads to Quality staff at 1-888-900-0055. 

The following are two videos that the Approved Trainer should show to the participants during the first session, if 

possible: 

¶ Talking Points on Training: https://youtu.be/Hsw3jbHGx5A 

¶ Talking Points on the MRTQ Registry: https://youtu.be/U8-OaO4wBmg 

iv. Emergencies 

If, at any time, the Approved Trainer feels that a training participant or other outside entity is jeopardizing the 

safety of any person or property, a call should be made to 911 for assistance. 

F. Approved Trainer Responsibilities for Online Trainings 

MRTQ PDN utilizes Moodle as the learning management system for all online training. For online trainings, the 

Approved Trainer should refer to the following procedures: 

i. Dates 

The dates for online trainings are set by MRTQ PDN staff. All online trainings begin on a Wednesday, with modules 

ending the following Tuesday. It is the responsibility of the Approved Trainer to post a list of module start and end 

ÄÁÔÅÓ ÄÕÒÉÎÇ ÔÈÅ ÆÉÒÓÔ ÄÁÙ ÏÆ ÔÈÅ ÔÒÁÉÎÉÎÇȟ ÁÌÏÎÇ ×ÉÔÈ Á Ȱ7ÅÌÃÏÍÅ ,ÅÔÔÅÒȱ ÉÎÔÒÏÄÕÃÉÎÇ ÔÈÅÍÓÅÌÖÅs, the training, and the 

expectations for the participants. Training dates cannot be extended or changed without MRTQ PDN approval. (See 

Appendix E ÆÏÒ Á ÓÁÍÐÌÅ Ȱ7ÅÌÃÏÍÅ ,ÅÔÔÅÒȢȱɊ 

ii. Enrollment 

All MRTQ PDN Core Knowledge Trainings have a minimum enrollment of six participants, with the exception of the 

three Maine Child Care Leadership Institute Trainings (I, II, and III), which have a minimum enrollment of ten. Failure to 

meet the minimum enrollment of the training will result in its cancellation. 

Maximum enrollment for an online training is seventeen participants. 

iii. The Online Learning Environment 

For an online training, the Approved Trainer should expect to be responsive to the needs of the learners within his or 

her group. In general, to be supportive of all learners, the Approved Trainer should: 

¶ 0ÏÓÔ Á Ȱ7ÅÌÃÏÍÅ ,ÅÔÔÅÒȱ ÄÕÒÉÎÇ ÔÈÅ ÆÉÒÓÔ ÄÁÙ ÏÆ ÔÈÅ ÔÒÁÉÎÉÎÇ (see Appendix E for a sample). 

https://youtu.be/Hsw3jbHGx5A
https://youtu.be/U8-OaO4wBmg
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¶ Keep the participants on schedule by posting reminders about the module being completed during each 

week; weekly discussion posts into the Announcements ÒÅÇÁÒÄÉÎÇ ÔÈÅ ×ÅÅËȭÓ ÁÓÓÉÇÎÍÅÎÔÓ ÁÒÅ Á ÈÅÌÐÆÕÌ 

way to remind participants. Participants who move ahead of the group should be reminded individually via 

email that they should stay on schedule. Work may be read ahead of time, but discussion board postings 

should be made during the week in which they are scheduled. 

¶ Facilitate and moderate the discussion forums to ensure that all postings adhere to the Ground Rules 

posted at the beginning of each online training (see Appendix F). Approved Trainers are not expected to 

respond to every posting online, but to encourage conversation, ask reflective and guiding questions, and 

monitor participant posts for appropriateness (when necessary). 

¶ Respond to all journal posts within the week in which the module is due. 

¶ Respond to participant questions regarding training content within two days. 

¶ Refer all non-content related questions to MRTQ PDN, including technology-related issues or questions 

about other MRTQ PDN services. 

  



Maine Roads to Quality Professional Development Network: Manual for Approved Trainers 

  26 
Updated September 2019 

Section 7: Trainer Quality Assurance System (Face-to-Face and Hybrid Trainings) 

A. Introduction and Goals 

The purpose of the Maine Roads to Quality Professional Development Network Trainer Quality Assurance System 

(TQAS) is to ensure consistency and excellence in the delivery of Maine Roads to Quality Core Knowledge Training. In 

addition, the MRTQ PDN TQAS is a system of comprehensive assessment and support for Approved Trainers and is 

designed to: 

¶ Document the reliability of the delivery of the Maine Roads to Quality Core Knowledge Training Program. 

¶ Influence a consistent, high-quality training experience for participants. 

¶ Support an ongoing professional development experience for Approved Trainers. 

In order to accomplish these goals, the system requires: 

¶ TQAS Observers to conduct observations of Approved Trainers using the TQAS Observation Form (see 

Appendix G).   

¶ TQAS Observers to complete the TQAS Approved Trainer Reporting Form (see Appendix H), which highlights 

the strengths of the Approved Trainer and give suggestions for possible technical assistance, if indicated. 

¶ The TQAS Observation Form and TQAS Approved Trainer Reporting Form are to be submitted by TQAS 

Observers directly to MRTQ PDN staff.   

¶ All submitted TQAS Observations Forms and TQAS Approved Trainer Reporting Forms are to be reviewed and 

approved by MRTQ PDN staff. At no point, prior to approval by MRTQ PDN staff, will the results of the 

observation be shared with the Approved Trainer.   

¶ Any suggested technical assistance for an Approved Trainer will be developed with and approved by MRTQ 

PDN staff. 

In the case that an MRTQ PDN staff member is also the TQAS Observer, at least one additional MRTQ PDN staff 

member will review the TQAS Observation Form and TQAS Approved Trainer Reporting Form, as well as any 

suggested technical assistance, before final approval. 

In cases of a new TQAS Observer being trained or current TQAS Observers checking their reliability to the TQAS 

Observation Form, multiple TQAS Observers may complete an observation at the same time. 

B. Observations 

i. Announced Observations 

A new Approved Trainer will have an initial announced observation during his or her first face-to-face or hybrid training 

delivery. The TQAS Observer will schedule the announced observation with the Approved Trainer, in consultation with 

MRTQ PDN staff. The TQAS Observer will request the following information from the Approved Trainer: 

¶ Confirm the date, time, and location of the face-to-face session. 

¶ Any site-specific information, such as where to park or if it is necessary to sign in at the front desk. 

¶ Exchange of contact information (phone and email) in case of emergency. 

¶ If it is known ahead of time if modifications will be made to the curriculum delivery (i.e. if there is no audiovisual 

equipment to play a video clip and the Approved Trainer will be delivering an alternative activity to meet the 

objectives). 
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The TQAS Observer will remind the Approved Trainer that he or she will be using the TQAS Observation Form (located 

in Appendix G). The TQAS Observer will then confirm the announced observation and details with MRTQ PDN staff. 

ii. Unannounced Observations 

All Approved Trainers should expect unannounced observations for subsequent Core Knowledge Training deliveries. 

Unannounced observations will be conducted on a regular basis for all Approved Trainers, with additional unannounced 

visits occurring as necessary related to the need for technical assistance. The TQAS Observer will schedule the 

unannounced visit directly with MRTQ PDN staff. 

iii. Observation Protocol 

When conducting an observation, the TQAS Observer will adhere to the following protocol for both announced and 

unannounced observations: 

1) Wears an identification badge provided by MRTQ PDN. 

2) Arrives at the training site at least twenty minutes before the start time of the training. 

3) Checks in at the main desk (if applicable) to inform the facility that he or she is a TQAS Observer arriving to 

conduct an observation (announced or unannounced) of the Approved Trainer. 

4) Briefly introduces himself or herself to the Approved Trainer and clearly states that no feedback will be 

offered during or directly after the observation and reminds the Approved Trainer that MRTQ PDN will 

review and approve the TQAS Approved Trainer Reporting Form prior to a debriefing session. 

5) Positions himself or herself in a way as to be as unobtrusive as possible. 

6) Refrains from interacting with the Approved Trainer, participants, or any other TQAS Observers present 

during the observation. If it becomes necessary for the TQAS Observer to speak to the Approved Trainer, 

the TQAS Observer will do so only at the beginning or end of the training, out of earshot of the participants. 

4ÈÅ 41!3 /ÂÓÅÒÖÅÒ ×ÉÌÌ ÎÏÔ ÉÎÔÅÒÆÅÒÅ ×ÉÔÈ ÔÈÅ !ÐÐÒÏÖÅÄ 4ÒÁÉÎÅÒȭÓ ÐÒÅÐÁÒÁÔÉÏÎ ÆÏÒ ÏÒ ÄÅÌÉÖÅÒÙ ÏÆ ÔÈÅ 

training content in any way. It is the role of the Approved Trainer to inform the participants that an 

observation is occurring and that the TQAS Observer will not be interacting with the group or participating 

in the training in any way. 

7) If a participant seeks interaction with the TQAS Observer, the TQAS Observer will politely state his or her 

role and suggest conversation after the training or at another time. 

C. The Debriefing Process 

Upon completion of the observation, the TQAS Observer will complete the TQAS Approved Trainer Reporting Form 

and submit it, along with the TQAS Observation Form, to MRTQ PDN. Upon approval by MRTQ PDN staff, a debriefing 

process will occur using the following protocol: 

1) The TQAS Observer will arrange a meeting, via phone or in person, with the Approved Trainer to share the 

approved TQAS Approved Trainer Reporting Form and any suggested technical assistance. The meeting 

will take place within one week from the approval of the TQAS Approved Trainer Reporting Form by MRTQ 

PDN staff. 

2) The debriefing process may occur in consultation with an MRTQ PDN staff member. Either the Approved 

Trainer or the TQAS Observer may request MRTQ PDN staff be present for the debriefing. 
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3) In the case of a debriefing via phone, the TQAS Observer will email the completed and approved TQAS 

Approved Trainer Reporting Form to the Approved Trainer in advance to allow sufficient time for review. 

4) After the debriefing process, the Approved Trainer should sign the TQAS Approved Trainer Reporting Form 

and return it via mail or scanned via email to the Training and Curriculum Coordinator at MRTQ PDN (see 

contact information in Section 1). 

5) At no time will the TQAS Observer share the TQAS Observation Form or specific scores with the 

Approved Trainer, nor will the TQAS Observer share any information prior to approval by MRTQ PDN. 

D. Technical Assistance 

In the case that an Approved Trainer could benefit from technical assistance, the TQAS Observer and MRTQ PDN will 

include this information in the TQAS Approved Trainer Reporting Form and will discuss the specifics during the 

debriefing process. Depending on the results of the TQAS Observation Form, technical assistance may be 

recommended or required. Recommended technical assistance (Level 1) is available to all Approved Trainers. Required 

technical assistance (Levels 2 and 3) will be outlined in a Technical Assistance Plan developed collaboratively by MRTQ 

PDN staff, the TQAS Observer, and the Approved Trainer and will have a specific timeline. Failure to complete the 

Technical Assistance Plan within the specified timeline may result in loss of Approved Trainer status. 

MRTQ PDN is not funded to provide training or technical assistance to Approved Trainers, therefore Approved Trainers 

are encouraged to access a variety of opportunities specific to their professional development needs. Approved 

Trainers are responsible for the costs of technical assistance recommendations or requirements. 

i. Level 1 Technical Assistance 

¶ Available to all Approved Trainers. 

¶ Consists of suggestions generated by the TQAS Observer and included in the TQAS Approved Trainer 

Reporting Form. 

¶ May be linked to scores on the TQAS Observation Form that fall lower than a rating of 2 (meeting 

expectations). 

¶ All suggestions will be discussed in detail during the debriefing process (see Section C above). 

ii. Level 2 Technical Assistance 

¶ An Approved Trainer who scores below a 2 (meeting expectations) on several items within the TQAS 

Observation Form will have identified areas needing improvement outlined in the TQAS Approved 

Trainer Reporting Form. 

¶ Areas needing improvement will be discussed in detail during the debriefing process (see Section C 

above) and a timeline for improvement will be outlined. 

¶ A TQAS Observer will conduct additional follow-up unannounced observations to monitor improvement 

efforts. 

¶ A second TQAS Approved Trainer Reporting Form will be submitted to MRTQ PDN, resulting in a 

second debriefing with the TQAS Observer, Approved Trainer, and possibly MRTQ PDN staff. 

¶ If improvement is not noted during the second debriefing, the MRTQ PDN staff representative will 

decide if the Approved Trainer requires moving to Level 3 technical assistance for additional support 

and monitoring. The decision to require additional technical assistance will be made solely by 

MRTQ PDN. 
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iii. Level 3 Technical Assistance 

¶ It is solely the decision of MRTQ PDN staff to determine if the Approved Trainer is eligible to continue 

as an Approved Trainer with Level 3 technical assistance. 

¶ Level 3 technical assistance may be required for any Approved Trainer not showing improvement after 

receiving Level 2 technical assistance OR for an Approved Trainer receiving multiple scores of 1 (barely 

meeting expectations) or 0 (fails to meet expectations) on the TQAS Observation Form at any time. 

¶ Technical assistance plans at Level 3 may include, but are not limited to: 

o Additional unannounced observations 

o Professional training 

o Observation of highly skilled Approved Trainers in areas related to those needing improvement 

o Mentoring or coaching with a highly skilled Approved Trainer or MRTQ PDN staff 

o College coursework 

¶ It is the responsibility of the Approved Trainer to provide documentation that all aspects of the 

technical assistance plan are met within the determined timeline. 

¶ Failure to show improvement with Level 3 technical assistance may result in the revocation of Approved 

Trainer status. 

E. Training Quality Assurance System for Online Training 

Maine Roads to Quality Core Knowledge Trainings delivered online are monitored by MRTQ PDN staff regularly to 

ensure fidelity to the curriculum, review the quality of group and individual interactions, and note the adherence to 

MRTQ PDN policies and procedures. 

Technical assistance as outlined above may also be made available to Approved Trainers teaching online trainings. 
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Section 8: Training Evaluation 

A. Participant Training Evaluation 

MRTQ PDN has developed a comprehensive system for evaluating Core Knowledge Training and training delivery. 

Training evaluations are distributed at the conclusion of each training. For all trainings, the evaluations are completed 

within Moodle and are NOT visible to the Approved Trainer. (Optional paper forms may be used for Face-to-face training 

evaluations ɀ see Appendix I). 

Approved Trainers play a critical role in the ability of MRTQ PDN to effectively evaluate the Core Knowledge Training 

Program. Reminding and encouraging participants to complete their evaluations are two ways that Approved Trainers 

can assist MRTQ PDN in this important piece of training delivery. 

An Evaluation Summary Report is compiled for each Core Knowledge Training delivery and will be shared with the 

Approved Trainer. An MRTQ PDN staff member is available to debrief the results of the Evaluation Summary Report 

with the Approved Trainer. 

B. Approved Trainer Feedback Survey 

MRTQ PDN is also interested in receiving feedback from all Approved Trainers. Approved Trainers are required to 

complete an online trainer feedback survey at the conclusion of each training delivery. MRTQ PDN values the Approved 

TrainerÓȭ feedback on the training content as well as on the procedures and logistics related to training delivery. 

Completion of the online trainer feedback survey by the Approved Trainer is mandatory. 

In addition, MRTQ PDN staff will be conducting focus groups or interviews with Approved Trainers to gather additional 

input into the MRTQ PDN Core Knowledge Training Program and training delivery. 
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Appendix A: Memorandum of Agreement for Approved Trainers 

 

MEMORANDUM OF AGREEMENT 

Ethical Obligations, Responsibilities and Professional Expectations 

Maine Roads to Quality Professional Development Network and Approved Trainers 

Maine Department of Health and Human Services: 

The Maine Department of Health and Human Services, through the Office of Child and Family Services, is committed to 

ensuring that child care and early education providers have access to high quality training that is consistent statewide, 

delivered by qualified Trainers, and eligible for college credit.  It supports the delivery of the Maine Roads Core 

Knowledge Training Program in furthering these goals. 

Maine Roads to Quality Professional Development Network: 

Maine Roads to Quality is committed to developing, coordinating, and evaluating the Maine Roads Core Knowledge 

Training Program. To ensure that the program meets the above goals, it is further committed to developing qualified 

Trainers to create a high quality learning experience using the curricula.  

Approved Trainer: 

Maine Roads Approved Trainers are committed to delivering high quality training consistent with the goals of the 

Maine Department of Health and Human Services.  As an Approved Trainer, I accept the following conditions: 

1. I understand that the Maine Roads Core Knowledge Training Curricula are copyrighted by the Maine Department of 

Health and Human Services and, as a result, any unauthorized use, photocopying, or marketing is not permitted. 

2. I understand that I do not have permission to sell, market, or deliver the curricula in the Maine Roads to Quality 

Core Knowledge Training Program as an independent trainer. 

3. I understand that the Maine Department of Health and Human Services has delegated oversight of the Maine 

Roads to Quality Core Knowledge Training Program and its copyrighted curricula to Maine Roads to Quality 

Professional Development Network at the University of Southern Maine, Muskie School of Public Service. 

4. I have no outstanding critical rule violations with the Department of Health and Human Services pertaining to the 

licensing of child care facilities or family child care homes. 

5. I will complete the Maine Roads to Quality Professional Development Network ÔÒÁÉÎÉÎÇ Ȱ4ÅÁÃÈÉÎÇ Adult LearnerÓȱ 

(18 hours) as a condition of the Trainer Approval Process. I understand I have six months after submission of my 

application to complete the training. 

6. I agree to update, maintain and keep current my personal information and training history within the Maine Roads 

to Quality Registry. 

7. I agree to participate in all aspects of the MRTQ PDN Training Quality Assurance System, including my willingness 

to participate in technical assistance activities should they be indicated. 
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8. Once I am an Approved Trainer, I will set up a user name and password with MRTQ PDN which will be unique to me 

and not shared with others. 

9. I will maintain confidentiality at all times concerning the MRTQ Registry data and I understand that failure to 

maintain confidentiality will result in having my trainer access to the Registry revoked. 

10. I understand that there is no guarantee that I will be subcontracted to deliver training at any point in time. 

11. I agree to remain current in my profession by actively pursuing opportunities to continue my own professional 

development. This includes being knowledgeable of best practices for adult learning situations.   

12. I understand that I am initially approved for a three-year period. I understand that beyond those three years I will 

need to renew my Approved Trainer status by meeting the conditions of the renewal process.  

13. I understand that as an Approved Trainer I act as a representative of the Maine Roads to Quality Professional 

Development Network and agree to dress and conduct myself in a professional manner at all times. 

14. I agree to help participants understand the role and the supports provided by MRTQ PDN based upon the 

information provided to me. I further agree to help participants connect with appropriate staff at MRTQ PDN for 

any clarification and supports as needed. 

15. I agree to complete the Trainer Feedback Survey at the end of each training. 

16. My signature indicates that I have received, read and agree to all processes, procedures and guidelines presented in 

the Maine Roads to Quality Professional Development Network Manual for Approved Trainers. 

Signatures: 

 

______________________________________________ ________________________ 

Applicant Signature Date 

 

______________________________________________ 

Name (please print) 

Maine Roads to Quality Professional Development Network: 

 

______________________________________________ _______________________ 

Jennifer Conley, Training and Curriculum Coordinator Date 
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Appendix B: Authorization for the Release of Personal History 
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Appendix C: Accessing the Attendance Sheet 

Maintaining an accurate record of training attendance and module completion is critically important to MRTQ PDN and 

especially to the practitioners who attend. Recording attendance is the sole responsibility of the Approved Trainer. 

4ÈÅ ÁÔÔÅÎÄÁÎÃÅ ÆÏÒ ÅÁÃÈ #ÏÒÅ +ÎÏ×ÌÅÄÇÅ 4ÒÁÉÎÉÎÇ ÂÅÃÏÍÅÓ Á ÐÅÒÍÁÎÅÎÔ ÐÁÒÔ ÏÆ ÅÁÃÈ ÐÁÒÔÉÃÉÐÁÎÔȭÓ 0ÒÏÆÅÓÓÉÏÎÁÌ 

Development Profile, an official part of MRTQ PDNȭÓ 2ÅÇÉÓÔÒÙȟ ÁÎÄ ÉÓ ÒÅÐÏÒÔÅÄ ÔÏ ÏÕÒ funders on a regular basis. 

The Approved Trainer should print the attendance sheet from the MRTQ Registry no more than 24 hours prior to the 

start of the training.  Printing of the attendance sheet is MANDATORY for face-to-face training and hybrid trainings 

and optional for online trainings. 

To access the attendance sheet: 

¶ Log in to the Registry: https://mrtq-registry.org.  

¶ #ÌÉÃË ÏÎ Ȱ-Ù Infoȱ ÆÒÏÍ ÔÈÅ ÔÏÐ ÍÅÎÕ ÁÎÄ ÓÅÌÅÃÔ Ȱ-Ù Trainer InformationȢȱ 

  

https://mrtq-registry.org/
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¶ A list of trainÉÎÇ ÄÅÌÉÖÅÒÉÅÓ ×ÉÌÌ ÁÐÐÅÁÒȟ ×ÉÔÈ ÌÉÎËÓ ÔÏ ÐÒÉÎÔ ÔÈÅ ÁÔÔÅÎÄÁÎÃÅ ÓÈÅÅÔȢ #ÌÉÃËÉÎÇ ÔÈÅ Ȱ!ÔÔÅÎÄÁÎÃÅȱ ÌÉÎË 

will open the attendance sheet in Adobe Reader. 
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Appendix D: Recording and Verifying Attendance in the MRTQ Registry 

The attendance should be recorded electronically into the MRTQ Registry as soon as possible after the end date of the 

module. Do not wait until the completion of the training to enter the attendance.  Keeping an accurate, ongoing 

record of training attendance is important for MRTQ PDN staff monitoring training status and for the payment and 

evaluation processes. Note that the links to record attendance are date-enabled, meaning that the date of the training 

must have passed in order for attendance to be entered. This will prevent entry of attendance information until at least 

12:01am after the end date of the module. 

To record attendance: 

To access the attendance sheet: 

¶ Log in to the Registry: https://mrtq-registry.org.   

¶ #ÌÉÃË ÏÎ Ȱ-Ù Infoȱ ÆÒÏÍ ÔÈÅ ÔÏÐ ÍÅÎÕ ÁÎÄ ÓÅÌÅÃÔ Ȱ-Ù 4ÒÁÉÎÅÒ )ÎÆÏÒÍÁÔÉÏÎȱȢ 

 

  

https://mrtq-registry.org/
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¶ A list of training deliveries will appear, with links to print the attendance sheet. Clicking the link with the 

name of the training will open the information for that delivery. 

 

 

¶ #ÌÉÃË ÏÎ Ȱ-ÏÄÕÌÅÓȢȱ 4ÈÉÓ ×ÉÌÌ ÂÒÉÎÇ ÕÐ Á ÌÉÓÔ ÏÆ ÔÈÅ ÍÏÄÕÌÅÓ ÆÏÒ ÔÈÅ ÔÒÁÉÎÉÎÇȢ  
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¶ #ÌÉÃË ÏÎ Ȱ!ÔÔÅÎÄÁÎÃÅȱ ÆÏÒ ÔÈÅ ÍÏÄÕÌÅ ÆÏÒ ×ÈÉÃÈ ÁÔÔÅÎÄÁÎÃÅ ÉÎÆÏÒÍÁÔÉÏÎ ÉÓ ÔÏ ÂÅ ÅÎÔÅÒÅÄȢ 4ÈÉÓ ×ÉÌÌ ÂÒÉÎÇ ÕÐ Á 

list of the participants within the module.  

 

 

¶ #ÌÉÃËÉÎÇ ÏÎ Ȱ-ÁÒË !ÌÌ ÁÓ #ÏÍÐÌÅÔÅÄȱ ×ÉÌÌ ÃÈÁÎÇÅ ÅÁÃÈ ÐÁÒÔÉÃÉÐÁÎÔȭÓ Ȱ#ÏÍÐÌÅÔÅÄȱ ÃÏÌÕÍÎ ÔÏ Á Ȱ9ÅÓȢȱ 4ÈÉÓ ×ÉÌÌ 

need to be edited for any participants who did not complete the module. This can be done by clicking the 

Ȱ%ÄÉÔȱ ÌÉÎË ÎÅØÔ ÔÏ ÁÎÙ ÐÁÒÔÉÃÉÐÁÎÔ ×ÈÏ did not ÃÏÍÐÌÅÔÅ ÔÈÅ ÍÏÄÕÌÅȟ ÁÎÄ ×ÈÏÓÅ Ȱ#ÏÍÐÌÅÔÅÄȱ ÃÏÌÕÍÎ 

ÓÈÏÕÌÄ ÂÅ ÃÈÁÎÇÅÄ ÂÁÃË ÔÏ Ȱ.ÏȢȱ  
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¶ #ÈÁÎÇÉÎÇ ÔÈÅ ÄÒÏÐÄÏ×Î ÕÎÄÅÒ Ȱ#ÏÍÐÌÅÔÅÄȱ ÔÏ Ȱ.Ïȱ ÁÎÄ ÔÈÅÎ ÃÌÉÃËÉÎÇ Ȱ5ÐÄÁÔÅȱ ×ÉÌÌ ÃÈÁÎÇÅ ÔÈÅ 

ÐÁÒÔÉÃÉÐÁÎÔȭÓ ÁÔÔÅÎÄÁÎÃÅ to reflect that he or she did not complete the module.  

 

 

To verify training: 

¶ After clicking on the training delivery and confirming that all attendance information is correct, clicking on 

Ȱ#ÈÁÎÇÅ 3ÔÁÔÕÓ ÔÏ 6ÅÒÉÆÉÅÄȱ ×ÉÌÌ ÖÅÒÉÆÙ ÔÈÅ ÔÒÁÉÎÉÎÇ ÁÓ ÃÏÍÐÌÅÔÅÄ ÁÎÄ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÓÅÎÄ ÁÎ ÅÍÁÉÌ ÔÏ ÔÈÅ 

Training Specialist at MRTQ PDN, who is responsible for sending out the training certificates. 
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Appendix E: Sample Welcome Letter for Online or Hybrid Training 

Add communication into the Announcements for easy reference. 

(Insert date) 

Hello and Welcome to (insert name of training). 

I will be your instructor for this training. (Introductory information here.)  

I believe that communication is key to our journey together in this training and would encourage you to reach out at 

any time you have a question or need support. Email is generally the best way to reach me, but I can certainly talk on 

the phone (optional as MRTQ staff can be a source). My contact information is at the bottom of this letter. 

An important component of a high-quality online learning environment is student participation leading to a community 

of learners.  

General Training/Moodle Information: 

I encourage you to explore and become familiar with the Moodle site, which will enable you navigate the requirements 

of the training more easily. The training is made up of four main components. 

Announcements: this is where I communicate to participants throughout the training. 

Resources: the resources are essential for understanding the learning objectives and training content. It is essential 

that you read all required resources. 

Discussion Forums: ÔÈÉÓ ÉÓ ×ÈÅÒÅ ÁÌÌ ÐÁÒÔÉÃÉÐÁÎÔÓ ×ÉÌÌ ÓÅÅ ÅÁÃÈ ÏÔÈÅÒȭÓ ÅÎÔÒÉÅÓ ÁÎÄ ÃÁÎ ÒÅÓÐÏÎÄ ÔÏ ÅÁÃÈ ÏÔÈÅÒȢ 7Å ÈÁÖÅ 

found that responding to your peers is one way that we build a sense of community and professional connections. As 

the trainer I will be reviewing all of your responses, although I may not reply to all of them.  In general, I will post a 

ȰÒÏÕÎÄ-ÕÐȱ ÔÏ ÁÌÌ ÏÆ ÙÏÕÒ ÒÅÓÐÏÎÓÅÓ ÄÕÒÉÎÇ ÔÈÅ ÁÃÔÉÖÉÔÙȢ   

Journals/Assignments: this is private and seen only by the trainer. This is a place to share your insight and 

understanding of what you have learned within the module. I will respond weekly to each journal entry that is posted on 

time-please be sure to return to your journal entry to view my response(s).  

Training Schedule: 

Each training week begins on Wednesday morning and ends on the following Tuesday evening. This is a (insert number 

of hours)ɀhour training set up in (insert number of modules) modules that runs for (insert number of weeks) weeks. 

Successful training completion depends on keeping pace with the schedule outlined below. Please review the handout 

Ȱ0ÁÒÔÉÃÉÐÁÎÔ %ØÐÅÃÔÁÔÉÏÎÓ ÆÏÒ /ÎÌÉÎÅ ,ÅÁÒÎÉÎÇȱ ÆÏÒ ÍÏÒÅ ÉÎÆÏÒÍÁÔÉÏÎ ÁÂÏÕÔ ÓÔÁÙÉÎÇ ÏÎ ÔÒÁÃËȢ 

(insert dates in the table) 

Module  Start Date End Date 

Module 1   

Module 2   

Module 3   

Module 4   






























