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Sectionl: Introduction

A. Information Included inrhis Manual

The quality of early learning environments depends in large part ortrttiring, education, and experience of the
caregivers who work with the childreriThe people who work with children and their families need a strong foundation
of knowledgein early childhood practicesn Maine, one way this knowledge can be obtainedsugh the Maine

Roads to Quality Qe Knowledge Training Programo provide practitioners with the highest quality learning
experience, we depend upon the knowledge, skills, and erpeg of our Approved TrainerShe Maine Roads to
Quality ProfessionalDevelopment Manual for Approved Trainemsas developed to orient the prospective or
Approved Trainer to theMaine Roads to QualityProfessional Development Networkhereafter Maine Roads to
Quality orMRTQ PDN Approved Trainers are required to readreview, and adhere to the policies and procedures
presented in this manual.

Included n theMaine Roads to Quality Professional DevelopmeNetwork: Manual for Approved Trainerss helpful
information in the following sections:

1) Abrief overviewof the hisbry ofMaine Roads to Quality and contact information fdaine Roads to
Quiality Professional Development NetworbRTQ PDNL

2) Information aboutthe components of the Maine Roads to Qualitsofessional Development Network.
3) Information related to the Main€&koads to Quality Core Knowledge Training Program.

4) Theapplicationprocess to become an Approved Trainer

5) Resources available to Approved Trainers throddRTQ PDN

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

7) TheMaine 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, thiMaine Department of Health and Human Services (hereafter the Departmémtugh its Early
Childhood Division, convened 100 staksdbers in a tweyear process that resulted in the development of
recommendations for a career development systéon early childhood professional§he recommendations were
published in 1994 in a document entiti®&thways to Quality: Toward the Developineina Comprehensive Training
Plan for Child Care Practitioners in Makimem that point, the Department put several initiatives in place, including a
scholarship fund, core curriculum, and a professional Registry and Career Lattice. In 1998ptemd O@ffide of
Child Care and Head Start contracted with the Muskie School of Public Service, University of Southern Maine to
establish Maine Roads to Qualjtsg new program tasketb manage the comprehensive, coorditea career
development system.

Maine Pads to Quality esiblished the Registry in 1998ince that time, the Registry has grown to inclut& 123
active members as @eptember 2019The Registry has evolved from a pagssed application system to a
comprehensive online database including ptiioner records, training informatiorandtechnical assistance repony.

-RO/MNDS
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The historicalnformation contained within the Registry provides important data that can be used to inform public
policy.

Also in 1999,he Department contracted with eight MainResource Development Centers (MRD@#)ose statewide
service provision included supportifigmiliesseeking child care and providing training opportunities tagitioners
offering child care services. At the time, the Maine RodQuality Core Knowlelge Training Program, which
condituted 180 hours of trainingleveloped under the auspices FRTQ was also delivered by the MRDCs. In April of
2012, the MRDC system was dissolved BMRITQassumed delivery dhe Core Knowledge Training Program

In conjunction with the Core Knowledge Training Program, the MRDC system also delivergtedrchnical

assistance, with formalization of those processes taking place through a group of stakeholders, including the
Department, in the mig2000s.Technical asstance was included in the deliverables of MBRDCs as a way to support
AEEI A AAOA DPOI COAIT O xIT OEET ¢ O ETET 1T 0O AAORWRialfforME OEEI
After the dissolution of théIRDCs in 2012, MRTQ assumed respuifisi for the delivery of technical assistance

services related tQuality for MEMRTQ had been delivering technical assistance in the form of the Accreditation
Facilitation Project since 2000 to assist cenbersed, family child care, aralit-of-schooltime programs achieve

national acceditation. Additional technical assistant consultants were recruited and trained in the curriculum
Foundations of RelationsHased Technical Assistarared began delivering osite technical assistance statewide.

In Jamiary of 2013, the Department choMRTQto become the new statewide Professional Development Network

(PDNn AT 1 OEOOGET C T £ A PDAOOT AOOEED AAOxAAT Coatlr Instiu@ @A T O
51 EOAOOCEQOU | &£ - ohFsychob@Ths epskivide®dffekdd By the Maine RosmQuality Professional
Development Network are provided in Secti@rB.

-RO/MNDS
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C. Howto Contact Maine Roads to Quality

By Phone: By Email:
1-888-900-0055 (toll free) mrtg.training@maine.edu
On the Web: By Fax:

http://mrtg.org
MRTQ PDNStaff Contact List:

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

(207) 786681 7(Portland)
(207) 6265024 (Augusta)

Portland Office and Mailing Address:

MRTQ PDN
PO Box 9300
Portland, ME 04104300

Portland Office:University of Southern Mainéyluskie
School of Public Servic€utler Institute for Health and
Social Policy34 Bedford Street, Wishcamper Center

Augusta Office:

MRTQ PDN
12 East Chestnut Street
Augusta, ME 04330

Augusta OfficeUniversity of Southern Mainéfuskie
School of Public Servic€utler Institute for Health and
Social PolicyHaynes Building

Send Invoices:

Email Invoices tonrtg.invoices@maine.edu

Training Implementation Group:

Jennifer Conley Curriculum Support
Pam Soucy Participant Support
Claire Walker Moodle Support

“RO/A\DS
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Section 2: The Maine Roads to Quality Professional Development Network

A. Mission and Vision

The purpose oTheMaine Road® QualityProfessional Development Netweskopromote 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 Roadwm Quality Registry is a recognition system that tracks t@ployment, educationand training
history of its members Any practitionerwho joinsisassigned a level on the Maine Road<Quality Career Lattice itnis
or herchosen career patfPublic SchoolsLegal Unregulated Child Careamily Friend & Neighbor Child Care, Family
Education and Support Professional, Direcr€aAdministration ManagemeniGoordinatior). EachMRTQ Registry
member receives a Maine RoatsQuality Certificate of ProfessiondRecognition.Practitionersareable to store
ongoing education and training in their persoMRTQ Registryecord and receive career counseling around their
professional goals.

ii. Maine Roads to Quality Core Knowledge Training Program

The Core Knowledge Tr@ing Program offers new and experienced early care and educatactiponerstraining that
assures a consistent body of knowledge in eight core knowledge areas

1) Business angrofessional development

2) Child development

3) Developmentallyappropriatepractice

4) Guidance

5) Healthy andsafe environments

6) Individual anccultural diversity and inclusion
7) Observation and assessment

8) Relationships witlfamilies

“RO/A\DS
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A full list of aIMRTQ PDNainings is provided iBection 3.CCore Knowledge Training must be delivered by an
Approved Trainer.

iii. Maine Credentials
MRTQ PDN administers the fizdainecredentials described in this section
Infant Toddler Credentgl

The Infant Toddler Credential 1 is based on competencies in the following areas: infant and toddler growth and
development; health, safetyand nutrition; relationships with children; relationships with families; observation and
assessment; curriculum and approaches to learning; and professionalism. Candidates are required to ctiraplete
following trainings offered statewide throughMRTQ PDN

9 Caring for Infants, Toddlerand Their Familie630 hours)

Foundations in Health, Wellnesand Safety(18 hours)

30DpbT OOET C -aMdiEdddleds GGuillelingsXdr Ge@rning & Developmédd hours)
Introduction to Infart Mental Health: Issues and Practice (18 hours)

Your Professional Development Portfolio (9 hours)

Partners in Cang: Families an€aregivers (1Bours)

= =4 =4 4 =9

Candidates will also submit a portfolio efidence that demonstrates their mastery of the required competencies
MRTQ PDNstaff review the portfolioand awardhe Infant Toddler Credential 1.

The national Office of Head Start recognizes the Maine Infant Toddler Credential 1 as equivalent tdrfemt
Toddler Child Development Associate (CD8)edential

The Infant Toddler Credentialr2quiresthe applicantto havé 1 | OO A E fofehdvadinchishve & thrde credit
courses ireach ofthe following areas: Introduction to Early ChildhoteA OAAOQOET T h / AOAOOET ¢ Al |
Behavior and at least oneourse focused on Infants and Toddlers. Earninglttiant Toddler Credential Bquires the
candidate to take four additionatourseghrough a designad Maine Community College The courses are

1 Infants and Toddlers I: Social Beings and Ability to Communicate
1 Working in Partnership with Families

91 Infants and Toddlers IlI: Stronglealthy Bodies and Curious Minds
9 Infant Toddler Language and Literacy

Youth Development Credential

The Youth Development Credential is based upemcompetencies: chilénd adolescent development; health,
wellness and safety,guidance toward healthy relationshi cross cultural competence; observation and assessment;
learning environmentgurriculumand activities program planning and evaluatigiwonnecting with families, schoals
and community and professionalism. The competencies reflect the knowledge, skitid abilities necessary for
providinghigh-quality school age careApplicants applyingor the credential must successfully complete 135 hours of
training within five yearsincludingsixspecific Maine Roads to Quality Core Knowledgainings:

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

1 Foundationsof Health, Wellnessand Safety(18 hours)

9 Links to Learning (45 hours)

9 Partners in Caring: Families aQregivers @hours)

1 Creating Inclusive Youth Development Settings (30 hours)

RO/N\DS
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1 Your Professional Development Portfolio (9 hours)

Candidates will also submit a portfolio of evidentat demonstrates their mastery of the required competencies.
MRTQ PDNstaff review the portfolios and award the Youth Development Credential.

Director Credential

The Maine Director Credential has been developed with the understanding t&t@ A Aability@odnork effectively
with teaching staff and families, to use evaluative tools to support continuguadity improvement, and to effectively
manage all aspects of program operations are fundamentally linked to education, experience, and skéid telat
professionalism. Critical to the design of tMaine Director Credentias the identification of competency areas which
assurealE OAAQOT 06 0 AAEI EOU O COEAA OEA ET OOOOAOQEITT Al DOA,
program functioning and strong parent and community partnershipsrectors can meet the training requirements for

this credential by completing the following Core Knowledge Trainings:

1 MaineChild Care Leadershipstitute I: Building the Foundation for Quality (8@urs)

1 MaineChild Care Leadershipstitute II: Leadership in Early Childhoadd Outof-School Time
Programs Today30 hours)

1 MaineChild Care Leadership Ill: Transforming Leaders and Programs (30 hours)

T - AETAGO %AOI U , AAOT ET g CQAdl AE T$ORGOOA] 1/&oi Asi GOp £81 G0AG EA AQO
Toddlers: Guidelines for Learning and Development (30 hdDRs)Links to Learning: Curriculum
Planning in Outof-School Time (45 hours)

1 Your Professional Development Portfolio (9 hours)

Candidates will also subitra portfolio of evidence that demonstrates their mastery of the required competencies.
MRTQ PDNstaff review the portfolios and award the Director Credential.

Inclusion Credential

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

early childhood education fieldeven the most experienced practitioners are sometimes at a loss for howtdest

support a child and familyThelnclusion Credential is designed to help practitioners build skiilswledge, resources,

and attitudes to promote quality, inclusive practices in their prograftee Inclusion Credential is designed to be an
advanced credential; applicants must have already earned another credential, i.e. a Child Development Associate or
AT T OEAO - AET A AOAAAT OEAT h TO EAOGA AT 1 OO1I AEAOAE®e AAC
Knowledge Trainings required for this credential are:

Inclusive Child Care (30 hours) OR Creating Inclusive Youth Development SEorysurs)

Your Professional Development Portfolio (9 hours)

Foundations of InclusicrAmericans 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)

=A =4 =4 4 -8 =9

Candidates will also submit a portfolio of evidence that demonstrates their mastery of the required competencies.
MRTQ PDNstaff review the portfolios and award the Inclusion Credential.

RO/N\DS
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iv. Maine Roadso Quality Technical Assistance Program

Maine Roads to Quality, in partnership with the University of Maine CenteaCdéonmunityInclusion and Disability

Studies, has created a statewide system to offersite support to early childhaband 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 engageRm@gram

directors or ownersnay request orsite technical assistance through théRTQ PDNvebsite athttps://mrtg.org/onsite

There is no fee for this service.

V. Maine Roadso Quality Training Quality Assuranc8ystem(TQAS)

This system was designed to ensure and document consistency and excellence in the delivery of Maine Roatity
Core Knowledge Training while supporting an ongoing professional development experience for Maingdroads
Quiality Approved Tainers.An Approved Tainerevaluation procesbhas been developethat identifies areas of
strength, recognizes and acknowledges superior performaiaentifies areas thaheed improvement, and defines
ApprovedTrainer technical assistance activitigsnecessaryA full description of the TQAS is provided in Section 7 of
this Manual.

RO/N\DS
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Section3: Maine Roads to Quality Core Knowledge Training Program

A. History of the Core Knowledge Training Program

The Maine Roads to Quality Core Knowledge Trair®magram consists of curricula originally developed in

collaboration withMRTQ the former Maine Resource Development Centers, the Early Childhood Higher Education
Committee, andqualified curriculum writersMRTQcontracted with a number of curriculum write to develop the

trainings, which range in length fromsixto thirty-sixhours. Some curriculum writers were higher education faculty

AOT T -AETA8O Al i i OTEOU AT11ACAO 1T 0 Ol EddaodTdaniykitidcarek OE
settings, and still others were professional development consultants and trainers. Together they brought a depth of
knowledge, experienceand expertise to the content of the training and to the creation of positive learning

environments for adult learner€€ore Knowledge Training is appropriate for any practitioner working in an early
childhood orout-of-school timeprogramz novice or experienced, centdrased, family child care, Head Start, public

preschool, before and after school, or family, frienddareighbor.

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 méberstakeholders that
framedtheOAAT I | AT AAGET T O A O - AET A0 1T OECET Al AAOAAO AAOG/
preparation of professionaldhe guidelines include a definition of what all early childhood professionals need to know
and be able to do in order to practiefectively. In keeping with the recommendatisfMRTQfounded theCore

Knowledge Training Prograron the following eight core knowledge areas

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

2) Observeandassesschdd1 8 O AAEAOEIT O ET PIATTEI ¢ AT A ET AEOE,

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

4 PLAT AT A EIiDPIAITAT O AAOGAT T PIi AT OATT U APDPOI POEAOA A
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 amatoductive 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 pregesn and make a commitment to
professionalism.

B. Statement of Purpose

The Maine Road® Quality Core Knowledge Training Program offers early care and educatiactifionersapproved
training in the above eight core knowledge aredbe Core Knowledge TraininBregramassures a consistent body of
knowledge and nurtures professionalism in early care and education for both new and experieacgtioprers

C. Abstracts of Core Knowledge Trainings

The following is a list of aturrentMRTQPDNtrainings, as oSeptember2019:

1Young ChildrerMarch 1994, p. 72
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1 Annual Renewal of CCDF Health & Safety, 1
On-Demand Training (2 hours)

9 Caring for Children and Families Experiencing 1
Homelessness, Oemand Training (1 hour)

1 Collaborating with Others to Support Inclusion 1
(12 hours)

1 Creating Inclusive Youth Development Settings bl
(30 hours)

1 Early Childhood Education: Theory to Practice q
(9 hours)

1 Environments for The Preschool Classro0 hours) 1

9 Foundations of Collaborative Consultation (12 hour 1

1 Foundations of Inclusion: Americans with Disabilitie q
Act (6 hours)

1 Foundations of Peer to Peer Network (12 hours) T

1 Foundations of Universal Design and Individualizin¢
(12 hours)

1 Health & Safety Orientation, Oidemand Training q
(6 hours)

9 Linking Assessment to Curriculum in the Preschool 1
Classroom (9 hours)

1 MaineChild Care Leadership Institute |: Builditing q
Foundation for Quality (30 hours)

1 MaineChild Care Leadership Institute IlI: q
Transforming Leaders and Prograr(®0 hours)

9 Partners in Cang: Families and Caregivers {i&urs) 1

1 Practicum Site Mentoringdeveloped for Higher 1
Education delieries)(6 hours)

9 Teaching Adult Learners (18 hours) 1

1 Your Professional Development Portfolio (9 hours) 1

-RO/MNDS
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Bridge to MELDS (15 hours)

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

Creating Inclusive Preschool Settin(B0 hours)

Curriculum and Development for Preschool Childre
(30 hours)

Environments in Early Care and Education (30 hou

Foundations irCoaching (12 hours)

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

Foundations in Mentoring (12 hours)

Foundations of RelationshiBased Technical
Assistance (18 hours)
Getting Started in Family Child Care (6 hours)

Inclusive Child Care (30 hours)

Links to Learning: Curriculum Planning in Gaft
School Time (45 hours)

MaineChild Care Leadership Institute II: Leadershig
in Early Childhooénd Outof-School Time Programs
Today(30 hours)

- AETAGO0 wAol U , AAOT ET ¢
(MELDS) (30 hours)

Positive Supports and Challenging Behavior

(15 hours)

30DDP1 OOET ¢ - AETA80 )1 £A
for Learning and Development (30 hours)

Working with School Age Children and Youth (30
hours)
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The Maine Roads Core Knowledge Curriculum Abstreatsbe found in our Training Catalog theMRTQ PDN
website

D. Role of the Approved Trainer

MRTQ PDMNApproved Trainers act as representativediRTQ PDNApproved Trainerplay an essential part of the
career development system in general aimdhe Core Knowledgdtraining Program in particulaApproved Trainers
create a positive learning environment for adult learners, teach the content using appropriate adult learningdsagt
facilitate the exchange of ideas in the classroononling and assist @ctitionerswith their assignments (as needed)
The role of an Approved Trainerassential to the success of practitionensachieving their professional development
goalsby modeling professionalism and bestgetice. Throughout the duration of the trainingarticipants benefit from
the support and encouragement die Approved TrainerAn Approved Trainer is also knowledgeable cAET A8 O
rating and improvement sysim, Quality for MEEand supportive of adult learners whose training is linked to quality
improvements within their respectivprograms.
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Section4: Application to Become an Approved Trainer

A. Approved Trainer Qualifications

With the implementation of theMaine Roads to Qualit¢ore Knowledge Training ProgramlRTQ PDMNand theMaine
Early Childhood Higher Education Committee worked to articulate the training for college cratitwd-year colleges
in Maine.In order tosatisfy therequirements othe higher educationnstitutions, MRTQ PDNnust have rigorous
gualifications for all Approved Trainers of Core Knowledge Trainliis section provides information on these
required qualificationsthe application process to become an Approved Trainer, andothlizies and procedures
developedto ensure that training will be implemented consistently throughout the state.

This section should be reviewed carefullyThe informationincluded in this section will guide Approved Trainers
through the Trainer Approvalsystemand will provide detaile@xplanations concerninthe policies, procedures, and
logistics of training delivery.

i. Trainer Qualifications

To become an Approved Trainer, an applicamnist:
! Have a Mastas Degree in Early Childhood Education or a related field.
1 Be a Maine Roads Quality Registry Member.

 Complete thel8hourMRTQPDN T 1 ET A OOAET ET ¢ O4AAAEET C ! ADifO ,
adult learning and gives an overview of thections of the Core Knowledge Training Program.

1 Pay an initial application fee of $25.00.

1 Agree toparticipate in theMRTQ PDNIrainingQuality Assurance System (TQA&)dthe MRTQ PDN
Feedback Survey after the training.

1 Have at leasfive years ofprofessionakxperience relevant to the Core Knowledge Arélascribed in
Section 3

1 Have at least twelvlours of experience delivering training for early care and educatiantjtioners
1 Be aproved every three years IMRTQ PDNseeSection 4.E for theeewal Process)

1 Agree to read, revieyand abide by the policies and procedures set forth inNiRTQ PDNVianual for
Approved Trainers

ii. Memorandum of Agreement

All Approved Trainers are required to siggearlyMemorandum of AgreemenfMOA)with MRTQ PDNhat is also

signed by theTraining and Curriculum Coordinatofhe intentof the MOAIs for all parties to agree to their specific role

in the delivery of a higlyuality Core Knowledge Training Program. Additionally, the Memorandum of Agreement
defines he conditions under which an Approved Trainer can and cannoMREQ PDN O AT PUOE CESRA A |
AttachmentAfor a copy of the Memorandum of Agreement.)

All Approved Trainers are also required to sign the Authorization for the Release of Perssinay that includes child
protection, Sate Bureau ofinvestigation (SBlandmotor vehiclerecords.(See Appendi for a copy of the Release of
Personal History form.)
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B. Application Process

To become an Approved Trainer, alpplicants must be a member of the Maine Roads to Quality Registry AND
must have online access to theiMRTQ Registryrecord.

1) Log on to the Maine Roads to Quality Registryldtps://mrtqg-registry.org

a. FornonRR&CEOOOU | Al A A OMRTQ Rdgitrfiplicant? | i@edAoxoin thIRTQ

Registry8 0
b. ForMRTQ Registry AT AAOO xEOET OO0 111 ETA AAAAOOh Al EAE
totheMRTQ Registlg AT A ) xAT O AT 111 ETA AAAT O1 086

c. MRTQ Registrynembers 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 nonRegistry members, th#IRTQ Registrapplication features a section where applicants can
choose to also apply to ben@pprovedTrainer.

b. MRTQ Registrynembers who wish to apply to become an ApprovEainer can log in to their
onlineMRTQ RegistrA AAT 01T Oh OEAT Al E A Eenl.This@niénk cobtains the T /I
i POET T O OMRD@®ADM G E 1ARRO 846

3) Submitby mailthe following toMRTQ PDNsee contact information in Section 1)
a. Completed, signed Trainer Application from the onliMRTQ Registry
i. Non-Registry members should al$ieclude the completed, sighed Registry Application.

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

c. Arésumé or curriculum vitae that includes all early childhoekdted professional experience
(direct careand supervisory) as well as synopses of any early childhood training delivered (for an
applicant with a lengthy trening history, includdive recent examples)

d. The names and contact informatigincluding emailpf three professional references who can
sPAAE O OEA ApbPI EAAT 060 AAEI EOU O xI OE xEOE

4) MRTQ PDMstaff review all applications and reply to applicants withid @reeks (Applicants who submit
incomplete materials will be notified via email regarding the missing matexials

a !'T APPI EAAT O xEI EO APDPOi OAA AOGO EAO 110 OAE.
approved as a Provisional Trainer and must satisfactorily complete the training wgithimonths
at which point they will become an Approved Traingailure toAT | b1 AOA O4AAAEET C
, A A O'wikhia €homonthswill result in the application being denieBrovisional Trainers may
deliverCore Knowledgedining at the discretion MRTQ PDIStaff.

b. Anapplicanx ET EO ADPDPOI OAA AT A EAOAADIT HOABDAAE 014 ARA
Approved Trainer.

c. An applicant who does not meet the criteria will be notifiedMMRTQ PDNegarding the reason
they are not currently eligible to become an Approved Trainer.

d. Becoming an approved trainer does not guarantee trairisgignments.

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 twntract, 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.
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C. Appeals Process

AsMRTQ Registrynembers, all Approved Trainers may utilize the Maine Roads to Quality Career Lattice Level Appeal
Policy if they feel theiMRTQ Registrjevel, or selection as an Approved Traindpes not reflect their education, work
experience, otraining history appropitely. The Maine Roads to Quality Career Lattice Level Appeal Policy is made
available toMRTQ Registrynembers upon acceptance into thHdRTQ Registrand may also be found on the e

Roads to Quality website dittps://mrtg.org/registrypolicies/

D. Approved Reimbursement Rates

MRTQ PDNhas sethe reimbursement rate foApproved Trainersf Core Knowledgdraining at $50 per hour as of
Januaryl,2013Travelis reimbursable at $25 per howillable hours are equivalent to the length of the training.
Preparation time and angther costs arenot reimbursable Please see appendikfor instructions on submitting
invoices for payment.

E. Renewal Process

All Approved Trainers are approved fthree-yearperiod, at which pointhe Approved Trainemust renewhis or her
approval.The renewal process includes updating th® B O O A A MRTQ/REgistlyerordi.e. if any address or
employment changes have occurred) AND documenting 45 clock houraining (ora 3credit college coursgn adult
learning or early childhood education in tiRTQ RegistryProfessional growth activitiesnay be consideredly the
MRTQ PDN Training Curriculum Gdanator for approval to meet this requirement
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Section 5Resources for Approved Trainers
A. MRTQ PDNrrainer Hub

TheMRTQ PDNrrainer Hub is an online resource available to all AppraretiProvisionalrainers. Upon notification
of approval or provisional approval, the Approved or Provisional Trairleregeive information about how to request a
user name and password for Moodle, the learning management systemMIREQ PDNuses for its online training.
Information in theMRTQ PDNrrainer Hub includes:

1 Additional guidance around the policies and prooeels in this manual

1 Tutorials and howto information regarding Moodle

9 Discussion boards for sharing questions, ideas, and support with other Approved Trainers
91 Alist of other resources available for practitioner and trainer professional development

B. Trainthe-Trainer (T3)

It is expected that all new Approved Trainers will complete a TaéaTrainer (T3) on each curriculum that they would
like to train.A T3 pairs a new Approvexd Provisionallrainer with an experienced Approved Trainer and allows the new
Approvedor Provisionallrainer to become familiar with the content of the training and to ask questions of the
experiencedApprovedTrainer before delivering the training themselvéuring a T3, the new Approvext Provisional
Trainer is expected to:

1 Enmwll in and participate fully in the training, including completing all assignments.

1 Introduce themselves as an ApprovedProvisionallrainer completing a T3; the lead Approved Trainer
should also make this clear in their introductory letter to the papints.

9 Utilize this manuahnd additional resourceavailable through theARTQ PDNrrainer Hub to guide their

learning.
9 Read all articles and view all websites and videos in each module.
T -TTEOT O OEA 1 AAA ' POl OAA 4 O AhBHe pamiGipantsOA OPT 1T OAO Ol

1 Connect with the lead Approved Trainer at the end of each module to debrief and ask any questions that
have come up.
1 Review with the lead Approved Trainer the policies and procedures for participant attendance.

Approvedor Provisionallrainers completing a T3 will receive half of the regular reimbursementz&5 per hour.
C. MRTQ PDNProfessional Development Opportunities

MRTQ PDNuill occasionallybring together all Approved and ProvisionBdainers for a TraindProfessional
Development DayThese meetings will be a time for Approved and Provisional Trainers to connechRTQ PDN
and each otherApprovedTrainers will be given professional development hours for attending, but will not be
reimbursed for mileage or timélrainers can stay connected to current professional development opportunities
through the weekly email communication ShortCuts.

Additionally, MRTQ PDNstaff are excellent resources for any traininglated questions. See the contact information
page in Sectin 1 for information on how to readiRTQ PDNstaff.
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Section 6: Procedures for Training Delivery

Approved Trainers act as representatives of the Maine Roads to Qualifgd3ional Development Network arjay

an essential part in Mak dGfessionabdevelopment systemThey 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 tiagngoals.

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 TrainiMRTQ PDNselects an Approved Trainer based upon Approved
Trainer cantent knowledge, experience with the curriculum (including completion of a FaénTrainer), geographical
location, availabiliy, and other relevant factor©Once the dates, timesandlocations (if applicable) have been
determined,MRTQ PDNwill initiate the contract process througlhé University of Southern Maind he Approved
Trainer will receive a contract via email witline month of the delivery start dat®uestions regarding the execution
of the subcontract should be directed MRTQ PDMNat 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 aadahle online through MoodleApproved
Trainers will be given access to the online trainwg weeks before the start date of the trainin@uring 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 (Fae®-Faceand Hybrid Training Only)
Any supplemental materials OOAE AO AEAOO DPADPAO Aréthe rdspossiithdthe T O AEE]
Approved TrainerMRTQ PDNstaff are available to assist the Approved Trainer in @fitey any necessary materials.
TheApproved Trainer should contaBRTQ PDNas soon as possible if assistance is needed

C. Recording Attendance

Maintaining an accurate record of training attendance and module completion is critically importaRBQ PDN
and especially to the practiticers who attend Recording attendance is the sole responsibility of the Approved
Trainer, TEA AOOAT AAT AA &£ O AAAE #1 OA +11 x1 AACA 40AET ET ¢ A

basis.
i. Attendance for Facdo-Face Trainings
The procedure for recording attendance for fatteface trainings is as follows:

1) The Approved Trainer should print the attendance sheet fromMRRTQ Registryio moe than 24 hours
prior to the start of the trainindPrinting of the attendance sheet is MANDATORY for facéo-face
training. (Complete instructions for printing the attendance sheet can be found in AgPendix

2) At each session, the Approved Trainer should mark the attendance directly on the attendance Bheet.
attendance sheet is NOT to be passed around to the participants.

-RO/NDS
“TOQUALITY

PROFESSIONAL DEVELOPMENT NETWORK 1 9

UpdatedSeptember 2019



Maine Roads to Quality Professional Developietwork: Manual for Approved Trainers

3) The attendance should be recorded electronically into MBTQ Registras soon as podde after the
completion of the sessiorDo not wait until the completion of the training to enter the attendance.
Keeping an accurate, ongoing record of training attendance is importantiem Q PDNstaff monitoring
training status and for the payment arevaluation processeg(Instructions for recordiragnd verifying
attendance in th&RTQ Registrgre included in Appendix) Note that the links to record attendance are
date-enabled, meaning that the date of the training must have passed in orderttendance tobe
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 trainng, then sign and date the completed attendance sheet and submit MB®TQ PDN
Attendance sheets may be submitted via mail to the Portland office or scanned via enMiRT@Q PDN
(see contact information in Section 1)

ii. Attendance for Online Trainings

Work for online trainings consists of a set gsmnments within each modul®ne module is covered per wedk.

general, a module consists of assignments that include reading articles, watching online videos, posting in discussion
forums, writingindividual journal responses, or taking online quizZes. discussion board postingisat ask

participants to reply to one or two peers, the Approved Trainer should use that requirement as a guideline in that
participants aremostly poging responses toheir peersA participant should not be penalized for missing a peer
responseon occasionthe Approved Trainer should contact the participant individually to encourage more discussion if
EA 10 OEA EO 110 ET O 1 OAA Edoardpesls. COT 0PSO AT T OAOOAODGET i
The procedure for recording attendance for online trainings is as follows:

1) The Approved Trainer should access the attendance sheet fronvilREQ Registryio more than 24 hours
prior to the start of the training(Complete instructions for asseg the attendance sheet can be found in
AppendixC.) Accessing the official attendance sheet from thHERTQ Registrys important because it will
list the participants officially enrolled in the trainingihe attendance sheet from theMRTQ 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 attencmising the attendance sheet be or she

may createhis or herown method for tracking completion of activities and modul@articipants may be
marked as completing a module if they have completed all activities within the mo@ée sectiof.D.ii

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

2) The attendance should be recorded electronically into MBTQ Registras soon as possible aftdre 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 importantM&TQ PDNstaff monitoring training
status and for the payent and evaluation processe@nstructions for recording attendance inMiRTQ
Ragistryare included in Appendix) Note that the links to record attendance are dadémabled, 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 i@1am after the end date of the module.

3) At the conclusion of the training, the Approved Trainer should enter theratance 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 acceke attendance sheet from th®MRTQ Registryno more than 24 hours
prior to the start of the trainingComplete instructions for accessing the attendance sheet can be found in
AppendixC) Accessing the official attendance sheet from thRHRRTQ Registrys important because it will
list the participants officially enrolled in the traininghe attendance sheet from theMRTQ Registry
serves as the official list of participants. If a discrepancy exists between the participant list in Moodle
and the attendance sheet, theMRTQ Registryattendance sheet will be considered accurate.

For the faceto-face portion of the trainingprinting the attendance sheet is MANDATORYFor the online
portion of the training, the Approved Trainer may track attendance usingattendance sheet ohe or she
may createhis or heown method for tracking completion of activities and modules. Participants may be
marked as completing a module if they have completed all activities within the mo@sée sectiof.D.iii
below for mag information about following up with participants who partially complete a mjodule.

2) At each faceto-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 fizipants.

3) The attendance should be recorded electronically into MBTQ Registras soon as possible after the end
date of the moduleDo not wait until the completion of the training to enter the attendance. Keeping
an accurate, ongoing record of trairg attendance is important foMRTQ PDNstaff monitoring training
status and for the payent and evaluation processesistructions for recording attendance inMRTQ
Registryare included in AppendiX) Note that the links to record attendance are @a¢nabled, 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 Appred Trainer should enter the attendance for the final session,
then sign and date the completed attendance shéatthe faceto-face sessionand submit it toMRTQ
PDN Attendance sheets may be submitted via mail to the Portland office or scanned via tervRTQ
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 abser
from a faceto-face session. Approved Trainers should usefttlewing procedures when addressing incomplete
attendance with a participant.

i Absence from a Fae®-Face Session

The Approved Trainer should clearly indicate on the attendance sheet if a participant is absent froria-face
session. For a 3Bour Cae Knowledge Training, a participant will be allowed to complete a maeassignment for
ONE missing module (three hour3)he exceptiongirethe Maine Child Care leadership trainings; there are no make
ups allowed.(Note that this means a participant s8ing a full day sessigtwo modulesz will still only be allowed to
make up one of the missed modules.) Makge assignments are not mandatory and can be completed at the
DAOOEAEDAT 060 AEOAOAOEIT OOET ¢ OEA A 111 xETC¢C GCOEAAI EI
1 A participant should notif the Approved Trainer as soon as possible after a missed module if he or she
would like to complete a makep assignmentAll make up assignments will be completed through the on
line training on the Moodle sitéAll make-up assignments must be completedy the end date of the
training.
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1 Inthe event of extenuating circumstances, the Approved Trainer should refer the participMRi@Q PDN
(see contact information in Section 1)

ii. Incomplete Work for Online Trainings
Approved Trainers should refer to thiarticipant ExpectationgseeAppendix Jfor guidance in these situations:
INnCAT AOAT h OEAOA AOA OEOAA AAOACT OEAO T &£ ETATI BPI AGA xI
by not logging in to Modle or completing assignmentparticipants who fall behind the schedule setta¢ beginning
of the training, ormparticipants who do not complete all assignments within a module (or who submit incomplete or

otherwise unsatisfactory work for some or all assignméntsApproved Trainershould use the following guidelines in
these situations:

1) &1 O DAOOCEAEDPAT OO xEiI OAOI P 10066 1T £ A OOAET ET ¢ Al
make at least two attempts to contact the participant via email during the week of the missstlle. If no
contact is made with the participant, or if the participasintinues to fall behind in the training, the

Approved Trainer should notiIRTQ PDNsee contact information in Section 1)

2) For participants who fall behind the schedule set at ieginning 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 tbaeweek behind schedulehe
Approved Trainer should notiyIRTQ PDNsee contact information in Section 1)

3) For participants who miss individual assignments in a module or submit incomplete or unsatisfactory work,
the Approved Trainer shouldse the following strategies, as appnogte:

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

1 Give the participant individugdrivate feedback (not by posting in a discussion foruninding
him or her of the requirement for the activity, i.e. completing a paragrapreflection.

1 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 practiceWhen in doubt about a response or situation, the Approved Trainer should
contact MRTQ PDN(see contact information in Section 1)

1 A continued lack of response or failure to make a good faith effort to complete the assignment
should result in the participant being markesd incomplete for that moduleAgain, all questions
can be referred t&IRTQ PDNsee contact information in Section 1)

iii. Incomplete Work for Hybrid Trainings

For a hybrid training, the Approved Trainer should consult the previous two sections, dependivitggbmodule is
missed by a participant. In short:

1 A participant may complete a makep assignment for ONE module for a missed féoeace session.
1 The Approved Trainer should consult the guidelines for incomplete work for online training for participants
missing work in the online modules.

2051 OAOGEOAAADI OU6 x1 OE x1 O A E1 AEAAOA OEAO OEA PAOOCEME®@AIT O
two sentence responses to in depth reflective questions.
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1 MRTQ PDNstaff are available for guidance to assist the participant and Approved Trainer in completing the
training in as efficiently as possible.

E. Approved Trainer Responsibilitiégr Faceto-Face Trainingessions

Fortrainings delivered facdo-face, includingn-classsessions for a hybrid training, the Approved Trainer should refer
to the following procedures:

i Dates, Locations, and Cancellations

The dates and locations are set \RTQ PDNIraining Specialisand are not to be changed by the Approved Trainer
without notification to the Training Specialigsee contact information in Sectionlf)the event of extenuating
circumstances, such as illness or family emergehey require changesthe Approved Trimer should contacMRTQ
PDNTraining Specialishs soon as possible so thHdRTQ PDNrrainingSpecialistcan contact the training participants.
During business hours, the Approved Trainer can conte®88900-0055(extension #2). MRTQ PDNwill provide an
after-hours contact number at least one week prior to the start date of the training.

On occasion, a faeto-face training session may be cancelled due to bad weather or other extenuating circumstance
These cancellations will be madedansultation with the Approved Trainer based lmtal weather conditions and will

be communicated to participants via ttHdRTQ PDNvebsite, Facebook pageand voice message. Rescheduling of
missed sessions will be done jointly BMRTQ PDNIraining Speciast (see contact information in Section ahd the
Approved Trainer.

ii. Enrollment

AllMRTQ PDNCore Knowledge Trainings have a minimum enrollment of six participants, with the exception of the
three MaineChild Care Leadership Institute Trainings (I, I 8, 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 fac¢o-face training will depend on theapacity of the training site. Enrollmentill not
exceed twentyfive participantsface-to-faceor seventeernparticipants in a hybrid training for a single Approved
Trainef.

Preregistration is REQUIRED for aMRTQ PDNCore Knowledge Trainingln 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 trainin@he practitioner may contad’iRTQ PDNuvith any questions.

The Approved Trainer should never accept paymenifaraining. Should a participant attempt to pay the registration
fee during a facdo-face session, the Approved Trainer stobuéfer him or her to the Trainin§pecialist to make
arrangements for paymengsee contact information in Section 1)

iii. Talking Pants
The Core Knowledge Training Program provides a strong foundation in best practices and is a link between training an

formal education. Core Knowledge Training, as well asNti®TQ Registrysupports professional development as part
of a comprehensiveareer development system. Approved Trainers act as representatives for the Maine Roads to

Swww.facebook.@m/maineroads

4 Enrollment maximums may be flexible in the case of a team of Approved Trainers.
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Quiality Professional Development Network. As such, their role is to provide training in a manner that is effective to the
adult learner while modeling professionstn, 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 fahilidi/care, forprofit or non

profit center-based programs, Head Start, Public Preschool, antdof-school timeprograms together. Some
participants may be new to early care and education, while others have been in the fieldifigiyears. 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. MaindRoads to Quality Professional Development Network has a variety of marketing materials
available for distribution to training participants to help them understand the services offerddRyQ PDNAs a

reminder, the Approved Trainer should refer all papgant questions that are not diregtlanswered by viewing the

videos belowor by reviewing the provided marketing materials to Maine Roads to Quality stafi8&81900-0055.

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

9 Talking Points on Trainindnttps://youtu.be/Hsw3jbHGX5A
9 Talking Points on thtMRTQ Registryhttps://youtu.be/U80aO4wBny

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 Onlifieainings

MRTQ PDNutilizes Moodle as the learning management system for all online training. For online trajtiregs
Approved Trainer should refer to the following procedures:

i Dates

The dates for online trainings are set B\RTQ PDNstaff. All online tainings begin on a Wednesday, with modules
endingthe following Tuesday. It is the responsibility of the Approved Trainer to post a list of module start and end
AAOAO AOOET ¢ OEA EZEOOO AAU 1T £ OEA OOAET & thetfaininglandithe x E ¢
expectations for the participantdraining dates cannot be extended or changed without MRTQ PDN appi@es.
AppendbEZI O A OAI P1T A O7AT ATT A , AOOAO8GQ

ii. Enrollment

AllMRTQ PDNCore Knowledge Trainings have a minimum enrollmehsia participants, with the exception of the
three Maine Child Care Leadership Institute Trainings (I, Il, and Ill), which have a minimum enrollment of ten. Failure to
meet the minimum enrollment of the training will result in its cancellation.

Maximum emollment for an online training iseventeerparticipants.
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 oflatirners, the Approved Trainer should:

T 01 0060 A O7AT AT I A ,AOOAOE AsppeEOmsam@E OO0 AAU | A&
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1 Keep the participants on schedule by posting reminders about the module being completed during each
week: weeklydiscussion posts into thannouncementO ACAOAET ¢ OEA xAAESO AOOEF
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 alogésiche, but discussion board postings
should be made during the week in which they are scheduled.

1 Facilitate and moderate the discussion forums to ensure that all postings adhere to the Ground Rules
posted at the beginning of each online trainifgpe AppndixF). 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).

1 Respond to all journal posts withinghweek in which thenodule is due

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

1 Refer all norcontent related questions tMRTQ PDNincluding technologyrelated issues or questions
about otherMRTQ PDNservices.
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Section 7 Trainer Quality Assurance Systgfaceto-FaceandHybrid 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, theMRTQ PDNIQAS isa system of comprehensive assessment and support for Approved Trainers and is
designed to:

1 Document the reliability of the delivery of the Maine Roads to Quality Core Knowledge Training Program.
1 Influence a consistent, highuality training experience fqgparticipants.
1 Support an ongoing professional development experience for Approved Trainers.

In order to accomplish these goals, the system requires

1 TQAS Observers to conduct observations of Approved Trainers using the TQAS Observatiofséerm
AppendixG).

1 TQAS Observerto complete the TQAS Approved Trainer Reporting Fdgae Appendix Hyvhich highlights
the strengths of the Approved Trainer and give suggestions for possible technical assistance, if indicated.

1 The TQAS Observation Form and TQAS Apgd Trainer Reporting Form ate be submitted by TQAS
Observers directly ttMRTQ PDNstaff.

1 All submitted TQAS Observations Forms and TQAS Approved Trainer Reporting Formasbeneviewed and
approved byMRTQ PDNstaff. At no point, prior to approval by MRTQ PDNstaff, will the results of the
observation be shared with the Approved Trainer.

1 Any suggested technical assistance for an Approved Trainkéb&developed with and approved BWRTQ
PDNstaff.

In the case that aMRTQ PDNstaff member is alo the TQAS Observer, at least one additioktRTQ PDNstaff
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 bdiagned 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
R Announced Observations

A new Approved Trainer will have an ini@ainounceabservation during his or her first fage-face or hybrid training
delivery. The TQAS Observer will schedule the announced observation with the Approved Trainer, in consultation with
MRTQ PDNstaff. The TQAS Observer will request the following informatioom the Approved Trainer:

1 Confirm the date, time, and location of the fate-face session.

1 Any sitespecific information, such as where to park or if it is necessary to sign in at the front desk.

1 Exchange of contact information (phone and email) inecafemergency.

9 Ifitis 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 Observatigio¢ated
in AppendidxG). The TQAS Observer will then confirm the announced observation and detaildMRTQ PDNstaff.

il Unannounced Obsemtions

All Approved Trainers should expamannounceabservations for subsequent Core Knowledgaiiing deliveries.
Unannounced observations will be conducted on a regular basis for all Approved Trainers, with additional unannounce
visits occurring asecessary related to the need for technical assistance. The TQAS Observer will schedule the
unannounced visit directly witMRTQ PDNstaff.

iii. Observation Protocol

When conducting an observation, the TQAS Observer will adhere to the following protocol ttoahaouncednd
unannounceabservations:

1) Wears an identification badge provided 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 titeaor she is a TQAS Observer arriving to
conduct an observatiorafinouncear unannouncepof the Approved Trainer.

4) Briefly introduces himself or herself to the Approved Trainer aledrly states that no feedback will be
offered during or directly afterthe observation and reminds the Approved Trainer thetRTQ PDNwill
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 interating 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 theitrgjrout of earshot of the participants.
4EA 4113 | AOGAOOGAO xEI1T 110 ET OAOEZAOA xEOE OEA ¢
training content in any way. It is the role of the Approved Trainer to inform the participants that an
observationis 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 Obsertiee, TQAS Observewill politely state his or her
role and suggest conveasion 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 FormM&TQ PDNUpon approvaby MRTQ PDNstaff, a debriefing
process will occur using the following protocol:

1) The TQAS Observer will arrange a meeting, via phone or in person, with the Appfoaieerto share the
approved TQAS Approvetirainer Reporting Form and any suggested technical assistance. The meeting
will take place within one week from the approval of the TQAS Approved Trainer Reporting FoviR D§
PDNstaff.

2) The debriefing process may occur in consultation witlMRTQ PDNstaff member. Either the Approved
Trainer or the TQAS Observer may requsHRTQ PDNstaff be present for the debriefing.
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3) Inthe case of a debriefing via phone, the TQAS Observer will email the completed and approved TQAS
Approved Trainer Reporting Form tbé 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 f&ining and Curriculum Coordinatat MRTQ PDNsee
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 BRTQ PDN

D. TechnicalAssistance

In the case that an Approved Trainer could benefit from technical assistance, the TQAS ObseriviR aQ@dP DNill
include this information in the TQAS Approved Trainer Reporting Form and will discuss the specifics during the
debriefing processDepending on the results of the TQAS Observation Form, technical assistance may be
recommendedr requiredRecommended technical assistance (Level 1) is available to all Approved TrRiequited
technical assistancé_evels 2 and 3yill be outlinedm a Technical Assistance Plan developed collaborativeMRYQ
PDNstaff, the TQAS Observer, and the Approved Trainer and will have a specific timeline. Failure to complete the
Technical Assistance Plan within thpecified timeline may result in loss Approved Trainer status.

MRTQ PDNs not funded to providéraining ortechnical assistance to Approved Traindtserefore 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.

R

Level 1 Technical Assistance

)l
)l

1

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).

Level 2 Technical Assistance

1

An Approved Trainer who scores below a 2 (meeting expectationgeorraitems within the TQAS
Observation Form will have identified areas needing improvement outlined in the TQAS Approved
Trainer Reporting Form.

Areas needing improvement will be discussedletail during the debriefing process (see Section C
above) and a timeline for improvement will be outlined.

A TQAS Observer will conduct additional follayp unannounceabservations to monitor improvement
efforts.

A second TQAS Approved Trainer RepogtiForm will be submitted tMRTQ PDNresulting in a
second debriefing with the TQAS Observer, Approved Trainer, and poddiRIFQ PDNstaff.

If improvement is not noted during the second debriefingthe MRTQ PDNstaff 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 Assance

T

It issolelythe decision oMRTQ PDNMNstaff 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 assistaro&for an Approved Trainer receiving multiple scores of 1 (barely
meeting expectations) or 0 (fails to meet expectats) on the TQAS Observation Form at any time.
Technical assistance plans at Level 3 may include, but are not limited to:

0 Additionalunannounceabservations

o Professional training

o0 Observation of highly skilled Approved Trainers in areas relatethose neding improvement

0 Mentoring or coaching with a highly skilled Agved Trainer oMRTQ PDNstaff

0 College coursework
It is the responsibility of the Approved Trainer to provide documentation that all aspects of the
technical assistance plan are met withimetdetermined 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 deliverdohe are monitored by RTQ PDNstaff regularly to
ensure fidelity to the curriculum, review the quality of group and individual interactions, and note the adherence to
MRTQ PDNpolicies and procedures.

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

A. Participant Training Evaluation

MRTQ PDNhas developed a comprehensive system for evaluating Core Knowledgeiig and training delivery.
Training evaluationsire distributed at tke conclusion of each trainingorall trainings, the evaluations are completed
within Moodle and aréNOT visible to the Approved Traine(Optional paper forms may be usedqaceto-facetraining
evaluationg seeAppendix)l

Approved Trainers play a critical role in the abilityMiRTQ PDNo effectively evaluate the Qe Knowledge Training
Program.Reminding and Bcouraging participants to complete their evaluations are two ways that Approved Trainers
can assisMRTQ PDNn this important piece of training delivery.

An Evaluation Summary Report is compiled for each Core Knowledge Training delivery and wilidzwstih the
Approved TrainerAn MRTQ PDNstaff member is available to debrief the results of the Evaluation SungrRaport
with the Approved Trainer.

B. Approved Trainer Feedbacurvey

MRTQ PDNs also interested in receiving feedtiafrom all Approved Trainerépproved Trainerarerequiredto
complete an online trainer feedback survatthe conclusion of each traimg delivery. MRTQ PDNalues theApproved
TrainelOféedback on the training content as well as on the procedures and logista®d to training delivery.
Completion of the online trainer feedback surveyby the Approved Trainer is mandatory.

In addition,MRTQ PDNstaff will be conductindocus groups or interviewsith Approved Trainers to gather additional
input into theMRTQ PDNCore Knowledge Training Program and training delivery.
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Appendix A: Memorandum of Agreement for Approved Trainers
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MEMORANDUM OF AGREEMENT
Ethical Obligations, Responsibilities and Professional Expectations
Maine Roads to Quality Professional Development Network and Approved Trainers

AINE

Maine Department of Healthand Human Services:

The Maine Department of HealthtndHuman 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 fotlege 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 evaluatiegMaine 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 Appoved Trainers are committed to delivering high quality training consistent with the goals of the
Maine Department of Healthand Human Services. As an Approved Trainer, | accept the following conditions:

1. lunderstand that the Maine Roads Core Knowledgéniing Curricula are copyrighted by the Maine Department of
HealthandHuman Services and, as a result, any unauthorized use, photocopying, or marketing is not permitted.

2. lunderstand that | do not have permission to sell, market, or deliver the curricula in the Maine Roads to Quality
Core Knowledgdraining Program as an independent trainer.

3. lunderstand that the Maine Department of Healihd Human Services has delegatedersight of the Maine
Roadgo Quality Core Knowledge Training Program and its copyrighted curricula to Maine Roads to Quality
Professional Development Netwoid the University of Southern Maine, Muskie School of Public Service.

4. | have no outstanding dical rule violations with the Department of HealtndHuman Services pertaining to the
licensing of child care @ities or family child care homes.

5. 1 will complete the Maine Roads to QualRyofessional Development Netwo® OA ET E 1 CAdQA daAelCEOE T C
(18 hours) as a condition of the Trainer Approval Process. | understand sikamenthsafter submission oy
application to complete the training

6. | agree to update, maintain and keep current my personal information and training history witeiNMaine Roads
to Quality Registry.

7. | agree to participate in all aspects of the MRPRQNTraining Quality Assurance System, including my willingness
to participate in technical assistance activities should they be indicated.
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8. Once | am ar\pprovedTrainer,| will set up a user name and password with MAPBINwhich will be unique to me
and not shared with others.

9. | will maintain confidentiality at all times concerning the MRTQ Registry data and | understand that failure to
maintain confidentiality will resulin having my trainer access to the Registry revoked.

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

11. | agree to remain current in my profession by actively pursuing opportunities to contiyuewvn professional
development. This includes being knowledgeable of best practices for adult learning situations.

12. 1 understand that | am initially approved fotlaee-yearperiod. | understand that beyond those three years | will
need to renew myApproved Trainesstatus by meeting the conditions of theenewal process.

13. I understand that as aApprovedTrainer | act as a representative of the Maine Roads to Quality Professional
Development Network and agree to dress and conduct myself in a professitaraher at all times.

14. | agree to help participants understand the role and the supports provideédRYQ PDNbvased upon the
information provided to me. | further agree to help participants connect with appropriate stafRTQ PDNor
any clarification ad supports as needed.

15. | agree to complete the Train€éreedback Survegt the end of each training.

16. My signature indicates that | have received, read and agree to all processes, procedures and guidelines presented
the Maine Roads to Qualityrofessional Development Netwoldanual for Approved Trainers

Signatures:

Applicant Signature Date

Name (please print)

Maine Roads t®uality Professional Development Network

Jennifer ConleyTraining and Curriculum Coordinator Date
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Appendix B: Authorization for the Release of Personal History

Deapeortmeant af Haolith Department of wﬁm%m
| Human Serv 2 Anthony Awve.

11 State House Station

, Maine 04333-D011

Tel_: (207) 624-7000; Faxc (207) 287-52682
TTY Users: Dial 711 (Maine Relay)

Fral ¥ fedrige, §avmenc Wicskrer Fermilin, Commizsione

AUTHORIZATION BELEASE OF CONFPIDENTIAL SUBSTANTIATED
MAINE CHILD ABUSE AND NEGLECT RECORDS INFORMATION
Agency/Provider to receive this information: Agency IDE: 1437

Tara Sommers

USM Muskie School

236 Wishcamper Center, 34 Bedford St.
Portland, ME 04104

I, , authorize the Maine Department of Health and Human Services fo releass
({Please print clearly)

confidential information to the above agency regarding whether | have beeniinvolved ina substantiated Maine

Child Protective Services case and the nature of that invohsement.

I understand that:

o This release may be revoked by me in writing at any time, e xceplfor information that has already been
released. For details contact Child Protective Intake at 1-300-452-1999 x2_

o Disclosure will include the determination by the Depariment of any specific abuse/neglect to a child by me
and amy actions taken by me or the Departmeni

< | may make a statement for the Depariment’s record reganding the findings about me and any actions
taken by me at that time or later to deal with the problems identified. /Such statement becomes case record
information for this or any other requests or authorizations for digclosure. For details, contact Child
Protective Intake 1-800-453-1999 x2.

o This information will be'used as part of the above agency's assessment of my suitability to provide services

for children and families they serve.

Thiiz information is subject to continuing confidentialityas provided by Maine statute, 22 MRS, 4008

Thiiz release will expirs upon the disclosure of the information as authorized.

The fee for this processis $15 .00 per person as authorized by 22 MRS, § 4008(6) and 10 148 DHHS Chapter
202 (2004), payable 1o Treasurer State of NMaine.

ooo

PLEASE DO NOT L EAVE ANY SPACES BLANK

DATE OF BIRTH: ALIASES (including maiden):

SIGNATURE: DATE:

MAINE ADDRESS:

RESULT EELOW (To be completed by DHHS):

As of , this person was NOT INVOLVED in a substantiated Maine Child Protective
Services case.

DHHS, OCFS, Child Protective Intake Staff

IF RESULT AREA IS BLANK, SEE REVERSE SIDE/ATTACHMENT —
Child Protective intake 1-800-452-1595x2, TTY Usars: Dial 711[Maing Relay) Updated 20102
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Appendix C: Accessing the Attendance Sheet

Maintaining an accurate record of training attendance and module completion is critically import&iR{bQ PDNand
especially to the practitioners who atten&ecordingattendance is the sole responsibility of the Approved Trainer.
4EARA AOOAT AAT AA I O AAAE #1 OA +11 x1 AACA 40AET ET ¢ AAAT |

Development Profile, an official part MRTQPDN O 2 ACEOOOUhK Afunlersto®a réplld baBDA A O

The Approved Trainer should print the attendance sheet fromMRTQ Registryno more than 24 hours prior to the
start of the training. Printing of the attendance sheeM&NDATORYfor faceto-face training and hybrid training
and optional for online trainings.

To access the attendance sheet:

1 Log in to the Registrnyhttps://mrtg-registry.org
T #1 EAE Infob &OUI OEA O1 b Trdnkernfornbtias ® A1 AAO O- U
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My Info My Education My Training My Employment George Jetson Log off

My Contact Information
My Work Setting

My Professional Contributions

My Optional Information

Uy Tiner formaton Maine's Early Care and Education
My Professional Developms Ssional Development Registry

Your Registry Record Online Training On-site Consultation
Please ensure that your information is up-to- Access online training or enroll in and access Fill out an on-site consultation request form to
date. on-demand training. receive free on-site consultation from one of our

District Coordinators

Complete a Request »
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T AlistoftrailEl ¢ AAT EOAOEAO xEI1l ADPDAAOh xEOE 1ETEO O DO
will open the attendance sheet in Adobe Reader.
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My Info My Education My Training My Employment George Jetson Log off

My Deliveries

My Deliveries

My Curricula

My Counties An Introduction to Communities of 02/20/2019 | Verified | Maine Roads to Online Attendance
Practice Quality

Trainer Manual

© 2019 - Maine Reoads to Quality Registry
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Appendix D: Recording and Verifying Attendance in MBTQ Registry

The attendance should be recorded electronically into HMBTQ Registras 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 attendace is important foMRTQ PDNstaff monitoring training status and for the payment and
evaluation processes. Note that the links to record attendance are-éatgbled, meaning that the date of the training
must have passed in order for attendance to beezatl. 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:

1 Log in to the Registrnyhttps://mrtg-registry.arg.
1 #1 EAE Infob &OUI OEA O b 4ABABI ADA) 10&Il AIADO BI- UL 8

My Info My Education My Training My Employment George Jetson Log off

My Contact Information
My Work Setting

My Professional Contributions

My Optional Information

Maine's Early Care and Education
ilonal Development Registry

My Trainer Information

My Professional Developmen

Your Registry Record Online Training On-site Consultation
Please ensure that your information is up-to- Access online training or enrollin and access Fill out an on-site consultation request form to
date. on-demand training. receive free on-site consultation from one of our

District Coordinators.

Complete a Request »

“RO/ADS

- TOQUATITY.
UpdatedSeptember 2019

36


https://mrtq-registry.org/

Maine Roads to Quality Professional Developietwork: Manual for Approved Trainers

1 Alist of training deliveries will appear, with links to print the attendance sheet. Clicking the link with the
name of thetraining will open the information for that delivery.
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My Info My Education My Training My Employment George Jetson Log off

My Deliveries

My Deliveries

My Curricula

My Counties An Introduction to Communities of 02/20/2019 | Verified | Maine Roads to Online Attendance
Practice Quality

Trainer Manual

© 2019 - Maine Reads to Quality Registry
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MyInfo My Education My Training My Employment

Training Delivery

George Jetson Log off

My Deliveries
My Curricula
My Counties Sponsor Mal s to Quality
Curriculum An Introduct mmunities of Practice
Trainer Manual Start Date 02/20/20 d Date 03/06/2019
Location O
Hours 6.00 Delivery Yes
County On-line (Statewide)  Status Reopened
Change Status to Verified
Attendance Form
Modules Jetson, Elroy 0 No
Modules Rubble, Barney (o} No
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TO QUALITY |
oL Do T 37

UpdatedSeptember 2019



Maine Roads to Quality Professional Developiiehwork: Manual for Approved Trainers

T #1 EAE |

list of the participants within the module.

My Info My Education My Training My Employment

Trainer Menu

My Deliveries

My Curricula

My Counties

Trainer Manual

T #1 EAEE]

OBAEODG

T O! OOAT AAT AAo6 &I O OEA 11 AOI A A&

George Jetson Log off

Training Delivery

Sponsor Maine Roads to Quality
Curriculum An Introduction to Communities of Practice
Start Date 02/20/2019 End Date 03/06/201g
Location Online  Site Online
Hours 6.00  Online Delivery Yes
County On-line (Statewide)  Status Reopened

O
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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 téinsert name of training).

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

| 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 galyethe best way to reach me, but | can certainly talk on
the phone(optional as MRTQ staff can be a sourddy contact information is at the bottom of this letter.

An important component of a higlguality online learning environment is student partictfmn leading to a community
of learners.

General Training/Moodle Information:

| encourage you to explore and become familiar with the Moodle site, which will enable you navigate the requirements
of the training more easilyThe training is made up of founain components.

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

Resourcesthe resources are essential for understanding the learning objectives and training content. It is essential
that you read all requirecesources.

Discussion ForumsOEEO EO xEAOA Al1l DPAOOEAEDPAT OO0 xEIl OAA AAAE
found that responding to your peers is one way that we build a sense of community and professional connections. As
the trainerl will be reviewing all of your responses, although | may not reply to all of them. In general, | will post a
OO01 OPA O1 All 1T &£ UI OO OAOPI T OAO AOOETI ¢ OEA AAOEOEOUS
Journals/Assignments:this is private and seen only by the trainer. This is a plachare your insight and

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

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

Training Schedule:

Each training wek begins on Wednesday morning and ends on the following Tuesday evening. Tirssranumber
of hourskhour training set up ifinsert number of modulesinodules that runs foinsert number of weeksyeeks.
Successful training completion depends keeping pace with the schedule outlined below. Please review the handout
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(insert dates in the table)

Module Start Date End Date

Module 1

Module 2
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