A,
The.

Registry

Professional Development System (PDAS)

R

December 2008

Trainer Handbook




/'\_/

Table of Contents

PDAS Overview

Setting up your account

Applying to the Registry

Entering your trainng

Entering the Roster

Invoicing

/'\_/

Page 12

Pages 3-5

Pages 614

Pagesl5-18

Pages 121

Page 21

Revised8.2009



PDAS Overview

The Department of Children and Families, Bureau of Early Childhood Education has developed a contract with The
Registry to lead an effort to develop a Professional Development Approval System (PDAS) to support and promote
quality training and technical consultation opportunities, assure trainer and technical consultant content knowledge,
and embrace the commitment of sponsoring organizations. Beginning in the spring of 2007, The Registry and the
Department have worked with statewide agencies, organizations and individuals to develop a system to ensure that
the approval process is supportive and equitable and provides for statewide coverage to improve the quality and
content of training and education for the early care an education workforce. Guiding principles and ethical
obligations have been identified, through the creation of these components based on a review of national research,
and the experiences of 14 states that currently support a professional development approval system.

The new Registry Professional Development Approval System (PDAS) of approved training, and approved trainers
is a new level of recognition for individuals who are providing training to the child care workforce and other direct
care practitioners. Individuals who are interested in becoming an "Approved Trainer" for the Registry PDAS system
will need to apply to the Registry and demonstrate their own trainer education previously completed, and trainer
experience. In addition, the PDAS approved trainer will need to have completed an Adult Learner class, or verify
completion of an equivalent adult learner class, such as higher education adult learner coursework, completion of
the Mentor Seminar, or other verified equivalency.

The Registry PDAS system will also include approved technical consultants. Similar to the approved trainer, the
technical consultant will need to apply to the Registry and demonstrate technical consultation experience and meet
set educational qualifications. The PDAS system approved consultant will need to have completed the Adult
Learner class (or demonstrate completion of an equivalent coursework) and will also need to complete a separate
technical consultation adult learner class- this class is currently being developed by the National Child Care
Information Center in consultation with the PDAS working group.

The Registry web pages have recently been enhanced to provide more information to the child care workforce and
other interested stakeholders. The PDAS information has been added to these WebPages, and as further
information is developed, additions will be made to the WebPages. .

The Registry Career Levels have been modified to include opportunity for individuals to move up the career levels
by completing "approved training". These new career levels have been created to provide incentives to the child
care workforce (and others) to complete training opportunities that have approved content delivered by approved
trainers. It is envisioned that the workforce will begin a movement to choose higher quality training, delivered by
trainers who have demonstrated that they are qualified to offer training opportunities specific to training core
knowledge/core content areas. Completion of credit based instruction continues to be the pathway to movement to
higher career levels (new Registry Level 7 and higher). It is envisioned that once an individual is successful at
completing approved training with application and assessment components, the individual will gain confidence to
pursue credit based instruction that builds a professional development pathway towards credentials and degrees in
early childhood. This framework for supporting the delivery of content is a cornerstone in building professional
development opportunities that lead to improved understanding of the value of on-going learning and support for
increased educational pathways that lead to credit based credentials and degrees.




Trainers who make application to The Registry to become approved PDAS trainers (on-line application fee is $35)
will be able to provide PDAS approved early care and education content and training based on their own individual
education and training experiences. It is possible that multiple trainers may participate in a single training event. As
long as one participating trainer is a PDAS approved trainer, the training can be marketed as an approved training,
and the PDAS approved trainer will be responsible for entering the attendance roster following the training. The
PDAS approved trainer is responsible to ensure that the other trainers involved in the training experience have
content experience and education.

Because the PDAS system is a voluntary system, it is understood that there will continue to be training offered
outside of the approved PDAS system. It is anticipated that over time the benefits of the Registry PDAS system to
track training information and provide detailed reports will encourage all on-going trainers to become part of the
PDAS system.




SettingUp Your Account
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determine if you may have a current account with the Registry. If you have an acsigumity with your User ID

(Registry ID number and your passdo
—T REGISTY '

Locate Online Application

Registry Home You may have an account already setup. Please enter the following information so that we can locate your online application
Search All Events
My Saved Events

Online Application
Contact Us Last Name*:

Birth Date*: | v v
EI P —
User Type: N o
S

) Organization

User ID (Application 10):
301

First Name*:

Password:

~  En

Forgot user id or password?

Don't have an account?

Register as a...

Individual, Trainer, Consultant

Direct-Care or Training
Sponsor Organization

If you are new to the online system, yauill be directed to the New Online Application pagél out as d[(ected.
.S adaNB G2 OftA01 2y GUKS WL Y I ¢NIXAYSNR 02E®
E New Online Application

‘Anonline application was not found using the information you provided. Pleass enter the folloaing to bagin the Registry onlins
Registry Home application process. Note: fislds maried with *are required.

Search All Events ;
My Saved Events Personal Informatiorn:
Oniine Application First Name™
Contact Us

UsarType:

@ Individus]

O Organization

User ID (Appiication ID):
201

Fassword Zip™ Gity] [wi s

FOIGaT USE 8 aF Pa5SHOT?

Don’t have an account?

Register 25 a...

[ This is & business address

Individual, Trainer, Consuftant 1 am atrainer
Direct-Care or Training

S By indicating you are & trainer, you will be able to 34 your gan training events

O 1am a consultant
care and education programs. Doing 5o
nt soores into the system.

— Select a Security Question — ~|

|_suemit | Gancel |



http://www.the-registry.org/

When you indicate you are a trainer and hit the submit button, youse#l theTHE REGISTRY PRIVACY POLICY
Terms and Conditions.
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Welcome New Online Application

Regisiry Home THE REGISTRY PRIVACY POLICY

Search All Events Terms and Conditions

My Saved Events OUR COMMITMENT TO YOUR PRIVACY. We believe the responsible use of information is important for meeting your needs and
Online Application providing consistent service quality. The more we understand about you and your needs, the better service we can provide. This
Contact Us privacy statement explains data collection and use practices of THE REGISTRY Online; it does not apply to offine senvices. THE
REGISTRY collects and maintains Personal Identifiable Information (PI1) for its members, which is reasonably related to
senvicing member accounts: the Pll we collect and maintain includes name, addresses, telephone number, email address, and
last 5 digits of your social security number. (please scroll down to review our Security Protection and Safeguard Procedures in
place to protect yaur PII),

User Type: Qur website and email use "cookies” and similar means to collect aggregate statistical information. Aggregate information is

' demographic information and does not identify any individual member. We may use or disclose aggregate information for any

© Individual purpose. A cookie is a small text file that is placed on your hard disk by a Web page server. Cookies are uniquely assigned to
rganizaton you, and are designed 1o De read only by a YWWeb server in the domain that Issue e COOKle 10 you. CooKles are also used o

Qo i d desi dtob donly by a Web inthe d that dth kie f Cooki | dt

Registry ID: recognize members’ preferences, temporarily store session information and past activity at our site in order to provide better

service and easier access when members return to our site. If you choose to decline cookies, you may not be able to fully
experience the interactive features of this or other websites you visit. THE REGISTRY will only use your e-mail address to contact
Password: you about your acceunt, or for THE REGISTRY's internal use.

The following types of companies are semetimes permitted to use our members’ names and mailing addresses to promote
quality goods and semices: Department of Children and Families, organizations and individuals sponsoring training events,

Forgot user id or password? program administrators, parent information and research surveys. From time to time, THE REGISTRY, Inc. may make
arrangements with other companies to provide you with joint products or services. Under these circumstances, where permitted
by law, the information shared with such outside companies will be limited to that which is necessary for them to do their job

These companies are required to keep your information secure and use it only for the permitted purpose authorized by us. Your
name will not be released to advertisers. If you prefer not to have your name and mailing address released or prefer that we not
Register as a... send you e-mail communications about offerings which may be of interest to you, please let us know by writing to: The Registry,

2517 Seiferth Road, Madison, W1 53716 or by sending an e-mail to registry@the-registry.org.
) _ Personally identifiable information collected on this site may be stored and processed in the United States or any other country in
Direct-Care UTTTEW‘”Q which THE REGISTRY or its partners, affiliates, subsidiaries or agents maintain facilities, and by using this site, you consentto
Sponsor Organization any such transfer of information outside of your country.

THE REGISTRY may disclose personal information if required to de so by law or in the goed faith belief that such action is

naraceary as rannirad kv ar narmittad b law ta aratact and dafand tha rinhte ar aranarte of THE REQISTEYV artn actin urnant

Individual, Trainer, Consultant
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T AUTTETIIC S TE UMl U are T aTTs STy Wil UuT Ve SITE:
ACCURACY

While THE REGISTRY uses reasonable efforts to include accurate and up-to-date infermation on the Site, THE REGISTRY
makes no warranties or representations as to its accuracy nor does THE REGISTRY assume any liability or responsibility for any
errors in the content of the Site

DAMAGES and WARRANTIES

Your use of and browsing in the Site are at your own risk. Neither THE REGISTRY nor any other party involved in creating,
producing or delivering the Site is liable for any direct, incidental, consequential, indirect or punitive damages arising out of your
access to or use of the Site. Without limitation, everything on the Site is provided to you "AS 15" without warranty of any kind, either
express or implied, including but not limited to the implied warranties of merchantability, fitness for a paricular purpose or non-
infringement. Mote that some jurisdictions may not allow the exclusion of implied warranties, so some of the above exclusions
may not apply to you. Check your local laws for any restrictions or limitations regarding the exclusion of implied warranties.
VIRUS

THE REGISTRY also assumes no responsibility, and shall not be liable for any damages from viruses that may infect, your
computer equipment or other property on account of your access to, use of, or browsing in, the Site or your downloading of any
materials, data, text, images, video or audio from the Site.

LINKS

THE REGISTRY has not reviewed all of the sites linked to the Site, is not responsible for the content of any of-Site pages or any
other sites linked to the Site. Your linking to any other off-Site pages or other sites is at your own rigk and the fact that there is 2
link to THE REGISTRY site should not be construed as an endorsement of either the linked Site's content or sponsors.
TRADING WITH ENEMIES

Software from this Site is further subject to United States Export Controls. No software from this Site may be downloaded or
exported 1) into (or to a national or resident of) Cuba, Iran, Iraq, Libya, Morth Korea, Syria or any other country to which the United
States has embargoed goods; or 2) anyone on the United Stated Treasury Department's list of Specially Designated Mationals or
the U.S. Commerce Departments Table of Deny Orders. By downloading or using the software, you represent and warrant that
you are not located in, under the control of, or a national or resident of any such country or on any such list

REVISIONS

THE REGISTRY may at any time revise the terms and conditions herein by updating this Legal Page. You are bound by any such
d riodically visit this page to review the then-current terms and conditions.

11 acknowledge that | have reviewed the Privacy Policy




Youwill then receive a welcomemail from the Registry confirming your acmt with yourRegistry ID number
which will serve as your User ID and your password. This personalized email will remind you of what
documentation you will need to send in when you complete your application. You are now ready to begin your
application.

Sample:

—Y Régistry

You may now sign in and use the The Registry system at http://www.the-registry.org/myregistry.

Your User ID is your Registry ID: 57552
Your Password is: g5EDc2

Congratulations on your interest in becoming an Approved Trainer with the Registry. You are now ready to complete your online
Registry Trainer application.

To complete your application you will need:

A copy of your training documents

A copy of your high school diploma or GED completion certificate if you have not attended a college or university

A copy of your official university or college transcript (if applicable)

A copy of any documentation of membership in a professional early childhood or school-age association or other

professional contribution made (if applicable)

Names of your current and previous early childhood/school-age employers and the dates of your employment

Current Resume, including a list of workshops, trainings and conferences presented to demonstrate training

requirement.

7. Two letters of reference. One reference must come from your current employer, supervisor or someone who can attest
to your professional work. One must attest to your training ability.

8. \Verification letter for training in Assessment Tools

9. Verification for any training in which you have been approved as a trainer

PR

oo

Once you have gathered the necessary documentation, you are ready to begin; it should take approximately one-half hour to
complete. As you fill out the application, you will be asked if you want to save the information you have entered. By doing so, if
you are unable to complete the entire application now, you may come back to it and complete it later.

When finished, you will submit your application. After you submit your application:

Your application will be locked, and you will only be able to view your records.

A confirmation email will be sent to you with the next step instructions. On this email you will find that you now have a
Registry ID number. Use this number when you correspond with the Registry.

Upon receipt of all supporting documentation the Registry will review and process your application.
After verification, the Registry staff will process your application and mail your certificate. Your account will be unlocked.

= = = =

Please send all supporting documentation and proof of training to:

The Registry
2517 Seiferth Road
Madison, WI 53716

Please feel free to contact us if you have any questions.
Thank you for using The Registry!



http://www.the-registry.org/myregistry
http://www.the-registry.org/myregistry/contactus.aspx

Applying to the

Sign baclkn to the website and when you do, you will see a cheerful welcome. Thiswihgegain remind you of

Registry

what you need to complete your applicatidn.A & G KS W{ G NI !

Welcome

Registry Home
Saarch All Events
My Saved Events
Contact Us

My Cnline Application
My Invoices (0}

You will now see a page that contains your personal information. Most of the fields have ksemfily you on

Siggey IRRESRTR

Welcome Heidi Ungrodt!

Congratulations on your interest in becoming an Approved Trainer with the Registry. You ars now resdy to complete your anline
Registry Trainer application.
To compiete your application you willneed:

A capy of your trsi

z collage or university

2

4. ciation or ather

5 joyers and the dates of your employmant

[ < presented to demonstrate training

T ‘erence. One reference must come from your cumant employr, SUpErvisor of someone who can attest o

sionalwork. One =t to your training ability.
ment Tooks

Once you have gathered the necessary documentation, you are ready to begin; it should take approximately ons-half hour to
complete. A5 you fillout the appiication, you will be 2sked if you want to save the information you have entered. By doing <o, if you
are unabie to compiste the entire application now, you may come back to it and complate it lster.

When finished, you will submit your application. After you submit your application:

= Your application will bz locked, and you will snly be able to view your recards.
i . On this email you will find that you now have 3

the Registry.

rooass your application

mail your certificate. Your apsount will be unlocked.
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the New Onlie Application screen. Review the information and make any changes necessary. Hit the save and
continue button on the bottom.

My Online Application
My Invoioss (0)

Tha Regletry, Ine. «

T=

Basic Ed
[ Include my name in trainer lists.

Tre Ragiesy fequenty diSTibues Ui of SpErved THITMTE % SolSDoraTue CaaTS 8o TaITng
$ponser crganzaTions. Lncneck TS DDTon 1o axThide JOur name fom Tese et

Heidi

[ This is 5 business sddress

5307 Dennis Drve
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You will now see the Education page. Select all areas that apply to your education. When complete, click on the
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Registry Home High School

Search Al Events Gradustion Year [—

My Saved Events [ de net have 5 High SchoolGED Diploma
Contact Us

Hoher Eucation

All entries must be verified by sending in copies of your transcripts andior 3 copy of your awal
gres: | — Make Selection — %

No Higher Education Degrees Selected

d degree certificate.

My Online Application
My Invoices (J)

DPI Licenses
You will be required to provide documentation of these entries a5 part of the application process.
2 | — Make Selection — W

No DF| Licenses Selected

Registry Credential
Allentries must be verified by sending in copies of your transcripts.
= [~ Make Selection — ~

Mo Registry Certificates Selected

Other Education

All entries must be verified by sending in copies of your transcripts.

A2d Cregentisl |~ Mske Sslection — ~

No Certificates Selected

CDA Credential
Allentries must be verified by sending in copies of your transcripts.
2l [~ Mske Slection — ~

No CDA Cradential Slectad

Save and Continue =>

You will now see the Work Experience page. We ask for your managerial experience to check one piece of the
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button at the bottom.




