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Introduction
The Training Policies and Procedures Handbook is intended as a resource guide for those
working with Child Care Resource and Referral of Midwestern Illinois. It is designed to
provide information regarding polices and procedures as well as services offered by Child
Care Resource and Referral of Midwestern Illinois (CCR&R).

While this handbook is designed to provide helpful information, it is not to be construed as
an employment contract. The statements contained in this manual are intended to offer
guidance. Questions may arise that are not directly addressed in this manual; therefore,
when further clarification is warranted, contact the Training & Technical Assistance
Coordinator at Child Care Resource and Referral of Midwestern Illinois.
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Introduction to Child Care Resource and Referral
of Midwestern Illinois
Child Care Resource and Referral of Midwestern Illinois is a not-for-profit 501(c)3 social service agency. The
agency is a part of a statewide network of child care resource and referral agencies funded by the Illinois
Department of Human Services, as well as a part of the Child Care Aware National Network of Child Care
Resource and Referral Agencies. Child Care Resource and Referral of Midwestern Illinois is a program of SAL
Family and Community Services. Our office serves the Illinois counties of Henderson, Henry, Knox,
McDonough, Mercer, Rock Island, and Warren. Our focus is on locating early learning and development
programs that are tailored to meet the needs of each family, helping families determine if they qualify for
assistance in paying for an early learning and development program, providing training for those who work
with children, recruiting additional early care and school-age/youth professionals and providing relevant consultations in early learning and development programs. The agency is also proud to advocate on behalf of
children, families and early care and school-age/youth professionals.

Our mission is to actively respond to community needs for affordable and accessible high quality early
learning and development programs by providing resources, education, and advocacy for children, parents,
early care and school-age/youth professionals and employers.

It is our goal that all children will be cared for in safe, nurturing, and healthy environments growing to
become contributing members of their communities and capable of nurturing their own children.

Child Care Resource and Referral (CCR&R) of Midwestern Illinois works
to provide resources, education and advocacy to support
high quality early learning and development.
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Introduction to the Illinois Network of Child Care
Resource and Referral Agencies (INCCRRA)
The Illinois Network of Child Care Resource and Referral Agencies (INCCRRA) is a statewide organization which
– in partnership with its 16 local Child Care Resources and Referral (CCR&R) agencies – is a recognized leader,
catalyst and resource for making high quality, affordable early care and education and school-age care options
available for children and families in Illinois.

INCCRRA Services and Systems
Gateways to Opportunity is a statewide professional development support system designed to provide
guidance, encouragement, and recognition to individuals and programs serving children, youth, and families.
Resources and services provided by Gateways to Opportunity include Credentials, Professional Development
Advisors, Great START, Gateways to Opportunity Registry, the Illinois Trainers Network, and Gateways to
Opportunity Scholarship Program. Gateways to Opportunity is administered through INCCRRA and funded by
IDHS Bureau of Child Care and Development, the McCormick Foundation and Grand Victoria Foundation.
Gateways Registry membership offers a quick and easy way to track training and education online, and meets
Illinois Department of Children and Family Services (IDCFS) licensing requirements.
Great START (Strategy to Attract and Retain Teachers) is a wage supplement program that rewards child care
providers for remaining at their current place of employment and college coursework obtained. Great START
recipients are sent a check every six months (based on continued eligibility) to supplement their income.

The Gateways Scholarship Program will pay a portion of tuition and fees for eligible professionals working in
early care and education or school-age programs who want to earn college credit, Credentials, or degrees.
Illinois Trainers Network (ITN) provides opportunities for early care and school-age practitioners and
educators to pursue professional development through high quality and accessible trainings. All legally
operating early child care and education and school-age programs in Illinois have access to ITN services. ITN
trainings are scheduled through local Child Care Resource & Referral (CCR&R) agencies.
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ExceleRate® Illinois is a statewide quality rating and improvement system designed to make continuous
quality improvement an everyday priority among early learning and development providers.
Illinois Quality Counts QRS (Quality Rating System) assists license-exempt family child care provider in
providing quality care for children and their families. This initiative is funded by the Illinois Department of Human Services (DHS).
Child Care Resource & Referral (CCR&R)- INCCRRA provides professional development, technical assistance
and training opportunities to the 900 CCR&R staff across the state.

Child Care Data & Research-INCCRRA collects, maintains and reports statistical information related to child
care supply, demand and quality across the state. Information is provided to state government, community
partners, policy makers and human services organizations to help identify and address the child care needs of
Illinois children and families.

Additional information can be found on the INCCRRA website at www.inccrra.org

The Illinois Network for Child Care Resource and Referral Agencies (INCCRRA) is located at:
1226 Towanda Plaza
Bloomington, IL 61701
Phone: (309) 829-5327 or Toll Free: (866) 697-8278
Fax: (309) 828-1808
Email: inccrra@inccrra.org
Office hours are Monday through Friday, 8:30 a.m. to 4:30 p.m.
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Introduction to Training & Professional Development
Professional development for early care and school-age/youth professionals refers to on-going education and
training. Professional development provides a foundation that can be used to provide the highest quality of
care for young children and their families.
The identified goals of professional development are to:










Increase professionalism for early care and school-age/youth professionals.
Develop early care and school-age/youth education professionals’ passion for providing high quality early
learning and development programs.
Ensure a healthy and safe environment for all children in an early learning and development program.
Help early care and school-age/youth professionals understand their influence on the quality of early
learning and development programs and its impact on society and children’s futures.
Help early care and school-age/youth professionals understand the impact of the early learning and
development system on communities, families, employers, and businesses.
Motivate early care and school-age/youth professionals to apply principles of child development when
planning curriculum rather than just doing activities with children.
Continually strive for a quality early learning and development environment for every child.
Increase communication skills with children, families, and communities.
Assist early care and school-age/youth professionals with strengthening business practices to support
their career of choice.

Training is a necessary component of professional development. Child Care Resource and Referral (CCR&R) of
Midwestern Illinois is an Illinois Department of Human Services (IDHS) funded Training Organization and is
responsible for providing quality training opportunities that meet a regulatory standard. As a result CCR&R
of Midwestern Illinois has established minimum standards for trainer qualifications and training content for
all training events sponsored or co-sponsored by CCR&R of Midwestern Illinois. These policies are designed
to provide a systematic way to ensure quality, uniformity, and accountability for CCR&R of Midwestern
Illinois trainings.
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CCR&R Trainer Policies
Objectives of CCR&R Training Policies:


To ensure that training events meet minimum quality standards.



To ensure that trainers meet minimum quality standards.



To encourage consistent and standardized training events.



CCR&R of Midwestern Illinois provides group training. Group training can be provided in a traditional face
-to-face environment, in distance learning environments (i.e., online), or ‘hybrid’ learning environments
utilizing both face-to-face and distance learning formats.

Types of Trainers
1. The Curricula Trainer delivers high quality and accessible professional development opportunities to
center staff and family child care providers at the local level on early childhood curricula.
2. The Specialty Trainer may not need a background in early childhood or a related field, but provides
pertinent information to offer early care and education professionals. A trainer can have technical or specific
expertise and possess a professional license, certification or other type of credential.
Trainer Expectations
Trainers are expected to submit to the highest level of professionalism. Trainers are expected to conduct
community trainings that meet the identified needs of participants and convey the content of the training at
times and locations accessible to practitioners.
Professional Development
All approved trainers should participate in ongoing professional development in order to remain current with
educational research and trends as they relate to the early care and education field.
Skill-building
Trainers are expected to complete 12 hours of skill-building trainings within a three-year period. It is
preferred that skill-builder hours include Adult Learning Theory and Presentation Skills, and Inclusion of
Special Needs. You can satisfy this requirement by utilizing Gateways to Opportunity Trainings or by
attending CCR&R approved outside professional development opportunities. Submission of a trainer’s
Gateways to Opportunity Professional Development Record is required upon renewal.
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Trainer Qualifications for CCR&R Trainers
In order to be recognized as a CCR&R approved trainer, the applicant must meet the Child Care Resource and Referral of Midwestern Illinois qualifications. These qualifications help to ensure that
CCR&R upholds a standard of excellence in providing quality and accessible trainings to early care and
school-age/youth professionals.
Educational Background
1. A curricula trainer must have a minimum of an Associate Degree from an accredited college or institution. A Bachelor Degree from an accredited college or institution is preferred and may be required for training certain curricula.
2. A specialty trainer must have a minimum of a high school diploma or its equivalent and a recommended minimum of two years experience in their field of expertise. Specialty trainers should
maintain their current license, certificate, or credential up to date at all times and submit the documentation verifying their specialty area to the Training & Technical Assistance Coordinator.

Training/Facilitating Experience
A trainer should maintain records and be able to supply documentation of the number of training
and/or educational sessions for early care and school-age/youth professionals conducted within the
last three years. Teaching professionals with experience in adult education may substitute teaching
experience for training experience. Training experience may consist of:
A. In-house trainings conducted in the trainer’s own workplace
B. Off-site trainings conducted at another location or not directly related to the individual’s full-time
employment
C. Professional meetings and/or conferences conducted by a state, local or national organization or
agency related to early care and/or school-age/youth professionals.
Experience with Children
It is preferred that an approved CCR&R curricula trainer possess at least two years of compensated
experience working with children ages 0-12 years.
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Trainer Approval for Child Care Resource & Referral Trainers
Application Instructions for CCR&R Approved Trainers
Applicants must meet specific education and experience requirements to become an approved trainer. All
curricula trainers must submit an application package to be kept on file with CCR&R.
A completed application package includes:
a. Completed CCR&R Trainer Agreement
b. Current resume or vitae detailing background and experience
d. Copies of documents verifying credentials, teaching/training certificates, etc. (if applicable)
e. Personal statement explaining interest in providing trainings for CCR&R of Midwestern Illinois, including
views regarding professional development and continuing education in the early care and school-age/youth
education field.
f. Two professionals references
g. Completed W-9 Form
h. Original transcript(s) and or diploma verifying an award of educational degree(s) (Upon Request)
Adult Learning Education Requirements
In addition to being knowledgeable about content of the training event, instructors shall have the ability to:
 Communicate effectively
 Demonstrate competence instructing adult learners in the training environment
 Relate to people of various racial, ethic, and socioeconomic backgrounds
 Facilitate small group interactions, problem solving activities and use other appropriate instructional
methods, plan sessions based on suggested topics as needed, and meet the needs of adult learners
 Convey information about applicable local, state, and national regulatory requirements, standards, and
guidelines to the participants
 Design and implement learning activities based on clear, measurable learning outcomes appropriate for
the training event

Trainer Application Renewal Process for CCR&R Approved Trainers
Trainers will be approved for a period of three years. At the end of the three-year period the trainer is
required to complete the Trainer Renewal process to remain an active trainer. For the trainer to renew his/
her training status with CCR&R, the following requirements must be met:



Trainer must complete the CCR&R Trainer Agreement
Trainer must document 12 hours of skill-building trainings completed within the previous three years
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Trainer Performance Appraisal Process for CCR&R Approved Trainers
The performance review process is intended to identify and recognize those trainers who meet or exceed the
trainer expectations. In turn it will also identify those trainers who do not meet these expectations and assist
in providing the necessary guidelines and feedback to help achieve individual success as well as improve the
overall performance and effectiveness of CCR&R assisted professional development. All trainers will be
appraised a minimum of once in a three-year period unless additional observations are warranted. New
trainers will be appraised during their first year of training.
The performance-based process of appraisal includes specific, identified competency areas. The performance
review process allows the trainer to be an active participant in the appraisal process, thereby making it more
meaningful.
Compensation Policy for CCR&R Approved Trainers
Fees for compensation for trainers are established by CCR&R. Compensation fees are subject to change as
needed. Effective April 1, 2014 the compensation fee is $100 per instructional hour. For example, a trainer will
be reimbursed $600.00 for a 6 hour training. The $100 per instructional hour fee includes prep time,
instructional hours, pre and post training paperwork, and any miscellaneous expenses the trainer incurs. In the
event that a training ends more than 15 minutes earlier than scheduled, the fee will be adjusted to reflect the
instructional time. e.g. If a training is scheduled for 3 hours but it ends ½ hour early, the instructional fee paid
to the trainer would be $250, rather than $300.
To use two trainers to conduct a training, there must be at least 20 participants. If there are fewer than 20
participants and two trainers are used, the payment would be split between the two trainers. This must be
indicated on the CCR&R Training Information form submitted for approval.
Travel reimbursement will adhere to the local policy on travel reimbursement unless otherwise stated. Please
contact the Training & Technical Assistance Coordinator for the local policy on travel.
Facilitator Agreement
A facilitator may be available to support an instructor during a training event to coordinate class logistics. If a
facilitator is not available, the instructor is expected to fulfill these responsibilities.
Termination Policy
Either party may terminate the agreement, with or without cause, upon written notice to the other party.
Upon termination, all CCR&R provided training materials including trainer and participant guides, equipment,
and all training materials must be returned to CCR&R within 14 days of the termination letter and cannot be
used for future trainings by the trainer.
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Trainer Approval for Gateways Registry Approved Trainers
Application Instructions for Gateways Registry Approved/Illinois Trainers Network (ITN) Trainers
Gateways Registry Approved Trainers have previously met specific education and experience requirements.
In addition, trainers must submit an application package to be kept on file with CCR&R.
A completed application package for a Gateways Registry approved/ITN Trainer includes:
a. Completed CCR&R Trainer Agreement
b. Documentation of current Gateways Registry/ITN Trainer Status
c. Completed W-9 Form
Illinois Trainers Network (ITN) Requirements
Approved trainers who present ITN curricula must follow the guidelines set by the Illinois Trainers Network.
All ITN policies and procedures apply. CCR&R of Midwestern Illinois reserves the right to cancel any future
trainings should a trainer fall out of compliance with ITN.
Compensation Policy for Illinois Trainers Network (ITN) Trainings
Compensation fees for instructors of ITN curricula are established at the state level. An additional ITN
stipend for trainers presenting ITN curricula has been established by CCR&R. The ITN stipend is subject to
change as needed. Effective July 1, 2017 a variable ITN stipend will be paid to bring each instructional hour
to the compensated rate of $100 per instructional hour. For example, an instructor who presents a 4 hour
ITN training and receives $50.00 per instructional hour from INCCRRA will be compensated an additional
$50.00 per instructional hour to total the $100 per instructional hour rate of compensation. The trainer in
this instance would receive a total of $400. The $100 per instructional hour fee includes prep time, instructional hours, pre and post training paperwork, and any miscellaneous expenses the instructor incurs. In the
event that a training ends more than 15 minutes earlier than scheduled, the fee will be adjusted to reflect
the instructional time. e.g. If a training is scheduled for 3 hours but it ends ½ hour early, the instructional
fee paid to the trainer would be $250, rather than $300.
Travel reimbursement for ITN curricula trainers is as follows:
*Trainers who travel in excess of 100 miles, round trip, to conduct training, will be reimbursed by INCCRRA.
* Trainers who travel less than 100 miles, round trip, will be reimbursed by CCR&R. Please contact the training coordinator for the local policy on travel.
Compensation Policy for CCR&R Approved Trainings by Registry Approved/ITN Trainers
Compensation fees for all trainings not associated with ITN curricula will follow the compensation policy for
CCR&R approved trainers.
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Trainer Application Renewal Process for Gateways Registry Approved Trainers
Trainers will be approved for a period of three years, concurrent with his or her Gateways Registry Trainer
approval. At the end of the three-year period the trainer is required to complete the Trainer Renewal
process with CCR&R to remain an active trainer. For the trainer to renew his/her training status with CCR&R,
the following requirements must be met:



Trainer must complete the CCR&R Trainer Agreement
Trainer must supply renewal documentation of his or her Gateways Registry Trainer approval

Trainer Performance Appraisal Process for Gateways Registry Approved/ITN Curricula
The performance review process will be administered in accordance with ITN policies and procedures.
Facilitator Agreement
A facilitator may be available to support an instructor during a training event to coordinate class logistics. If a
facilitator is not available, the instructor is expected to fulfill these responsibilities.
Termination Policy
After consultation with the other party, either party may terminate the agreement, with or without cause
upon written notice to the other party. Upon termination, all CCR&R provided training materials including
trainer and participant guides, equipment, and all training materials must be returned to CCR&R within 14
days of the termination letter and cannot be used for future trainings by the trainer.
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Trainer Guidelines
All approved presenters must abide by the CCR&R Training Policies and Procedures Handbook. In addition,
presenters should:


Assume the role of CCR&R ambassador through development of knowledge and understanding pertaining to
CCR&R services, staff and opportunities. As a CCR&R ambassador, a presenter actively builds relationships
and refers participants to the CCR&R agency for professional development beyond the specific curricula being
taught.



Assist the Training Coordinator with keeping their presenter file updated by completing and submitting
required forms, providing notification of changes in information, documentation of continuing education
(including a minimum of twelve clock hours continuing education/training triennially), etc. in a timely
manner.



Provide the training event/curriculum as approved.



Provide appropriate breaks during trainings in accordance with CCR&R policies.



Abide by the NAEYC Code of Ethics.



Dress and act in a professional manner at all times when serving as a CCR&R presenter.



Study, review curriculum and activities and prepare for each training prior to presenting. This includes
consulting with CCR&R staff, gathering pertinent information, resources and materials, and making copies or
requesting copies are made, as necessary.



Maintain open communication with CCR&R regarding the planning, progress, completion of the training and
training concerns & needs.



Provide timely notification if unable to provide a scheduled training.



Arrive at the training in a sufficient amount of time to prepare the learning environment prior to participant
arrival and to greet participants in a friendly and professional manner.



Be available to participants after each training session to answer questions.



Obtain, use and complete CCR&R facilitator paperwork (sign-in forms, class evaluations, confirmation paperwork, etc.) when a facilitator is not available. All completed forms shall be returned to CCR&R within 1-3 days
of the training date and prior to payment.



Provide input for curriculum revision and development as requested.



Model life-long learning by continuing professional development through pursuing continuing education and
staying connected in the field through membership in professional associations.



being utilized) and not provide certificates to learners who are not present for the entire training event.



Agree to observations of training events for quality control purposes.



Submit a signed Memorandum of Understanding before the training is conducted.



Annually submit a signed Acknowledgement of Receipt of Training Policies & Procedures Handbook.
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Facilitator Guidelines
All CCR&R facilitators must abide by the CCR&R Training Policies and Procedures Handbook. In addition,
facilitators should:


Assume the role of CCR&R ambassador through development of knowledge and understanding pertaining to
CCR&R services, staff and opportunities. As a CCR&R ambassador, a facilitator actively builds relationships and
refers participants to the CCR&R agency for professional development beyond the specific curricula being
taught.



Attend and complete a facilitator training if requested.



Abide by the NAEYC Code of Ethics.



Dress and act in a professional manner at all times when serving as a CCR&R facilitator and/or ambassador.



Maintain open communication with the Training Coordinator regarding the planning, progress, completion of
the training and training concerns & needs.



Provide timely notification if unable to facilitate a scheduled training.



Obtain and utilize the facilitator packet (Sign in forms, class evaluations, confirmation paperwork, etc.) for the
training event. All completed forms shall be received by the Training Coordinator or designee within 3 days of
the training date and prior to payment.



Arrive at the training location in a sufficient amount of time to assist the instructor in preparing the learning
environment prior to participant arrival and to greet participants in a friendly & professional manner.



Welcome participants, ensure they sign in, remind them of upcoming trainings, and introduce speaker
(coordinate these responsibilities with the instructor).



Assist the instructor with handouts, sign-in sheets or forms, evaluations, certificates and any other
professional duties.



Assist participants with housekeeping items (location of restrooms, break area, etc.).



Remain at the training location until all participants have departed and the room is clean.



Model life-long learning by continuing professional development through pursuing continuing education and
staying connected in the field through membership in professional associations.



Provide all registered and paid participants a CCR&R approved training certificate (if hard copies are being
utilized) at the end of the training event and not provide certificates to learners who are not present for the
entire training event.



Not accept any form of payment, including registration fees at the door.



Follow regional procedures for walk-in participants and late arrivals.



Facilitation will be administered according to the local policy on facilitator reconciliation. Please contact the
training coordinator for the local policy on facilitation.



Annually submit a signed Acknowledgement of Receipt of Training Policies & Procedures Handbook.
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Training Guidelines


Local community partners/trainers shall submit applications for training events offered or co-sponsored
by CCR&R to the Training Coordinator for approval. CCR&R may contract with organizations for
conferences or other training events.



A minimum of a two-hour time frame is strongly recommended for training events. The event shall be
scheduled to begin and end within a reasonable overall time frame that is conducive to adult learning. If
the event is over two hours in length, breaks shall be scheduled appropriately.



One hour of participation in an organized training event equals one clock-hour or content hour. The hour
presentation shall be on the same topic.



All ITN trainings must have a minimum of 10 registrations unless otherwise noted.



All non-ITN trainings must have a minimum of 8 registrations unless otherwise noted.



Training events shall meet the standards and criteria as outlined in the manual. These events shall cover
the Child Development Associate (CDA) Areas and Gateways to Opportunity Content Areas.



Approval applies for a period of three years. At the end of three years, the event shall be resubmitted for
approval. If the content is changed in a substantive way or if the name is changed, the event shall be resubmitted for approval.



An approved trainer shall teach approved training events.



Training events shall be advertised and offered under the name for which it was approved.



Training events developed by CCR&R employees, or funded by CCR&R with independent contractors, are
the property of CCR&R and NOT the individual employee or independent contractor.



Training conducted with child care providers either during the hours of operation of the facility, lunch
hours, or while children are resting shall not diminish the required staff ratio coverage. Child care
providers shall not be actively engaged in care and supervision and simultaneously participate in training.



CCR&R of Midwestern Illinois does NOT offer self-study training videos and materials.



CCR&R of Midwestern Illinois does NOT offer CEU’s (Continuing Education Units) nor CPDU’s (Continuing
Professional Development Units) for trainings. CEU Credit may be available through INCCRRA.



A Training Coordinator or a designee will randomly observe training events for quality control purposes.



Training Evaluations will be provided to all participants at the training event.



All participants who attend a training by other local funding sources may complete an evaluation form
designed to collect required data. Local funding sources change what data they require annually. The
CCR&R Network will approve an evaluation that captures the required data.
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Training Approval for CCR&R Approved Trainings
All trainings sponsored by CCR&R must be approved through Child Care Resource and Referral of Midwestern
Illinois. The approval process ensures that trainings have been reviewed and meet quality criteria. All CCR&R
sponsored trainings must be developed and presented in accordance with CCR&R Approval and Training
Guidelines.
Application Instructions for CCR&R Approved Training
Applicants must submit a training approval application package to be kept on file with CCR&R.
A completed application package includes:
a. Completed CCR&R Training Agreement
b. Completed Training Outline (Template Provided)
 Training Title


Training Description



Learning Objectives



Assessment tools stating how participant progress will be assessed during the training



Time and Sequence of Agenda (Template Provided)

A. Details Time
B. Details Topic Breakdown
C. Details Activities
Training Renewal Applications for CCR&R Approved Training
Training approval is effective for a period of three years. Training events shall be resubmitted for approval
with updated content after this period.
In addition, renewal applications shall be submitted for review when:
 There is a significant change in the content of the training event.
 There is a change in the training objectives.
 There is a change in the length of the training event.
 There is a change to the title of the training event.

Please Note: For Gateways Registry Approved Training Approvals/Renewals please visit the Gateways to
Opportunity Website at https://registry.ilgateways.com/training-approval
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Training Event Criterion


Planned training events shall be in response to educational needs that have been identified for a target
audience. Training events shall contribute directly to the learner’s professional competence in early care
and education and school-age programs.



Content and instructional methodology shall be interactive, intended for adult learners, and consistent
with the intended learner goals and learner outcomes of each training event.



Training events shall include competency-based learning objectives. The objectives shall be measurable
and/or observable and achievable in the time allocated for the training event.



Training events shall be held in a place that is conducive to having adult furniture available for the training
event. Adult chairs and adult tables are preferred.



Whether local CCR&R agencies are a sole sponsor or co-sponsor of a training event, they have
responsibility in offering and delivering the training event in accordance with the CCR&R training policies
and procedures.

Training events shall be consistent with:





Illinois child care regulatory standards
Illinois Early Learning & Development Standards & Illinois Early Learning Guidelines
Quality Counts Quality Rating System, and ExceleRate Illinois Quality Rating and Improvement System
The philosophy of developmentally appropriate practice as defined by NAEYC, PITC, and the National
Health and Safety Performance Standards

The following shall NOT be approved as training events:
 Religious content
 Purpose of selling materials
 Concerts or plays
 Instruction on making toys, puppets, books, or other materials to be used in the children’s learning
environment as the safety of the materials cannot be determined (i.e., Make It/Take It)
 Videos without group interaction/instruction
Training Event Fees
Training event registration fees are established based on the cost of the training event as well as state and
local procedures.
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Training Event Co-Sponsorship
To co-sponsor a training event for early child care or school-age care professionals with another agency or
entity, CCR&R agencies shall do at least three or more of the following:


Assist with the speaker (either be one, provide one, or pay for one)



Help with registration and check-in



Take enrollment/registration



Advertise event



Provide certificates of attendance (certificate shall reflect co-sponsorship)



Provide space for the training event



Use the CCR&R Training Evaluation form



CCR&R provided certificates must be the result of trainer/training approvals according to CCR&R Training
Policy and Procedures

In co-sponsoring conferences for a single or multi-day event, the Trainer Agreement and Training
Information Forms must be submitted to CCR&R.
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Training Event Policies

Equal Opportunity
CCR&R of Midwestern IL endorses the principle of equal opportunities for all people regardless of race, color,
creed, marital status, national origin, sex, sexual orientation, religion, ancestry, age or non-job related special
need or disability in the educational programs or activities it operates. To receive more information or to
request an accommodation, please contact your local CCR&R.
Registration
Registration is required for all workshops. Registrations will be processed in the order received and a waiting
list will be established when necessary. Registration and payment must be RECEIVED by the registration
deadline unless otherwise noted. Walk-ins at the training event are not allowed.
Registration Fees
All fees must be paid at the time of registration and are non-refundable. CCR&R does offer free trainings
throughout the year as well. Please see the Cancellation & Refund Policy below. Payment will not be
accepted at the training location. Registration fees may be paid online through PayPal, or mailed/walked-in
with the completed registration form to the address listed below.

Child Care Resource and Referral of Midwestern Illinois
4508 41st Street
Moline IL 61265

Late Arrivals
If you arrive more than fifteen minutes late to a workshop/training, you will not be allowed to attend. It is a
statewide policy that participants later than 15 minutes not be allowed admittance. If you do not stay for the
entire workshop/training, you will not receive a certificate or training credit.
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Minimum & Maximum Numbers


Minimum or maximum number of participants are listed in the workshop description when applicable.



Workshops that do not meet the minimum number by the registration deadline will be cancelled.



Registrations that are received after maximum capacity numbers have been reached may be placed upon a
waiting list and the participant will be notified. Participants who do not make it off the waiting list will be
issued a training voucher. Please see the Cancellation & Refund Policy below.

Cancellation & Refund Policy


CCR&R reserves the right to cancel a workshop due to low registration, trainer illness, weather, or other
emergencies. When possible, workshops will be rescheduled; if not possible, a training voucher will be
issued to all registered participants. These vouchers may be used as payment for future CCR&R trainings.
If you cancel or fail to attend training, no vouchers will be issued.



In the case of emergencies that result in a training event ending early (i.e., fire, weather, etc.) the instructor
or facilitator may contact the Training Coordinator to determine if credit for class should be received and if
certificates should be given.

Certificates
After the conclusion of each workshop and/or series, participants will receive a certificate (either hard copy or
digital) indicating the title of the workshop, the Child Development Associate (CDA) content area, and the
number of clock hours earned. Those who leave early will not receive a certificate. CCR&R training workshops
may meet the requirements of other credentials.

Certificate Replacement
Duplicate digital certificates will be re-issued at the request of the individual participant who completed the
training. The request must be made to the Training Coordinator by telephone or email. The certificate will be
emailed to the participant within 1-3 business days.
Transcripts from the Data Tracking Program (DTP) will be issued at the request of the individual participant.
There will be a $5.00 fee for each transcript. The request must be made to the Training Coordinator in writing
and will be mailed within 10 business days from the time the request and fee is received. To ensure
confidentiality transcripts are only released to the individual.

Training Credit Vouchers
Training credit vouchers may be available in accordance with regional procedures.
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Evaluations


Electronic evaluations may be sent via e-mail to each participant via the email address supplied during
registration.



Evaluations provide an opportunity for learners to share insight about topics/trainers, request topics/
trainers and express concerns regarding trainer/training.

Implementation Resources


Implementation resources are materials that support the curriculum, reinforce the learning process, and
assist learners with implementation of what was learned during the training event.



Training event participants may receive implementation resources in accordance with regional
procedures and available funding.



CCR&R reserves the right to determine the quantity of implementation resources and process of
distribution to participants.

Attendance


Providers shall complete the sign-in sheet, indicating all information, upon arrival.



Failure to sign-in shall result in the inability of CCR&R to verify attendance at a training event.



Attendance needs to be accurate in order to issue correct certificates.

Visitors


Visitors, including children or pets, are not allowed in training events.

Professional Behavior


Training participants are expected to behave in a courteous and respectful manner.



Cell phones should be turned off or to vibrate. Texts and phone calls are prohibited during a training
event.



Electronic distractions (i.e., PDA, laptop) should be turned off during training events, unless necessary to
accommodate a special need. CCR&R requests that the participant notify the Training Coordinator in
advance of the accommodation request so that we may ensure that we meet the needs of training
participants.



There should not be side conversations taking place during training.



Participants who do not abide by this policy will be asked to leave and will not be provided a certificate.
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Appendix D
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Appendix E

Title and Description:
<Enter Training Title Here>
<Enter a 50-100 word description of the training here. >

Learning Objectives & Assessment of Objectives


Participants will be able to…
How Participant Progress Toward Meeting Objective

Learning Objectives

Will Be

<Enter Learning Objective>

Assessed During Training

<Describe how objective will be assessed>

<Add additional rows as needed>

Time and Sequence of Agenda
Time
<Enter #
Minutes
here>
<Enter #
Minutes
here>

Topic
<Enter the topic here>

Activity
<Describe any activities used for this topic,
including training methods used>

<Enter next topic here, adding additional
rows as needed>
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Appendix H
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