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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 lllinois. It is designed to
provide information regarding polices and procedures as well as services offered by Child
Care Resource and Referral of Midwestern lllinois (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 lllinois.

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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Introduction to Child Care Resource and Referral
of Midwestern lllinois

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 lllinois
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 lllinois is a program of SAL
Family and Community Services. Our office serves the lllinois 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 con-
sultations 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 lllinois works
to provide resources, education and advocacy to support
high quality early learning and development.

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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Introduction to the lllinois Network of Child Care
Resource and Referral Agencies (INCCRRA)

The lllinois 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 lllinois 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

[llinois 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.

lllinois 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 lllinois have access to ITN services. ITN
trainings are scheduled through local Child Care Resource & Referral (CCR&R) agencies.

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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ExceleRate® lllinois is a statewide quality rating and improvement system designed to make continuous

quality improvement an everyday priority among early learning and development providers.

lllinois 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 lllinois Department of Hu-
man 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
lllinois children and families.

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

The lllinois 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.

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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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:

e Increase professionalism for early care and school-age/youth professionals.

e Develop early care and school-age/youth education professionals’ passion for providing high quality early
learning and development programs.

e Ensure a healthy and safe environment for all children in an early learning and development program.

e 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.

e Help early care and school-age/youth professionals understand the impact of the early learning and
development system on communities, families, employers, and businesses.

e 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.

e 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 lllinois 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 lllinois has established minimum standards for trainer qualifications and training content for
all training events sponsored or co-sponsored by CCR&R of Midwestern lllinois. These policies are designed
to provide a systematic way to ensure quality, uniformity, and accountability for CCR&R of Midwestern
Illinois trainings.

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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CCR&R Trainer Policies

Objectives of CCR&R Training Policies:

e To ensure that training events meet minimum quality standards.
e To ensure that trainers meet minimum quality standards.

e To encourage consistent and standardized training events.

e CCR&R of Midwestern lllinois 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.

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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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 Re-
source and Referral of Midwestern lllinois 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 in-
stitution. A Bachelor Degree from an accredited college or institution is preferred and may be re-
quired for training certain curricula.

2. A specialty trainer must have a minimum of a high school diploma or its equivalent and a recom-
mended 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 doc-
umentation 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.

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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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 lllinois, 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:
e Communicate effectively

o Demonstrate competence instructing adult learners in the training environment

¢ Relate to people of various racial, ethic, and socioeconomic backgrounds

o 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

e Convey information about applicable local, state, and national regulatory requirements, standards, and
guidelines to the participants

e 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:

e Trainer must complete the CCR&R Trainer Agreement

e Trainer must document 12 hours of skill-building trainings completed within the previous three years

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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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 % 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.

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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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

lllinois Trainers Network (ITN) Requirements

Approved trainers who present ITN curricula must follow the guidelines set by the lllinois Trainers Network.
Al ITN policies and procedures apply. CCR&R of Midwestern lllinois reserves the right to cancel any future
trainings should a trainer fall out of compliance with ITN.

Compensation Policy for lllinois 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, instruc-
tional 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 % 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 train-
ing 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.

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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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:

e Trainer must complete the CCR&R Trainer Agreement
e 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.

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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Trainer Guidelines

All approved presenters must abide by the CCR&R Training Policies and Procedures Handbook. In addition,

presenters should:

e 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.

e 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.

e Provide the training event/curriculum as approved.

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

e Abide by the NAEYC Code of Ethics.

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

e 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.

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

e Provide timely notification if unable to provide a scheduled training.

e 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.

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

e Obtain, use and complete CCR&R facilitator paperwork (sign-in forms, class evaluations, confirmation paper-
work, 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.

e 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.

e being utilized) and not provide certificates to learners who are not present for the entire training event.
e Agree to observations of training events for quality control purposes.
e Submit a signed Memorandum of Understanding before the training is conducted.

e Annually submit a signed Acknowledgement of Receipt of Training Policies & Procedures Handbook.
CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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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:

e 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.
e Abide by the NAEYC Code of Ethics.
e Dress and act in a professional manner at all times when serving as a CCR&R facilitator and/or ambassador.

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

e Provide timely notification if unable to facilitate a scheduled training.

e 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.

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

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

e Assist participants with housekeeping items (location of restrooms, break area, etc.).
e Remain at the training location until all participants have departed and the room is clean.

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

e 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.

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

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

o 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.

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
17
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Training Guidelines

e 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.

e 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.

e 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.

e AllITN trainings must have a minimum of 10 registrations unless otherwise noted.
e All non-ITN trainings must have a minimum of 8 registrations unless otherwise noted.

e 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.

e 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 re-
submitted for approval.

e Anapproved trainer shall teach approved training events.
¢ Training events shall be advertised and offered under the name for which it was approved.

e 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.

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

e CCR&R of Midwestern lllinois 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.

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

o 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.

CCR&R of Midwestern IL Training Policies & Procedures

Effective July 1, 2017
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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)

e Training Title

e Training Description

e Learning Objectives

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

e There is a significant change in the content of the training event.

e Thereis a change in the training objectives.

e Thereis a change in the length of the training event.

e Thereis 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

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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Training Event Criterion

e 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.

e 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.

e 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.

e 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.

e 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:

e lllinois child care regulatory standards
e lllinois Early Learning & Development Standards & lllinois Early Learning Guidelines
e Quality Counts Quality Rating System, and ExceleRate lllinois Quality Rating and Improvement System

e 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:
e Religious content

e Purpose of selling materials

e Concerts or plays

e 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)

e 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.

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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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:

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

e Help with registration and check-in

e Take enrollment/registration

e Advertise event

e Provide certificates of attendance (certificate shall reflect co-sponsorship)
e Provide space for the training event

e Use the CCR&R Training Evaluation form

e 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.

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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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 lllinois
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.

CCR&R of Midwestern IL Training Policies & Procedures

Effective July 1, 2017
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Minimum & Maximum Numbers
¢ Minimum or maximum number of participants are listed in the workshop description when applicable.
e Workshops that do not meet the minimum number by the registration deadline will be cancelled.

e 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

e CCR&R reserves the right to cancel a workshop due to low registration, trainer iliness, 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.

e Inthe 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.

CCR&R of Midwestern IL Training Policies & Procedures

Effective July 1, 2017
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Evaluations

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

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

Implementation Resources

e 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.

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

e CCR&Rreserves the right to determine the quantity of implementation resources and process of
distribution to participants.

Attendance
e Providers shall complete the sign-in sheet, indicating all information, upon arrival.
e Failure to sign-in shall result in the inability of CCR&R to verify attendance at a training event.

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

Visitors

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

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

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

e 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.

e There should not be side conversations taking place during training.

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

CCR&R of Midwestern IL Training Policies & Procedures
Effective July 1, 2017
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CCR&R Trainer Agreement A

(to be renewed every three years) Ghild Gare Resource & Feferal

of Midwestern llinois

Name

Address

Phone Number: Home Work Cell

Registry-approved and/or ITN Trainer: Yes No Registry Trainer ID #

If NO, please include:
» Resume/Bio if New Trainer
+ Names of two professional references that are familiar with your training background and experience.

Name

Address

Phone Email

Name

Address

Phone Email

Availability to train: (check all that apply) O Days O Evenings O Weekends
Distance willing to travel: miles

For each contracted training, | will:

« Ensure that all information presented will adhere to developmentally appropriate practices for the specified age groups

+ Include training techniques and strategies that are inclusive of children with special needs

+ Include training techniques and strategies that are inclusive of diversity issues

+ Employ best practices in Adult Learning Theory and Presentation Skills

+ Use a variety of learning methods that may include lecture, discussions, experiences and hands-on activities

« Be responsible for all handouts unless the Child Care Resource and Referral of Midwestern Illinois makes other arrangements

+ Reference accreditation standards, assessment tools, and the Quality Rating and Improvement System when applicable

+ Present the training at the time, date and location and for the fee stated on separate contract

+ Address provider questions and concerns in a professional manner

+ Ensure all required documents are completed by the participants and submitted to the CCR&R. | understand that
payment if applicable will not be made until all required documents have been submitted

25



Appendix A

CCR&R Trainer Agreement (continued)

| understand that this agreement may be terminated through oral or written notice by the Child Care Resource and Referral
of Midwestern lllinois. | understand that the CCRE&R reserves the right to observe my training.

Signature Date

Please submit by:

Office Use Only  Date Revd. By:

% 500 East 59th Street, Davenport, IA 52807 | 866-324-3236 | www.childcareillinois.org

2201 5th Avenue, Ste. 9, Moline, IL 61265
Child Care Resource & Referral

of Midwestern Winois
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CCR&R Training Information &

to be completed for each training s o P ot
(valid for three years if no changes) of Mowestern 1linois

Trainer Name

Title of Training

English Translation of Title

Contact Hours Contact hours must equal approved training hours.
Registry-approved and/or [TN Trainer: Yes Registry Trainer D #
Date(s) Time

O Single Session O Multiple Sessions

Equipment Needs

[f this training has been offered previously, please complete anly the shaded area.

[f this is a Registry-approved training, the appropriate Registry Scheduling Form({s) must be completed and sent to INCCRRA.
Sign form and return to CCR&R contact. This completes this form.

If this is NOT a Registry Approved Training, please complete the entire form.

Gateways to Opportunity Content Areal(s): (Identify the number of hours, minimum 1, spent in each applicable area.
Total should equal number of content hours above.)

(A) Human Growth and Development (E) Interactions, Relationships and Environments
(B) Health, Safety and Well-Being (F) Family and Community Relationships
(C) Observation and Assessment (G) Personal and Professional Development

(D) Curriculum or Program Design

CDA Content Area(s): (Identify the number of hours, minimum 1, spent in each applicable area. Total should equal number of content
hours above.)

__ (1) Health & Safety __{5) Program Management

__ (2) Physical/Intellectual (8] Professionalism

___(3) Social/Emotional __ (7 Observing/Recording Behavior
___ (4) Parent Relationships ____(8) Child Development

Training is primarily targeted towards: (check one)

O Stage 1 O Stage 2 O Stage 3 O Stage 4 O Stage 5
Participants developing Participants expanding Participants gaining  Participants refining  Participants strengthening
basic knowledge on their knowledge on aworking knowledge their knowledge and  and adapting their skills
this training topic this training topic of this training topic  skills on this training  for more effective

topic application on this

training topic
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Appendix B

CCR&R Training Information (continueq)

Content Focus Age Group:

O Infant/Toddler O School Age O Staff
D Two's O Youth O Administrative
2 Preschool O Parents O Other

Please complete Training Outline for agenda, description, objectives, and assessment of cbjectives.

Signature Date

Please submit by:

Office UseOnly  Date Revd. By:

dz 500 East 59th Street, Davenport, IA 52807 | 866-324-3236 | www.childcareillinois.org

2201 5th Avenue, Ste. 9, Moline, IL 61265
Child Care Resource & Referral

of Midwestern lllinois
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Child Care Resource & Referral
of Midwestern Illinois

Welcaming

Training Description & Learning Objectives Each & Every Child

Welcoming Each & Every Child 7.5 Hours

This course provides information on caring for children with speci:

eeds in typical child care setting. The
training helps increase the knowledge and comfort level of partici '
young children with disabilities in early childhood environments. It
modifications that will assist all children to participate in activities. TRis mgetsithe \requirement for

early childhood providers in special care inclusion tram?\(‘\

Haw Participant\Pragres Toward Meeting
Qbjective Will Be Assess€d During Training

Learning Objectives

Participan@®will be ablé to

Pa ic}ﬁnts w}&reﬁalize during review time.

Relate\what is meanthy an i |u5| e child dare \
setting.

Discuss the 0fan\1\*\u5n vild ca \/
setting. ‘A

Participation in large group discussion.

Participation in small group discussion and activity.

Describe attg udew feeli)vgs\b\o_g/éaring for

children with\disahilities.

Re ize wh ledge’of child devel Nt i
) ecognize W WWO _C ! e»-,re opme-n. _IS Participation in small group discussion.
important when caring for children with disabilities.

Identify ways to include young children with Participant in small group discussion and hands on
disabilities in the daily activities of the child care activity.

setting.

Discuss ways to build successful relationships with . ) )

families. Participation in large group discussion.

Describe special services that are available for

) . e Participants will verbalize during review time.
young children with disabilities. P &

Explain how to prepare for a young child with

e ) ! Participation in small group discussion and activity.
disabilities in a child care setting. P group Y

Identify characteristics of hearing, vision and

: . Participation in small group discussion and activity.
language impairments.

Identify strategies for discussing concerns about

. i Participation in small group discussion.
child with parents. P group

CCR&R of Midwestern IL Training Policies & Procedures
Effective April 1, 2014
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Child Care Resource & Referral
of Midwestern lllinois

Welcaming

Time Sequence and Agenda Each & Every Child

Materials Needed:
*  Welcoming Each & Every Child Participant Manual — 1 per participant
*  DVD—Welcoming All Children: Creating Inclusive Child Care
Available online at: http://www.youtube.com/watch?v=f9RzQybC-Vk
DVD: I'm Tyler — Available online at: http://imtyler.org/index,php/video/
Sensory Stations materials

Activity

/M\ Care Sﬁings

O\

N \_) \ -
A. Definition of Domains of Child
Development
< B. DVD: Welcoming All Children: Creating
Unit 2: Inclusive Child Care — Ball State Video
115 C. Child Care provider responsibilities
Minutes Child Development in Social/Emotional, D. So::i-afl,fEmotional Im[_)airments
Motor and Cognitive Impairments E. Physical .Motor Impairments
1. Gross (Large)
2. Fine (Small)
F. Cognitive Development
G. Lecture
H. PowerPoint Presentation
I.  Small Group Discussion
10 Question and Answer Time
Minutes

CCR&R of Midwestern IL Training Policies & Procedures
Effective April 1, 2014
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Title and Description:

<Enter Training Title Here>

Appendix E

<Enter a 50-100 word description of the training here. >

Learning Objectives & Assessment of Objectives

e Participants will be able to...

Learning Objectives

<Enter Learning Objective>

How Participant Progress Toward Meeting Objective

Will Be Assessed During Training

<Describe how objective will be assessed>

<Add additional rows as needed>

Time and Sequence of Agenda

Time

<Enter #
Minutes
here>

Topic

<Enter the topic here>

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

<Enter #
Minutes
here>

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

CCR&R of Midwestern IL Training Policies & Procedures
Effective April 1, 2014
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Child Care Resource & Referral
of Midwestern lllinois

Appendix H

lllinois Child Care Resource and Referral (CCR&R) Agencies

Jo Daviess |~ Stephenson iWinnebago Boone  McHenry Lake

i { e i {
e Q
Sangl Ogle DeKalb  Kane
DuPage Q
Lee - g/
Whiteside Cook
Rock Istand % Henry Bureau La Salle
el | Pulnasn
" Knox | K | Marshall
G Wanen ; i -
= Peoria Livingston
£
£ 3
— .- o 8
<7 Tazewell "
~ McDonough  Fulton Mclean Ford
- Mason Logan

De witt
~ Menard

Sangamon

Christian
Macoupin

Monigomery
Fayette
Bond Effingham  Jasper
. Madison i Crawford
j & Clay
»ﬂ 1 ; Richland Lawrence
‘)r mm....;m Clinton Marion
\\ i//‘ et Wayne 2 Wabash
) \51- Clair  washington a =
[ Momroe ¢ | =
B o 1 Jefferson
" Randolph Perry
2. A Franklin  Hamilton  White
Jackson @i ™ Saline Gallatin
Toheson Piie Hardin

Union

Alexander /Pulaski ' passac :

IN25 ©2013 INCCRRA

SDA 1

YWCA

Child Care Solutions
(Rockford)

888-225-7072
www.ywca.org/ Rockford

SDA 2

4-C: Community Coordinated
Child Care

DeKalb

800-848-8727

&

McHenry

866-347-2277

www.four-c.org

SDA 3

YWCA Lake County CCR&R
(Waukegan)

800-244-5376
www.ywcalakecounty.org

SDA 4

YWCA CCR&R
(Glendale Heights)
630-790-3030
www.ywcachicago.org
SDA 5

Joliet CCR&R

(Joliet)

800-552-5526
www.childcarehelp.com

SDA 6

Tllinois Action for Children
(Chicago)

312-823-1100
www.actforchildren.org

SDA 7

Child Care Resource & Referral
of Midwestern Illinois

(Quad Cities)

866-324-3236
www.childcareillinois.org

SDA 8

SAL Child Care Connection
(Peoria)

800-421-4371
www.salchildcareconnection.org

CCR&R of Midwestern IL Training Policies & Procedures
Effective April 1, 2014

SDA 9
CCR&R
(Bloomington)
800-437-8256
WWW.CCrrn.com

SDA 10

Child Care Resource Service
University of Illinois
(Urbana)

800-325-5516
cers.illinois.edu

SDA 11

CCR&R

Eastern Illinois University
(Charleston)

800-545-7439
www.eiu.edu/~ccrr/home/
index.php

SDA 12

West Central Child

Care Connection

(Quincy)

800-782-7318
WWW.WCCCC.com

SDA 13
Community Child
Care Connection
(Springfield)
800-676-2805
www.cccconnect.org

SDA 14

Children’s Home + Aid
(Granite City)
800-467-9200
www.chasiccrr.org

SDA 15

Project CHILD

(Mt. Vernon)
800-362-7257
www.rlc.edu/ projectchild

SDA 16

CCR&R

John Logan College
(Carterville)
800-232-0908
www.jalc.edu/ cerr
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Appendix K

Resource: Gateways to Opportunity Content Areas

Content Area A: Human Growth and Development

Knowledge of human development and growth is at the core of professional practice. Professionals understand emerging
principles, theories and knowledge of growth and development as a foundation for all aspects of their work with children,
youth and families. They understand the mutual influences among different domains of development and the contexts in
which individuals develop. These understandings provide the foundation for interactions with children, youth and families
and for implementation of appropriate practices in programs.

Content Area B: Health, Safety and Well-Being

Physical health, mental health and safety are the foundations for development and learning in children and youth.
Professionals collaborate with families, health and other professionals to provide safe, healthy environments to foster
the physical, cognitive, language and social-emotional development of children and youth. They take responsibility for
providing multiple opportunities for children, youth and families to learn positive habits and decision-making skills that
will ensure their health, safety and well being.

Content Area C: Observation and Assessment

Knowledge gained from informal and formal observations and assessments provide an understanding about children,
youth and families, as well as the means for program development, evaluation and accountability. Professionals follow
ethical practices when using a variety of age, developmentally, linguistically, and culturally appropriate formal and
informal research-based assessments to gather and share information about an individual's skills, abilities, interests and
needs and to monitor an individual’s progress. They use information gathered through assessments and knowledge to
continually evaluate, reflect on and inform their approaches and program practices.

Content Area D: Curriculum or Program Design

Program design and curriculum development are a collaborative and dynamic professional endeavor. Professionals have
broad knowledge of appropriate program design, curriculum and/or goals for children, youth and families. They plan and
implement bias-sensitive, integrated programs that build on the abilities and interests of children, youth and families and
support their learning and development in all areas.

Content Area E: Interactions, Relationships and Environments

Professional relationships with children, youth and families are built on thoughtful interactions across a broad range
of environments. These environments are designed to be sensitive to bias and to individual and cultural differences, to
support learning and development and to intellectually stimulate children, youth and families. Through appropriate
strategies and interactions, professionals build appropriate relationships with each child and youth along with the
families. The strategies professions use actively engage all individuals in their development and learning and support
positive interactions and relationships among children, youth and families.
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Content Area F: Family and Community Relationships

Positive, collaborative partnerships with families, colleagues, and community play a critical role in the development,
learning and well being of children and youth. Professionals apply their knowledge of family and social systems to
create reciprocal relationships that recognize and enhance the contributions of all participants. They respect multiple
perspectives and demonstrate integrity in conveying their own personal and professional perspectives and values.

Content Area G: Personal and Professional Development

Personal and professional development provides the foundation for best practices when working with children, youth
and families. Professionals are committed to ongoing development and continually reflect on and take responsibility
for their own values, choices and actions. They honor diversity in cultures, beliefs and practices and advocate for
children, youth and families. They demonstrate the highest standard of individual conduct, personal accountability,
trustworthiness, integrity, fairness, consideration of the rights of others and the highest principles of good business
practices and relationships.
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Appendix L

Resource: Child Development Associate (CDA) Areas

Area 1: Health & Safety

Training addresses safe environment to prevent and reduce injuries, promotes good health and nutrition and provides an
environment that contributes to the enjoyable environments that encourage play, exploration and learning.

Area 2: Physical/Intellectual

Training on a variety of equipment, activities, and opportunities to promote physical development of children, activities
and opportunities that encourage curiosity, exploration, and problem solving appropriate to the developmental levels
and learning styles of children.

Area 3: Social/Emotional

Training which teaches providers to actively communicate with children and provides opportunities and support for

children to understand, acquire and use verbal and non-verbal means of communicating thoughts and feelings, and

stimulate children to play with sound, rhythm, language, materials, space and ideas in individual ways and to express
their creative abilities.

Area 4: Parent Relationships

Training which helps strengthen parent/provider communication, encourage parent involvement in child care programs
and supports the child’s relationship with his or her family.

Area 5: Program Management

Training to ensure effective operations of program, organization, record keeping, teamwork, supervising, etc.

Area 6: Professionalism

Training which provides skills to promote decisions using early childhood theories and practices, promotes quality in child
care services, improving personal and professional growth.

Area 7: Observing/Recording Behavior

Tools and strategies for objective information collection and discipline techniques.

Area 8: Child Development
Training on developmental milestones and cultural influences.

L7;

and

DROTe 2009 INCCRRA

\ ‘:{:1: o o o AT Aekniniitered Prangh
Page 1 of 1 : ﬂ E'#‘QTEW&Y‘S T CYoRTUNITY inccerra %

lllinois Professional Development System

48



Appendix M

s

%, ieJsoou

wiansAs waudo|anag [eucissaicid SISU|l 5 ﬁ

WHEDTMN1 S00Z 3 GLELED

Y i ALINMLaoAde ol SAVMI LS A7
"00T IYYHD30) uonEROssY [EUSyEY PUR 30UN0s3Y JUED PIYD O 0 YL uoisswsad s paadepy
sjesedag
S1E[3Y
azubooay
SZIIUOY 3E|SUERL]
2yesodioou) no e wuoyu| RN e
SIEPIEA selauan) SUIpng SZIEN 2pnjau) SZUELLIWNG =L
SZLEWWNG 21BN Hwir] 250 Juzwa|duw) UMY 31E15
2unznag S1E}|12ES J=u| d=JsUBR] pu=ag SE1S9Y Moys
asinay ssaudx3 ajensnj|| 3Aj0S ysiqels3 aselydeseg 13135 s
uoddng azIuebioay ELHTETy! SNJ04 Moys 12n02510] EI IEMIT] sonpoiday fday
BLWELY ERIITE}] dojaaag Er[[SETIET] 35IM3Y dojaaag sajdwexs 3AID) plozay a9
pUBWILWIOI3Y | 1ONOASU0ISY ubisaq urejdx3 uoday ENTHEETy| 3ZI|el3US) aziuboay 15
Agnsnr abuesesy aea) ysinbunsig 2ejey  SlesIsUOWR(Q] pua3xg lleszy SRLTEIN
abpnr 2INpadg lsenuol SEUILILIZSI 2piaold [oaues ureldx3 pesy o13ulod
1=dizy) ueld asodwo) S1EUIBYIO 1=loiy JINguIuc] Jewnsg BUIRIND e
31EN[EAT sziuebig 3idwon weibeig aonpoid JPnisuc) ysinbunsig BLEN 318307
puajag alenobap asedwo) PnysuoIaqg anzsalgd 123|100 ssn2siQg unew Anuap)
Bpoag Ajpo  SjEdlUnWWo) =iEzuo] ausedaig HEYD BOUDsE] =N PIoH
anbnu> IEPo sulquoy Isenuol Pip=id abueyd pu=s=Qd [=9E7 A9
SZDID U] S1eloqge|jo) aiedwo) sjedniuey 55955y HaAUOD Auap| mojjo4
pn[zuc] 21e1b31y) azuobayen Ajsse s1esedp 2NeNMY 31 3neswnul aquasag
1senuoy/aiedwor S| s1edionuy UMOp 53E3.g Alpow JBISIUIWIpY puayudwor 3quIsaQ 350047
asiesddy | szilenpiapu) depy azh|euy NSyl 1depy Apsse|D auyaQ Ay
uonen|eAy sisayufs sisfjeuy uonedddy | uoisusyaidwon abpamouy SSBUBIEMY
sanoalgp [euoneanpd Jo Alouoxe| swoojg uo paseg saandalqp buiulea] Bunupy, uayp JepisucT) o1 sqiap
5 abejs | y abels T TR RT TR gabels zabelg TITEEITE T L abeis
uonenjeay Bunjuiyy jesnid s|Injs adus

49

sabexs THHHEEERRRLRRTTN]

IEIEERENRTRNNEND 1 sbeys

‘suonsanb uoissnosip ajgeuns 104 suolsabbns nod amb pue saibaiens (euononasul Sedoldde
103|135 nok djay os|e [im 1 ‘saanoslgo Buiules| sreudoidde saum nok djay 1eyo siyl | Ajuo 1o
salbajelis Buiysea] i sanndalqo buiuiea ‘sabeis bulubipy



Appendix M

s""0
%, eJlJoou

._.r._ By

LEsAS waludojanag [Puoissaucud SICUI| 5 ﬁ
ALINTLE0Ad0 ol SAMMI gD A7

"2007 "[VHYI0) UolEosSY [EURSE PUR 30UNOS3Y D PIIED DIYQ YL “uoissiwsEd yum paadepy

WHEDOMI 500 M SLELED

50

jsuondsoxs
YL 3UE Ay
jsuonelzidisiul
SEINTETRTIT
PTUMauEe ;335 NoA Op spua.}
ubisap o 31210 Jswianed 1eyp
noA pjnom moH jsuondaoxa a3yl a1e 1By i 77101151 nok
;' rssEsE O] Fr1oager bW moH | UBD SDUSPIAS JBUM xau pauaddey
35N NOA pInom FAUMm pue 2q p|noys Uonnjos £ 15B1UOD juesuiubis - s AYA 1eym uedxg
ELIZILD JEYM fRWO2ING SUI HUILL Op JBYM Jo asedwod ol peieEd T SIMOH | (lU=ilID sESp TreEquasEQg
iAym pue i o104 15266ns ***530P MOH i w10 ajdwexs ue*s| moH 353U 2B MOH iTUAoy iUy
- juepioduw no& pinom suoinjos IEYM j"TU10 S3UNYE3Y IO jabueys nok pinom 1eup TUSPIOM UMO | TUSUM 'BISUM | ‘uSym ‘BIsym
150W B SIIBYA, | U0l ppE nod uedseaplleyp | sued syl aue 1eypm 0] ABM 243 21E0sUOWS | Jnok Ul 2qudsaq 1eUM UM 1eY M 'OYM
Buruiy] swuediziued saenwins o1 suonsand Jo sedA|
Aeid ajoy Bunum
suoisanh SUOIJE|NLUIS MBIATY oIPIA
SUCIIE|NLWIS SUOIE|NWIS swia|qodd S3LI1ENS suoday S|ENSIA
spafolg s12alolg 5351243X3 s1oalolg suonsanD 2N
53510U3%] SISOl uoISsNIsIE Fonoeld SUOIIEIUSSl] SUOIELSN||| olpny
sanbiuy suejd dojaaaq SIUSPIDUIL [EDIID) s3510J3%7 SEI-ES sajdwex3 S|ENsIA
s3pNIs 3587 s3lpnys ase7) S3IPnIs 3587 SUOIIEIISUOLUS] UoISSnIsI0 salbojeuy N1
Japisuo7) 0] seiba1eng jeuononnsuy| Jo sadA] awog
g abe)s | ¢ abels T T R TR AR LT R TN TRAR g abeis 7 abeis LT L @beis
uonenjeay Bupjuiyy je>nud slinjs ajdus

sabexs THHITHILITRRNIN

LHITEINENININ 1 3bers




Appendix N

POSITION STATEMENT

Code of Ethical Conduct
and Statement of Commitment

Revised April 2005

A position statement of the National Association for the Education of Young Children

Endorsed by the Association for Childhood Education International

Preamble

NAEYC recognizes that those who work with young
children face many daily decisions that have moral and
ethical implications. The NAEYC Code of Ethical
Conduct offers guidelines for responsible behavior and
sets forth a common basis for resolving the principal
ethical dilemmas encountered in early childhood care and
education. The Statement of Commitment is not part of
the Code but is a personal acknowledgement of an
individual's willingness to embrace the distinctive values
and moral obligations of the field of early childhood care
and education.

The primary focus of the Code is on daily practice with
children and their families in programs for children from
birth through 8 years of age, such as infant/toddler
programs, preschool and prekindergarten programs, child
care centers, hospital and child life settings, family child
care homes, kindergartens, and primary classrooms.
When the issues involve young children, then these
provisions also apply to specialists who do not work
directly with children, including program administrators,
parent educators, early childhood adult educators, and
officials with responsibility for program monitoring and
licensing. (Note: See also the “Code of Ethical Conduct:
Supplement for Early Childhood Adult Educators,” online
at www.naeyc.org/about/positions/pdi/ethics04.pdf.)

Adopted by the National Association for Family Child Care

Core values

Standards of ethical behavior in early childhood care
and education are based on commitment to the follow-
ing core values that are deeply rooted in the history of
the field of early childhood care and education. We
have made a commitment to

= Appreciate childhood as a unique and valuable stage
of the human life cycle

* Base our work on knowledge of how children develop
and learn

* Appreciate and support the bond between the child
and family

» Recognize that children are best understood and
supported in the context of family, culture,* community,
and society

* Respect the dignity, worth, and uniqueness of each
individual (child, family member, and colleague)

» Respect diversity in children, families, and colleagues

* Recognize that children and adults achieve their full
potential in the context of relationships that are based
on trust and respect

* The term culture includes ethnicity, racial identity, economic
level, family structure, language, and religious and political
beliefs, which profoundly influence each child's development
and relationship to the world.

Copyright © 2005 by the National Association for the Education of Young Children
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Conceptual framework

The Code sets forth a framework of professional respon-
sibilities in four sections. Each section addresses an
area of professional relationships: (1) with children, (2)
with families, (3) among colleagues, and (4) with the
community and society. Each section includes an intro-
duction to the primary responsibilities of the early child-
hood practitioner in that context. The introduction is
followed by a set of ideals (I) that reflect exemplary
professional practice and by a set of principles (P) de-
scribing practices that are required, prohibited, or per-
mitted.

The ideals reflect the aspirations of practitioners.
The principles guide conduct and assist practitioners
in resolving ethical dilemmas.* Both ideals and prin-
ciples are intended to direct practitioners to those
questions which, when responsibly answered, can
provide the basis for conscientious decision making.
While the Code provides specific direction for address-
ing some ethical dilemmas, many others will require the
practitioner to combine the guidance of the Code with
professional judgment.

The ideals and principles in this Code present a
shared framework of professional responsibility that
affirms our commitment to the core values of our field.
The Code publicly acknowledges the responsibilities
that we in the field have assumed, and in so doing
supports ethical behavior in our work. Practitioners
who face situations with ethical dimensions are urged
to seek guidance in the applicable parts of this Code
and in the spirit that informs the whole.

Often “the right answer”—the best ethical course of
action to take—is not obvious. There may be no readily
apparent, positive way to handle a situation. When one
important value contradicts another, we face an ethical
dilemma. When we face a dilemma, it is our professional
responsibility to consult the Code and all relevant
parties to find the most ethical resolution.

Section |

Ethical Responsibilities to Children

Childhood is a unique and valuable stage in the
human life cycle. Our paramount responsibility is to
provide care and education in settings that are safe,

* There is not necessarily a corresponding principle for each ideal.
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healthy, nurturing, and responsive for each child. We
are committed to supporting children’s development
and learning; respecting individual differences; and
helping children learn to live, play, and work coop-
eratively. We are also committed to promoting
children’s self-awareness, competence, self-worth,
resiliency, and physical well-being.

Ideals

I-1.1—To be familiar with the knowledge base of early
childhood care and education and to stay informed
through continuing education and training.

I-1.2—To base program practices upon current knowl-
edge and research in the field of early childhood
education, child development, and related disciplines,
as well as on particular knowledge of each child.

I-1.3—To recognize and respect the unique qualities,
ahilities, and potential of each child.

I-1.4—To appreciate the vulnerability of children and
their dependence on adults.

I-1.5—To create and maintain safe and healthy settings
that foster children’s social, emotional, cognitive, and
physical development and that respect their dignity
and their contributions.

I-1.6—To use assessment instruments and strategies
that are appropriate for the children to be assessed,
that are used only for the purposes for which they
were designed, and that have the potential to benefit
children.

I-1.7—To use assessment information to understand
and support children’s development and learning, to
support instruction, and to identify children who may
need additional services.

I-1.8—To support the right of each child to play and
learn in an inclusive environment that meets the
needs of children with and without disabilities.

I-1.9—To advocate for and ensure that all children,
including those with special needs, have access to the
support services needed to be successful.

I-1.10—To ensure that each child’s culture, language,
ethnicity, and family structure are recognized and
valued in the program.

I-1.11—To provide all children with experiences in a
language that they know, as well as support children
in maintaining the use of their home language and in
learning English.

I-1.12—To work with families to provide a safe and
smooth transition as children and families move from
one program to the next.

Copyright © 2005 by the National Association for the Education of Young Children
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Principles

P-1.1—Above all, we shall not harm children. We shall
not participate in practices that are emotionally
damaging, physically harmful, disrespectful, degrad-
ing, dangerous, exploitative, or intimidating to
children. This principle has precedence over all
others in this Code.

P-1.2—We shall care for and educate children in
positive emotional and social environments that are
cognitively stimulating and that support each child’s
culture, language, ethnicity, and family structure.

P-1.3—We shall not participate in practices that dis-
criminate against children by denying benefits, giving
special advantages, or excluding them from programs
or activities on the basis of their sex, race, national
origin, religious beliefs, medical condition, disability,
or the marital status/family structure, sexual orienta-
tion, or religious beliefs or other affiliations of their
families. (Aspects of this principle do not apply in
programs that have a lawful mandate to provide
services to a particular population of children.)

P-1.4—We shall involve all those with relevant knowl-
edge (including families and staff) in decisions con-
cerning a child, as appropriate, ensuring confidential-
ity of sensitive information.

P-1.5—We shall use appropriate assessment systems,
which include multiple sources of information, to
provide information on children’s learning and
development.

P-1.6—We shall strive to ensure that decisions such as
those related to enrollment, retention, or assignment
to special education services, will be based on mul-
tiple sources of information and will never be based
on a single assessment, such as a test score or a single
observation.

P-1.7—We shall strive to build individual relationships
with each child; make individualized adaptations in
teaching strategies, learning environments, and
curricula; and consult with the family so that each
child benefits from the program. If after such efforts
have been exhausted, the current placement does not
meet a child’s needs, or the child is seriously jeopar-
dizing the ability of other children to benefit from the
program, we shall collaborate with the child’s family
and appropriate specialists to determine the addi-
tional services needed and/or the placement option(s)
most likely to ensure the child’s success. (Aspects of
this principle may not apply in programs that have a
lawful mandate to provide services to a particular
population of children.)
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P-1.8—We shall be familiar with the risk factors for and
symptoms of child abuse and neglect, including
physical, sexual, verbal, and emotional abuse and
physical, emotional, educational, and medical neglect.
We shall know and follow state laws and community
procedures that protect children against abuse and
neglect.

P-1.9—When we have reasonable cause to suspect child
abuse or neglect, we shall report it to the appropriate
community agency and follow up to ensure that
appropriate action has been taken. When appropriate,
parents or guardians will be informed that the referral
will be or has been made.

P-1.10—When another person tells us of his or her
suspicion that a child is being abused or neglected, we
shall assist that person in taking appropriate action in
order to protect the child.

P-1.11—When we become aware of a practice or situa-
tion that endangers the health, safety, or well-being of
children, we have an ethical responsibility to protect
children or inform parents and/or others who can.

Section Il
Ethical Responsibilities to Families

Families* are of primary importance in children’s
development. Because the family and the early child-
hood practitioner have a common interest in the child's
well-being, we acknowledge a primary responsibility to
bring about communication, cooperation, and collabo-
ration between the home and early childhood program
in ways that enhance the child’s development.

Ideals

I-2.1—To be familiar with the knowledge base related to
working effectively with families and to stay informed
through continuing education and training.

[-2.2—To develop relationships of mutual trust and
create partnerships with the families we serve.

[-2.3—To welcome all family members and encourage
them to participate in the program.

* The term family may include those adults, besides parents, with
the responsibility of being involved in educating, nurturing, and
advocating for the child.

Copyright © 2005 by the National Association for the Education of Young Children
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1-2.4—To listen to families, acknowledge and build upon
their strengths and competencies, and learn from
families as we support them in their task of nurturing
children.

1-2.5—To respect the dignity and preferences of each
family and to make an effort to learn about its struc-
ture, culture, language, customs, and beliefs.

1-2.6—To acknowledge families’ childrearing values and
their right to make decisions for their children.

I-2.7—To share information about each child’s educa-
tion and development with families and to help them
understand and appreciate the current knowledge
base of the early childhood profession.

I-2.8—To help family members enhance their under-
standing of their children and support the continuing
development of their skills as parents.

1-2.9—To participate in building support networks for
families by providing them with opportunities to
interact with program staff, other families, community
resources, and professional services.

Principles

P-2.1—We shall not deny family members access to their
child’s classroom or program setting unless access is
denied by court order or other legal restriction.

P-2.2—We shall inform families of program philosophy,
policies, curriculum, assessment system, and person-
nel qualifications, and explain why we teach as we
do—which should be in accordance with our ethical
responsibilities to children (see Section I).

P-2.3—We shall inform families of and, when appropri-
ate, involve them in policy decisions.

P-2.4—We shall involve the family in significant deci-
sions affecting their child.

P-2.5—We shall make every effort to communicate
effectively with all families in a language that they
understand. We shall use community resources for
translation and interpretation when we do not have
sufficient resources in our own programs.

P-2.6—As families share information with us about their
children and families, we shall consider this informa-
tion to plan and implement the program.

P-2-T—We shall inform families about the nature and
purpose of the program’s child assessments and how
data about their child will be used.
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P-2.8—We shall treat child assessment information
confidentially and share this information only when
there is a legitimate need for it.

P-2.9—We shall inform the family of injuries and
incidents involving their child, of risks such as expo-
sures to communicable diseases that might result in
infection, and of occurrences that might result in
emotional stress.

P-2.10—Families shall be fully informed of any pro-
posed research projects involving their children and
shall have the opportunity to give or withhold consent
without penalty. We shall not permit or participate in
research that could in any way hinder the education,
development, or well-being of children.

P-2.11—We shall not engage in or support exploitation
of families. We shall not use our relationship with a
family for private advantage or personal gain, or enter
into relationships with family members that might
impair our effectiveness working with their children.

P-2.12—We shall develop written policies for the
protection of confidentiality and the disclosure of
children’s records. These policy documents shall be
made available to all program personnel and families.
Disclosure of children’s records beyond family mem-
bers, program personnel, and consultants having an
obligation of confidentiality shall require familial
consent (except in cases of abuse or neglect).

P-2.13—We shall maintain confidentiality and shall
respect the family’s right to privacy, refraining from
disclosure of confidential information and intrusion
into family life. However, when we have reason to
believe that a child’s welfare is at risk, it is permissible
to share confidential information with agencies, as
well as with individuals who have legal responsibility
for intervening in the child’s interest.

P-2.14—In cases where family members are in conflict
with one another, we shall work openly, sharing our
observations of the child, to help all parties involved
make informed decisions. We shall refrain from
becoming an advocate for one party.

P-2.15—We shall be familiar with and appropriately
refer families to community resources and profes-
sional support services. After a referral has been
made, we shall follow up to ensure that services have
been appropriately provided.
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Section Il

Ethical Responsibilities to Colleagues

In a caring, cooperative workplace, human dignity is
respected, professional satisfaction is promoted, and
positive relationships are developed and sustained.
Based upon our core values, our primary responsibil-
ity to colleagues is to establish and maintain settings
and relationships that support productive work and
meet professional needs. The same ideals that apply
to children also apply as we interact with adults in
the workplace.

A—Responsibilities to co-workers

Ideals

[-3A.1—To establish and maintain relationships of
respect, trust, confidentiality, collaboration, and
cooperation with co-workers.

I-3A.2—To share resources with co-workers, collaborat-
ing to ensure that the best possible early childhood
care and education program is provided.

I-3A.3—To support co-workers in meeting their profes-
sional needs and in their professional development.

I-3A.4—To accord co-workers due recognition of
professional achievement.

Principles

P-3A.1—We shall recognize the contributions of col-
leagues to our program and not participate in prac-
tices that diminish their reputations or impair their
effectiveness in working with children and families.

P-3A.2—When we have concerns about the professional
behavior of a co-worker, we shall first let that person
know of our concern in a way that shows respect for
personal dignity and for the diversity to be found
among staff members, and then attempt to resolve the
matter collegially and in a confidential manner.

P-3A.3—We shall exercise care in expressing views
regarding the personal attributes or professional
conduct of co-workers. Statements should be based
on firsthand knowledge, not hearsay, and relevant to
the interests of children and programs.

P-3A.4—We shall not participate in practices that
discriminate against a co-worker because of sex, race,
national origin, religious beliefs or other affiliations,
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age, marital status/family structure, disability, or
sexual orientation.

B—Responsibilities to employers

Ideals

I-3B.1—To assist the program in providing the highest
quality of service.

I-3B.2—To do nothing that diminishes the reputation of
the program in which we work unless it is violating
laws and regulations designed to protect children or is
violating the provisions of this Code.

Principles

P-3B.1—We shall follow all program policies. When we
do not agree with program policies, we shall attempt
to effect change through constructive action within
the organization.

P-3B.2—We shall speak or act on behalf of an organiza-
tion only when authorized. We shall take care to
acknowledge when we are speaking for the organiza-
tion and when we are expressing a personal judgment.

P-3B.3—We shall not violate laws or regulations de-
signed to protect children and shall take appropriate
action consistent with this Code when aware of such
violations.

P-3B.4—If we have concerns about a colleague’s
behavior, and children’s well-being is not at risk, we
may address the concern with that individual. If
children are at risk or the situation does not improve
after it has been brought to the colleague’s attention,
we shall report the colleague’s unethical or incompe-
tent behavior to an appropriate authority.

P-3B.5—When we have a concern about circumstances
or conditions that impact the quality of care and
education within the program, we shall inform the
program’s administration or, when necessary, other
appropriate authorities.

C—Responsibilities to employees
Ideals

I-3C.1—To promote safe and healthy working condi-
tions and policies that foster mutual respect, coopera-
tion, collaboration, competence, well-being, confiden-
tiality, and self-esteem in staff members.
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I-3C.2—To create and maintain a climate of trust and
candor that will enable staff to speak and act in the
best interests of children, families, and the field of
early childhood care and education.

I-3C.3—To strive to secure adequate and equitable
compensation (salary and benefits) for those who
work with or on behalf of young children.

I-3C.4—To encourage and support continual develop-
ment of employees in becoming more skilled and
knowledgeable practitioners.

Principles

P-3C.1—In decisions concerning children and pro-
grams, we shall draw upon the education, training,
experience, and expertise of staff members.

P-3C.2—We shall provide staff members with safe and
supportive working conditions that honor confidences
and permit them to carry out their responsibilities
through fair performance evaluation, written griev-
ance procedures, constructive feedback, and opportu-
nities for continuing professional development and
advancement.

P-3C.3—We shall develop and maintain comprehensive
written personnel policies that define program
standards. These policies shall be given to new staff
members and shall be available and easily accessible
for review by all staff members.

P-3C.4—We shall inform employees whose performance
does not meet program expectations of areas of
concern and, when possible, assist in improving their
performance.

P-3C.5—We shall conduct employee dismissals for just
cause, in accordance with all applicable laws and
regulations. We shall inform employees who are
dismissed of the reasons for their termination. When a
dismissal is for cause, justification must be based on
evidence of inadequate or inappropriate behavior that
is accurately documented, current, and available for
the employee to review.

P-3C.6—In making evaluations and recommendations,
we shall make judgments based on fact and relevant to
the interests of children and programs.

P-3C.7—We shall make hiring, retention, termination,
and promotion decisions based solely on a person’s
competence, record of accomplishment, ability to
carry out the responsibilities of the position, and
professional preparation specific to the developmental
levels of children in his/her care.
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P-3C.8—We shall not make hiring, retention, termina-
tion, and promotion decisions based on an indivi-
dual’s sex, race, national origin, religious beliefs or
other affiliations, age, marital status/family structure,
disability, or sexual orientation. We shall be familiar
with and observe laws and regulations that pertain to
employment discrimination. (Aspects of this principle
do not apply to programs that have a lawful mandate
to determine eligibility based on one or more of the
criteria identified above.)

P-3C.9—We shall maintain confidentiality in dealing
with issues related to an employee’s job performance
and shall respect an employee’s right to privacy
regarding personal issues.

Section IV

Ethical Responsibilities to Community
and Society

Early childhood programs operate within the context of
their immediate community made up of families and
other institutions concerned with children’s welfare.
Our responsibilities to the community are to provide
programs that meet the diverse needs of families, to
cooperate with agencies and professions that share the
responsibility for children, to assist families in gaining
access to those agencies and allied professionals, and
to assist in the development of community programs
that are needed but not currently available.

As individuals, we acknowledge our responsibility to
provide the best possible programs of care and educa-
tion for children and to conduct ourselves with honesty
and integrity. Because of our specialized expertise in
early childhood development and education and
because the larger society shares responsibility for the
welfare and protection of young children, we acknowl-
edge a collective obligation to advocate for the best
interests of children within early childhood programs
and in the larger community and to serve as a voice for
young children everywhere.

The ideals and principles in this section are pre-
sented to distinguish between those that pertain to the
work of the individual early childhood educator and
those that more typically are engaged in collectively on
behalf of the best interests of children—with the
understanding that individual early childhood educa-
tors have a shared responsibility for addressing the
ideals and principles that are identified as “collective.”
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Ideal (Individual)

1-4.1—To provide the community with high-quality
early childhood care and education programs and
services.

Ideals (Collective)

I-4.2—To promote cooperation among professionals
and agencies and interdisciplinary collaboration
among professions concerned with addressing issues
in the health, education, and well-being of young
children, their families, and their early childhood
educators.

I-4.3—To work through education, research, and
advocacy toward an environmentally safe world in
which all children receive health care, food, and
shelter; are nurtured; and live free from violence in
their home and their communities.

I-4.4—To work through education, research, and
advocacy toward a society in which all young children
have access to high-quality early care and education
programs.

I-4.5—To work to ensure that appropriate assessment
systems, which include multiple sources of informa-
tion, are used for purposes that benefit children.

I-4.6—To promote knowledge and understanding of
young children and their needs. To work toward
greater societal acknowledgment of children’s rights
and greater social acceptance of responsibility for the
well-being of all children.

I-4.7—To support policies and laws that promote the
well-being of children and families, and to work to
change those that impair their well-being. To partici-
pate in developing policies and laws that are needed,
and to cooperate with other individuals and groups in
these efforts.

I-4.8—To further the professional development of the
field of early childhood care and education and to
strengthen its commitment to realizing its core values
as reflected in this Code.

Principles (Individual)

P-4.1—We shall communicate openly and truthfully
about the nature and extent of services that we
provide.

P-4.2—We shall apply for, accept, and work in positions
for which we are personally well-suited and profes-
sionally qualified. We shall not offer services that we
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do not have the competence, qualifications, or re-
sources to provide.

P-4.3—We shall carefully check references and shall not
hire or recommend for employment any person whose
competence, qualifications, or character makes him or
her unsuited for the position.

P-4.4—We shall be objective and accurate in reporting
the knowledge upon which we base our program
practices.

P-4.5—We shall be knowledgeable about the appropri-
ate use of assessment strategies and instruments and
interpret results accurately to families.

P-4.6—We shall be familiar with laws and regulations
that serve to protect the children in our programs and
be vigilant in ensuring that these laws and regulations
are followed.

P-4.7—When we become aware of a practice or situa-
tion that endangers the health, safety, or well-being of
children, we have an ethical responsibility to protect
children or inform parents and/or others who can.

P-4.8—We shall not participate in practices that are in
violation of laws and regulations that protect the
children in our programs.

P-4.9—When we have evidence that an early childhood
program is violating laws or regulations protecting
children, we shall report the violation to appropriate
authorities who can be expected to remedy the
situation.

P-4.10—When a program violates or requires its
employees to violate this Code, it is permissible, after
fair assessment of the evidence, to disclose the
identity of that program.

Principles (Collective)

P-4.11—When policies are enacted for purposes that do
not benefit children, we have a collective responsibil-
ity to work to change these practices.

P-4-12—When we have evidence that an agency that
provides services intended to ensure children’s well-
being is failing to meet its obligations, we acknowl-
edge a collective ethical responsibility to report the
problem to appropriate authorities or to the public.
We shall be vigilant in our follow-up until the situation
is resolved.

P-4.13—When a child protection agency fails to provide
adequate protection for abused or neglected children,
we acknowledge a collective ethical responsibility to
work toward the improvement of these services.
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Code of Ethics. Defines the core values of the field
and provides guidance for what professionals

should do when they encounter conflicting obliga-
tions or responsibilities in their work.

Values. Qualities or principles that individuals believe
to be desirable or worthwhile and that they prize
for themselves, for others, and for the world in
which they live.

Core Values. Commitments held by a profession that
are consciously and knowingly embraced by its
practitioners because they make a contribution to
society. There is a difference between personal
values and the core values of a profession.

Morality. Peoples’ views of what is good, right, and
proper; their beliefs about their obligations; and
their ideas about how they should behave.

Ethics. The study of right and wrong, or duty and
obligation, that involves critical reflection on
morality and the ability to make choices between
values and the examination of the moral dimensions
of relationships.

Professional Ethics. The moral commitments of a
profession that involve moral reflection that

Glossary of Terms Related to Ethics

extends and enhances the personal morality
practitioners bring to their work, that concern
actions of right and wrong in the workplace, and
that help individuals resolve moral dilemmas they
encounter in their work.

Ethical Responsibilities. Behaviors that one must or
must not engage in. Ethical responsibilities are
clear-cut and are spelled out in the Code of Ethical
Conduct (for example, early childhood educators
should never share confidential information about a
child or family with a person who has no legitimate
need for knowing).

Ethical Dilemma. A moral conflict that involves
determining appropriate conduct when an indi-
vidual faces conflicting professional values and
responsibilities.

Sources for glossary terms and definitions

Feeney, 5., & N. Freeman. 1999. Ethics and the early childhood
educator: Using the NAEYC code. Washington, DC: NAEYC.

Kidder, R.M. 1995. How good people make tough choices:
Resolving the dilemmas of ethical living. New York: Fireside.

Kipnis, K. 1987. How to discuss professional ethics. Young
Children 42 (4): 26-30.

The National Association for the Education of Young
Children (NAEYC) is a nonprofit corporation, tax exempt
under Section 501(c)(3) of the Internal Revenue Code,
dedicated to acting on behalf of the needs and interests of
young children. The NAEYC Code of Ethical Conduct
(Code) has been developed in furtherance of NAEYC's
nonprofit and tax exempt purposes. The information con-
tained in the Code is intended to provide early childhood
educators with guidelines for working with children from
birth through age 8.

An individual's or program’s use, reference to, or review
of the Code does not guarantee compliance with NAEYC
Early Childhood Program Standards and Accreditation
Performance Criteria and program accreditation proce-
dures. It is recommended that the Code be used as guid-
ance in connection with implementation of the NAEYC
FProgram Standards, but such use is not a substitute for
diligent review and application of the NAEYC Program
Standards.

NAEYC has taken reasonable measures to develop the
Code in a fair, reasonable, open, unbiased, and objective

manner, based on currently available data. However,
further research or developments may change the current
state of knowledge. Neither NAEYC nor its officers,
directors, members, employees, or agents will be liable
for any loss, damage, or claim with respect to any liabili-
ties, including direct, special, indirect, or consequential
damages incurred in connection with the Code or reliance
an the information presented.
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Statement of Commitment’

As an individual who works with young children, I commit myself to furthering the
values of early childhood education as they are reflected in the ideals and prin-
ciples of the NAEYC Code of Ethical Conduct. To the best of my ability I will

* Never harm children.

* Ensure that programs for young children are based on current knowledge and
research of child development and early childhood education.

* Respect and support families in their task of nurturing children.

* Respect colleagues in early childhood care and education and support them in
maintaining the NAEYC Code of Ethical Conduct.

* Serve as an advocate for children, their families, and their teachers in commu-
nity and society.

* Stay informed of and maintain high standards of professional conduct.

* Engage in an ongoing process of self-reflection, realizing that personal character-
istics, biases, and beliefs have an impact on children and families.

* Be open to new ideas and be willing to learn from the suggestions of others.
* Continue to learn, grow, and contribute as a professional.

* Honor the ideals and principles of the NAEYC Code of Ethical Conduct.

* This Statement of Commitment is not part of the Code but is a personal acknowledgment of
the individual's willingness to embrace the distinctive values and moral obligations of the field
of early childhood care and education. It is recognition of the moral obligations that lead to an
individual becoming part of the profession.
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