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Responsibilities: Professional Development Department

Purpose: To establish policy and procedure for the expected high standard of
professionalism required for all individuals involved in developing,
administering and delivering learning events.

Policy:

As an Accredited Provider, we have a responsibility to provide education that
adheres to the IACET standards. The quality of the training rests heavily on all
individuals involved in developing, administering and delivering learning
events along with the competence in the subject matter and the ability to
communicate and facilitate learning. ELCP is committed to identifying
qualified individuals who develop, administer and deliver learning events.

Decisions about course planning and development are to be made by all who:
e arecompetent in the subject matter,
e understand program purpose and intended learning outcomes

e able to design and implement learning activities based on the Florida
Standards & Key Competencies for Early Childhood Educators

e have knowledge and skill in instructional methodologies and
learning processes

e have the ability to communicate to participants at an appropriate level.




All individuals involved in developing, administering and delivering learning
events are expected to deliver high quality trainings. All individuals are
expected to:

« conduct themselves ina professional, respectful, and courteous manner.

« respect the fundamental rights, dignity, and worth of all learners

o demonstrate high standards of professional conduct and do not
discriminate against learners on the basis of gender, age,
socioeconomic status or ethnic background, sexual orientation or
disability.

« discloses, in advance of the learning event, any instructor's proprietary
interest in any product, instrument, device, service, or material
discussed during the learning event, and the source of any
compensation related to the presentation.

Procedures:

All individuals involved must have the appropriate education and credentials
to be considered qualified to design, develop, deliver the learning program
and must be approved by the Supervisor of Professional Development
before being allowed to offer training.

1. Beforethe training, the trainer must submita current resume/vitae and
a signed copy of the Trainer Agreement to the SPD.

2. Once received, the SPD will review the resume and determine if
the trainer is a qualified instructor. The Early Learning Coalition of
Pinellas County, Inc. defines “qualified instructor(s)” based on formal
education and experience in the field of early childhood (or their
content area) and assigned a training level as follows:

Associate Trainer
Qualified to train Entry Level Practitioners

- CDA

- 12 credits in Early Childhood Education

- Certification/documentation to train in specialized area (if
required)

Trainer |
Qualified to train Entry Level & Level 1 Practitioners

- AA/AS degree plus 6 credits in early childhood education
or AS/AA in child development

— Certification/documentation to train in specialized area (if
required)

Trainer |l
Qualified to train Entry Level, Level 1 & Level 2 Practitioners

- BA/BS degree plus 6 credits in early childhood education
— Certification/documentation to train in specialized area (if
required)



Master Trainer

Qualified to design/deliver training that moves along articulated

pathway; all levels

- MA/MS/M.Ed/PhD/EdD plus 18 credits in education, with
appropriate coursework

- Certification/documentation to train in specialized area (if
required)

Content Expert
Qualified to deliver training in specialty areas (ex. health, law, library)

— Current license, certificate or credential in area of
expertise in which training is provided.

. After reviewing resumes, eachtrainers' information is entered in the
IACET spreadsheet/database and assigned a Trainer number and
trainer level

. An electric folder is created on the Professional Development
drive with the trainer's name. All information on the approved
trainer is filed there.

. Once approved, a qualified instructor's level does not change
until a revised vitae/resume is submitted.

. Every two years, trainers must submit their resume documenting their
participation in professional development and training activities.

. Feedback obtained from the participants at the end of each training
through the ELC Training Completion Requirements form is used to
identify potential trends and issues. The SPD will note changes in
perceived instructor performance and conduct focused
conversations with the trainer as needed.

a. Individuals who are reported to the ELCP as to not conduct
themselves in a professional manner as described may no
longer be allowed to deliver training.

. The SPD randomly observes trainers, providing feedback to improve
professional development opportunities as a way to evaluate the
learning event.



