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                TRAINING AND PROFESSIONAL DEVELOPMENT 

                    POLICY AND PROCEDURES
Policy 
NMCAA implements a systematic approach to staff training and professional development designed to assist education staff and collaborative centers in acquiring or increasing the knowledge and skills needed to provide high-quality, comprehensive services within the scope of their job responsibilities and requirements.
Procedures
Education each individual person will refer to the below categories to determine topic area training hour requirements for each regulatory entity (NMCAA, Great Start to Quality, GSRP, Head Start, and Licensing). When comparing the requirements and the timeframe in which they must be met, NMCAA will meet the strictest requirements. 
	Position
	Total Number of Required Training Hours

	Assistant Teacher
	24

	Classroom Aide
	16

	Substitutes
	16

	Teacher
	24

	EHS X Center Assistant
	24

	EHS X Family Services Specialist
	24

	EHS X Lead Primary, Primary, & Associate Teachers
	24

	Licensee Designee with child contact
	16

	Licensee Designee without child contact
	0


Great Start to Quality Requirements
Great Start to Quality requires 24 hours of training for teachers and assistants. CPR and First Aid do not count toward the required 24 hours.  These trainings must be recorded on the Michigan’s Early Childhood Care and Education Professional Development Record with an attached certificate or uploaded into MiRegistry.  This record must be kept on file for 2 calendar years before the date the license expires. 
Great Start Readiness Program (GSRP) Requirements
GSRP trainings must be approved by the ISD and include the topics listed in the training schedule. Follow your local GSRP requirements for mandatory trainings. 
Head Start Requirements
1302.92 (a)(b) requires all classroom staff attend at least 15 hours of professional development each year.  These trainings must be recorded on the Michigan’s Early Childhood Care and Education Professional Development Record with an attached certificate or uploaded into MiRegistry. This record must be kept on file for 2 calendar years before the date the license expires. 
A program must provide to all new staff, consultants, and volunteers the following: 
· An orientation that focuses on, at a minimum, the goals and underlying philosophy of the program as well as the ways they are implemented
· Training on methods to handle suspected or known child abuse and neglect cases, that comply with applicable federal, state, and local laws

· Training for child and family services staff on best practices for implementing family engagement strategies in a systemic way
· Training for child and family services staff, including staff that work on family services, health, and disabilities, that builds their knowledge, experience, and competencies to improve child and family outcomes

· Research-based approaches to professional development for education staff that are focused on effective curricula implementation, knowledge of the content in Head Start Early Learning Outcomes Framework: Ages Birth to Five, partnering with families, supporting children with disabilities and their families, providing effective and nurturing adult-child interactions, supporting dual language learners as appropriate, addressing challenging behaviors, preparing children and families for transitions, and use of data to individualize learning experiences to improve outcomes for all children
Head Start 1302.47(b)(4)(5)(6)(7)(8) requires all staff with regular child contact (including substitutes) have initial orientation training within three months of hire and ongoing training in all state, local, federal, and program-developed health, safety, and child care requirements to ensure the safety of children in their care; including, at a minimum, and as appropriate based on staff roles and ages of children in their care.
Head Start 1302.47 (4)(ii) requires staff without regular child contact have an initial orientation training within three months of hire; ongoing training in all state, local, federal and program-developed health and safety requirements applicable to their work; and training in the program’s emergency and disaster preparedness procedures.
Re-Authorization (2007) training priorities also include:
· Training and professional development needs of staff related to literacy activities & parent involvement

· Prevention of childhood obesity

· Improving services to homeless children

· Improving services to LEP (Limited English Proficient) children

· Increasing family literacy and parenting skills

· Meeting the needs of rural families and cultural competency training
Licensing Required Trainings

All education staff, including subs, are required to have 16 hours of training annually (Jan. – Dec.), per the Licensing Rules for Child Care Centers (R 400.8131). 
Licensing Required Trainings
On-line trainings and correspondence courses must have an assessment of learning. Video and distance learning, correspondence courses, online trainings, and webinars count toward the annual clock hours of professional development if these types of trainings/courses have an assessment of learning.
“MiRegistry” is the electronic data system for childcare providers that is maintained by the department of education to verify and track employment, training, and educational accomplishments. MiRegistry offers a statewide calendar of online and classroom training opportunities.

· Individuals are responsible for printing their MiRegistry Licensing Learning Record report for their employee files, as proof of training. 

MiRegistry will release annual Health and Safety “Refresher” courses, required by Licensing to complete. Refreshers must be done within 6 months of notice.
· New employees only need to complete Health and Safety courses1 and 2 in their first year, then they do the Refresher course each subsequent year of employment.
Sample Assessment Questions:
· What was the topic of the training?
· What was useful/what did you learn?
· What might you utilize in your work moving forward?
All required trainings fall within one of the following core knowledge areas:

· Child Development 

· Health, Safety and Nutrition

· Family and Community Engagement

· Program Management

· Teaching and Learning

· Observation, Documentation and Assessment
· Interactions and Guidance

· Child Care Center Administrative Rules

The trainings listed below are divided into three columns based on the timeline in which they must be completed. Many of these trainings can be found on miregistry.org.
Training Schedule
	New Staff Training-Prior to first day working with children
	New Staff Training-Complete within 90 days from date of hire
	Ongoing trainings

	Center policies/procedures and Licensing Administrative Rules (L) 
Completed by-Annual Pre-Service Orientation Training (APOT) and Polices/Procedures Training
	Administration of medication, consistent with standards for parental consent (L & HS)
Completed by-MiRegistry
	Serving children with special needs or disabilities (Great Start to Quality)
Completed by – Education New Staff Training and monthly recap discussions

	Blood-borne Pathogens/ Prevention and Control of Infectious Diseases (including immunizations, for example, Hep B) (L & HS) 
Completed by-MiRegistry
	Building and physical premises safety, including identification of and protection from hazards, bodies of water, and vehicular traffic (L & HS) 
Completed by-Miregistry
	Field Trip Procedure (L & HS)

Completed by – COP’s, Polices/Procedures Training

	Abusive Head Trauma 

(L & HS) 
Completed by-MiRegistry
	Handling and Storage of Hazardous Materials and the Appropriate Disposal of Bio-Contaminates (L & HS) 
Completed by-MiRegistry
	Health policies and procedures (L & HS) 
Completed by-Annual Pre-Service Orientation Training (APOT), MiRegistry, Policies/Procedures Training

	Child Maltreatment/

Recognition and Reporting of Child Abuse and Neglect (L & HS) 
Completed by-MiRegistry
	Prevention of and Response to Emergencies due to Food and Allergic Reactions (L) 
Completed by-MiRegistry
	Primary Caregiving (L)
Completed by-Annual Pre-Service Orientation Training (APOT), MiRegistry, Policies/Procedures Training

	Only releasing children to an authorized adult (L &HS) 
Completed by-Annual Pre-Service Orientation Training (APOT)
	Developmental Screener (GSRP) 
Completed by – ESI-r training video or Wexford/Missaukee web-based training
	Water activities procedures (L)

Completed by-MiRegistry

	Safe food preparation 

(L & HS) 
Completed by-USDA training
	In-Service Training (GSRP)
Completed by-ISD Training
	Other topics relevant to job responsibilities (L)
Completed by-Annual Pre-Service Orientation Training (APOT)

	Guidance Policy & Standards of Conduct (1302.90) (HS) 
Completed by-Annual Pre-Service Orientation Training (APOT), COP’s
	
	Curriculum (GSRP)

Completed by-MiRegistry, On-site trainings at ISD’s, NMCAA Professional Development calendar, Education New Staff Training

	Child guidance and discipline policy (L & HS) 
Completed by-Annual Pre-Service Orientation Training (APOT), COP’s
	
	GSRP Orientation (GSRP)
Completed by-ISD Training

	Child Development/ Developmentally Appropriate Practices and Expectations 

(L & HS) 
Completed by-MiRegistry, COP’s
	
	CLASS Training (GSRP & HS)

Completed by-Coaches and Education Coach/Disabilities Manager

	Planned Daily Activities and Routines (L)
Completed by- Education New Staff Training, COPS’s
	
	Attendance (GSRP)

Completed by-ISD Training

	Appropriate toileting, hand washing, and diapering procedures (L & HS) 
Completed by-Annual Pre-Service Orientation Training (APOT)
	
	Community of Practices (GSRP)

Completed by-Coaches

	Appropriate precautions in transporting children, if applicable (L & HS) 
Completed by-Annual Pre-Service Orientation Training (APOT) & MiRegistry
	
	Teaching diverse children (Great Start to Quality)

Completed by-Annual Pre-Service Orientation Training (APOT), MiRegistry, COP’s

	Emergency Procedures, Emergency Preparedness and Response Planning for Disasters

(Review twice/year)

(L & HS) 
Completed by-Annual Pre-Service Orientation Training (APOT) & MiRegistry 
	
	Supporting diverse children and their families (Great Start to Quality)

Completed by-Annual Pre-Service Orientation Training (APOT), MiRegistry, COP’s

	Fire prevention and response (L & HS) 
Completed by-Annual Pre-Service Orientation Training (APOT)
	
	Ongoing Child Assessment Tool (GSRP)

Completed by-Education Coach & Disabilities Manager dates are on NMCAA Professional Development Calendar

	Appropriate indoor and outdoor Active Supervision of children at all times (L & HS)
Completed by-Annual Pre-Service Orientation Training (APOT), MiRegistry, Active Supervision and Safety Training
	
	Professionalism (NMCAA)
Completed by-Annual Pre-Service Orientation Training (APOT)

	Timeline varies by position: 
 CPR/First Aid certification or training

(Length of training may vary but a maximum of 2 hrs may be recorded on prof dev record.) (L & HS)
Completed by-Certified Trainer or supervisor
	Timeline varies by position:  
CPR/First Aid certification or training

(Length of training may vary but a maximum of 2 hrs may be recorded on prof dev record.) (L & HS)
Completed by-Certified Trainer or supervisor
	Timeline:  Within 18 months of hire depending upon an individual’s degree
Child and Family Services (HS)
Completed by-Family Service Credential Team

	Supervision of Volunteers 

(L & HS) 
Completed by-Annual Pre-Service Orientation Training (APOT)
	
	https://eclkc.ohs.acf.hhs.gov/professional-development/individualized-professional-development-ipd-portfolio/individualized-professional-development-ipd-portfolio
Completed-Online

	Prevention of Shaken Baby Syndrome and Abusive Head Trauma and Child Maltreatment (L & HS) Completed by-MiRegistry
	
	Annual Health and Safety Refresher Training (L)

https://www.miregistry.org/
Completed-Online

	Infant and toddler care only - Use of infant safe sleeping practices / Prevention of Sudden Infant Death Syndrome 

(L & HS) 

Completed on-Weebly
	
	


Training Opportunities
There are several different calendars to find professional development opportunities:

· Program calendar/program year required meetings (from Education Coach & Disabilities Manager)
· Training addendum for additional professional development opportunities (from Education Coach & Disabilities Manager)
· Online ISD calendar

· Site supervisor, coach, and teacher-led trainings

· Miregistry.org

· When LARA publishes a notice that a new health and safety update document or training has been published on miregisty.org, staff must read and acknowledge the document or complete the activity within 6 months of the notice.
Attendance Verification for Licensing
Verification of training attendance for the center file include:

· Certificate signed by the trainer of sponsoring organization

· Signed statement by the trainer or sponsoring organization

· Program booklets/flyers with name badge and receipt

· College transcript or CEU certificate

· Written statement or training log from center documenting in-service or staff training provided by the center

· Print MiRegistry licensing learning records or certificate from MiRegistry Reports Tab.
Accessing Training Money
In addition to trainings provided by the program, each individual person may also request funds to meet their individual training needs. Each individual person may apply to use professional development funds towards attaining college degrees. This professional development money is allocated through a prioritized application process each year. Procedures for accessing professional development and training funds can be found in the procedure manual on Weebly.

Recording Training
· Staff will complete and record/upload trainings on miregistry.org at membership renewal. Education staff may complete their training hours, document them on the Michigan Early Childhood Care and Education Professional Development Record and attach a training certificate. 
· If an agency sign-in sheet is not provided, individuals will complete the Professional Development Participation Log and send it to Program Support for entry into ChildPlus. 

· Each individual staff person and provider are responsible for their training hours.  Supervisors will ensure each individual person complete the required training hours per calendar year and attach documentation to the professional development record. Such ongoing monitoring also supports individual staff in their professional development goals to provide continuous program quality improvement. 
Reference: HSPPS 1301.5,1302.47, 1302.92, Licensing R400.8131, Great Start to Quality Classroom Requirements, GSRP Early Childhood Specialist, Reporting and Monitoring
P:\Head Start Files\ADMIN\Procedures Manual\Training\TrainingandProfessionalDevelopmentPolicyandProcedures.doc
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