 Form 4-11b
CHILD & FAMILY DEVELOPMENT PROGRAMS

CTA Program Overview

CENTER TRAINING ASSISTANT TRAINING PROGRAM

The Program will provide training opportunities to volunteers to assist them in acquiring or increasing the knowledge and skills they need.  The training will be directed toward improving the ability of volunteers to deliver services required by Head Start regulations (1306.23).  We will use volunteers to the fullest extent possible and actively recruit and train volunteers, especially parents (1306.22).

ALL parents will have the CTA program explained at Parent Orientation.
OVERVIEW OF THE PROCESS

· CTA Application,  including the CCD Central Background Registry application will be turned in by interested parents by timeline established by the center (2nd week of October/January or other timeline determined by the center). 
· CTA Interview;
· CTA Selection;
· CTA Orientation/Training;
· CTA’s begin volunteering as arranged by supervisor.
2 OPTIONS FOR CTA’S:

Plan A

1.  Work in the center, in consultation with supervisor, during classtime at least once a week for 4 consecutive months. At least 49 hours of work will be clocked in at the center ( 14 weeks x 4 hours) with at least 80% attendance, and
2. Complete two CTA trainings and attend at least 3 events of the following choices:  other parent trainings, monthly parent meetings, offered community trainings, or personal development (after approval is given by the CTA supervisor), lesson planning, menu planning, etc. with at least 80% attendance. 
OR

Plan B

1. Be selected for Policy Council and 
2. Attend the Policy Council training, and

3. During the 4 consecutive months, in consultation with supervisor, work at the center during class time at least twice a, and

4. Attend monthly Policy Council meetings during the CTA term, and

5. Attend the two CTA trainings and at least 3 events of the following choices:  other parent trainings, monthly parent meetings, offered community trainings, or personal development (after approval is given by the CTA supervisor) etc. with at least 80% attendance. 

ALL CTA’s WILL:

1. Report to work promptly and sign in and out.
2. Stay the time they agreed to stay and call in if unable to attend.

3. Will be treated as co-workers to the limits that prudence permits.
4. Register on the CCD Criminal Background Registry.
A STEP-BY-STEP PROCESS 
Step 1:  
Staff will introduce the CTA and CBR at Parent Orientation.  

Step 2:
Set timeline for CTA applications and collect applications.

Step 3:          Review the CTA applications before interview.

Applications will be in by mid-October and mid-January or other timeline to be determined by the center. Staff members will become familiar with the CTA’s skills and abilities.

Step 4:          Interview and meet with the applicant to discuss jointly his/her interest to be placed in a volunteer job.  It is important to review where the applicant is with the CCD Central Background Registry application process.  Confidentiality is of prime importance when interviewing potential applications.  Interview should be at the center (like an employment interview).  Interviews and selections are to be completed by the end of October and the end of January or at a timeline determined by the center.
Step 5:          Center Manager and staff will review applications and positions 


available in their center.
Step 6:       
Placement will be decided upon together by the interviewer and the applicant after applicant is given a clearance by CCD.  Staff member and CTA will complete the Monthly Work Plan (Form 4-9a) together.  This will be completed prior to the CTA training.
Step 7:     
Staff member will notify the CTA volunteers of all trainings and meetings. Remind the CTA to log in the training/meeting attendance on their time record.
INTERVIEWING AND CTA PLACEMENTS
After the CTA applicant has filled out the application and is on CCD’s Central Background Registry a personal interview with them will take place to assure a good placement.  Confidentiality is of prime importance when interviewing potential volunteers. 
POINTS TO REMEMBER ON INTERVIEWING TECHNIQUES
· Be respectful.

· Be honest.

· Describe the job as it really is.

· Make it known that his/her service is very important and necessary no matter what the task.

INTERVIEWING IS A TWO-WAY PROCESS

You are interviewing the CTA, and s/he is interviewing you.  An exchange of information should take place where you should share information about your program and the services needed, and s/he should be allowed to share her/his interest and skills.

SAMPLE QUESTIONS

1.  I see on the application you are interested in the __________position.

Why would you like to be the CTA ________assistant?

2.  What effects do you think working with Head Start will have on your child?

3. If interested in Kitchen Assistant or Office Assistant, would you be willing to volunteer in the classroom part of the time?

4. While working in the classroom would you be willing to assist with small groups of children or would you rather observe for awhile?

5. Please describe your views on keeping information confidential in Head Start?

6. What kind of information do you think would be important to pass on to staff?

7. If selected what days would you be available to come in?

8. What do you think would happen if __________?

CTA TRAINING WILL COVER:

· All information covered in the Volunteer Training 4-11a. 

· Clarification of CTA roles and responsibilities:
· Spend time with each CTA to review the Monthly Work Plan for any clarification needed;
·  Review the 4-9c time record.
· Potential employment-Head Start Job Openings Current and former Head Start parents must receive preference for employment vacancies for which they are qualified for (1304.52 (3)).
· Evaluation process and expectations:
· Review the 4-9d Checklist and the 4-9e Final Evaluation.

· TANF how we work together (This is currently in revision as of May/2010.  Before the training, ensure that you know what the Agreement covers).
CENTER MANAGER & FAMILY ADVOCATE WILL:

1.  Encourage staff and parent feedback regarding CTA program.

2.  Orient all staff and parents to the CTA program at start up.

3. Provide two CTA in-depth volunteer trainings which will include resume writing &interviewing techniques,  and early childhood developmentally appropriate practices & general classroom volunteer training.

4. Be available to each CTA volunteer and each CTA staff supervisor to answer questions and review volunteer placement or assignments.

5. Work with the Program to compile satisfaction or improvement results so that the program can be improved next year. 
6. Award Certificates of Completion and Certificates of Participation (for those who did not complete) to CTA participants at the end of the program year.
SUPERVISING STAFF WILL:
1. Every month ask the CTA if they would like to review the job duties agreed upon to revise and update work plan.  Keep the new work plan in the CTA file. If the plan changes dramatically, send a report to Center Manager.

2. Make sure the CTA is completing the time record. On days CTA calls in sick, make a note on their time record. When time record is completed, ensure CTA has signed the record.  Give a copy of time record to Center Manager to send in the Admin for in-kind documentation.
3.  Complete the CTA evaluation midway through the training period with the CTA. Keep in the CTA file.
4. Complete the final evaluation at the end of the training period with the CTA.  Ask for input from the CTA to improve the process and add your own suggestions for improving the program next year. Leave the final evaluation in the CTA file and provide the Center Manager with the suggestions.
5. Be available to CTA for questions, concerns or suggestions.

6. Award certificates of completion and certificates of participation to CTA participants.  

7. Give fair and effective evaluations.
8. Additional steps may be necessary if TANF program is a collaborative partner.

PLACEMENT AND UTILIZATION

CTA Positions Available

· General Office Assistant

· Classroom Assistant

· Kitchen Assistant

· Bus Monitor

· Yard/Janitor Maintenance

General Office Assistant 
Public Relations:

Talking to groups about Head Start;

Serving on committees and boards;

Serving on issue groups.
Interpreter & Translator:

Parent Meetings & trainings;

Written documents;
Collecting, Organizing and Sorting Donations.


Other:

Telephoning other parents for meetings with parent permission;

Washing and sewing curtains, doll clothes, etc.;

Preparing art materials;

Repairing toys etc.;

Use of electrical equipment with children, CD player, computer,

          
video etc.;

Helping with the health screenings, including heights, weights and 

          
vision;

Helping with tooth brushing and washing hands;

Sorting, filing, etc.;

Assist parents in crisis by providing supportive help;

Attend local Mental Health boards with Center Manager as 

          community representative.
Clerical Work:

Addressing envelopes;

Helping with newsletter;

Assist with monthly calendar;

Answering telephones;

Typing;

Straighten cupboards;

Inventory forms, files;

Write Thank You notes to parents and organizations for donations;
Write Thank You notes to other parent volunteers;
Call parents to inform them of meetings;
General assistance including preparing parent bulletin board ;

Assisting set up at parent meetings, assisting in organization of fund raisers i.e. collect donations ;
For raffles, organizing/repairing of equipment, set up a parent’s corner or room;

Keeping a parent file of center business (nothing confidential) and encourage parents to use it; 

Put together materials such as in-service handouts, meetings minutes, center recipes.

CTA Kitchen Assistant

Nutrition and Kitchen:
Cooking in the classroom, assist with cooking projects (set up and take turns with cook);

Assist in preparing snacks and lunch-help make up mixes;
Helping at mealtime and eating with the children-take turns cleaning up tables and floors after meal times;

Setting up tables before meal times;

Assist in clean-up of kitchen also the classroom and bathroom;

Assist with shopping list and purchases-as time permits;
           Contribute to parent bulletin board;
 
Nutritional information or recipe exchange corner, help with  

           any other duties assigned by the cook.
CTA Classroom Assistant

CTA Classroom Assistants will be encouraged to remain in classroom with teachers unless assigned to work elsewhere.  
They may do any of the following:
Confer with teacher on planned program activities and goals, and help in implementing them;

 
Attend lesson planning sessions;
Assist with supervision of children’s activities;
Observe in the classroom (Survey which learning centers are being used or not by whom);
Woodworking, help monitor this center;
Art media, CTA volunteer might have a craft or art project they want to share;
Assist during singing time, parents might know a song;
Music/rhythm activities;
Playing an instrument;
Read and tell stories, encourage sitting with children and giving undivided attention to a child in need;
Help prepare materials for creative activities;
Accompanying children on field trips or a small group;
Putting notes on children’s clothes;
Preparing a center scrapbook;
Photographing important activities, possible video taping;
Helping with out-door free play activity;
Eat with children and model good eating habits;
Assist with handwashing and toothbrushing;
Assist with classroom clean up;
Share observations made of children and effectiveness of activities with teacher;
 
Recognize unique talents and attributes. Celebrate Diversity.   
Make a contribution to cultural enrichment by involving children in:
Drama, dance, language, stories, finger or puppet plays, nutrition, games, art, and music.
Bus Monitor


Assist children as they depart from the classroom onto the bus;

Help children board the bus; 

Assist w/ buckling in children on the bus;

Sing songs to children as they ride the bus;  
Engage the children in conversations while they ride the bus;
Learn how to conduct an evacuation drill;
Learn how the driver pre-trips the bus;
Help the children as they leave the bus;
This is by no means a conclusive list of jobs or tasks for CTA’s.  Brainstorm more ideas specific to the CTA or to the center.
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