Procedure 1-105


CHILD & FAMILY DEVELOPMENT PROGRAMS
Community Action Team, Inc.
Professional Development Procedure
Rationale:
In accordance with PS. 1302.91, 1302.100 – 1302.103 programs must engage in a process of continuous improvement, including a coordinated approach to training and professional development.  
It is the goal of Child & Family Development Programs (CFDP) to ensure staff, consultants, and contractors have knowledge, training and experiences and competencies to fulfill the roles and responsibilities of their positions and to ensure quality delivery of services through ongoing training and professional development. The training and professional development system is an ongoing process of support to help staff be successful in their job by acquiring and increasing their knowledge and skills through many different levels and includes many components. The focus of development is to increase staff ability to provide high-quality, comprehensive services within the scope of their job responsibilities.  This in turn will ensure staff meet qualifications to serve children and families and enable CFDP to implement, meet and achieve Performance Standards and program goals.   
New Staff:

New staff will receive an orientation that includes at a minimum:

· Program Goals

· Program Philosophy

· Program Policies and Procedures

New staff will also engage in an onboarding process that targets specific information and skills essential to performing required job duties. Refer to Procedure 1-51, Forms 1-51 and 1-51a-i.

Performance Appraisals:

New staff will be classified as probationary for 90 days.  New staff will complete a 90 day support and training review prior to 90 days of employment, Form 1-70, and a second one after 6 months.  This process is designed to support staff in gaining and strengthening the skills required to be successful in meeting job expectations.  

Regular staff will receive an opportunity annually to engage in the performance appraisal process, following CAT personnel policies.  Staff will be allowed and encouraged to reflect on areas of strength and those for support and training.  

Program Training and Technical Assistance Plan (T & TA Plan):

Data will be gathered from program self-assessment and ongoing monitoring to guide the training plan for the following year.  Focus will be on supporting progress toward program goals and meeting Head Start Performance Standards. Data will be used to help identify program strengths and needs, develop and implement plans that address program needs, and continually evaluate compliance with performance standards and progress toward achieving program goals
The T & TA plan will address training and support to be delivered at program level, and/or targeted to specific position or content level.

Levels of Training:
The program system consists of trainings at all levels such as continued educations units (CEU’s), Clusters (multiple Head Start agencies), college education, interagency, local (CFDP), National, Regional and State.  Training may also be an ORO Level 1, 2 or 3.  

Center and Individual Level Training:

Data gathered through self-assessment and ongoing monitoring will be used to support training and professional development at the center level.  In addition, performance appraisals and the professional development reflection process will identify those areas needing support for an individual.  Staff will be provided time and resources to focus on these areas.
Individual training needs may be met through program or center based trainings or community trainings.  Individual community trainings may be requested by completing Form 1-105a Training Request.  As outlined in Policy 1-101 staff are responsible for obtaining professional development hours annually and may need to access outside resources to complete the required number of hours. 
Coaching:
Coaching provides a more intensive level of support.  Intensive coaching opportunities will align with program goals and curricula.  The program coaching plan will be reviewed annually and updated as needed to best meet the highest needs identified.  Coaching allows for building of skills and better outcomes for teachers.  Coaching allows for higher sustainability of skills, and is approached in a systematic manner.  Coaching will not be used for punitive purposes.

Sharing of Trainings:
In order for staff to have the knowledge, skills and qualifications needed to provide quality early education & family focused services to children and families, it is important that information gained from participating in trainings and webinars is shared with others in CFDP.  This can be accomplished in one or more of the following ways:  

1.  A verbal report given informally (at a staff meeting)  or formally by a written report as requested by the supervisor, co-worker or administration;
2. A workshop presentation to appropriate staff as requested by center manager, area supervisor, associate director or director.
Process to Request Community Based Trainings:

Each center will have a system to share training information.  Check with the center manager about specific site systems, i.e. where information about trainings is located.
To make a training request, complete the Individual Training Request Form 
1-105a and submit to your supervisor.
All requests for training are expected to be submitted for approval 30 days prior to training.  With less than 30 days notice, requests may not be considered.

Where materials and books are included in the registration using training dollars, they shall be considered the property of CFDP.  All other books shall be purchased by staff, not the agency, and will belong to the staff member. 

Training expenses will be considered after proper documentation is presented with the training request. Proper documentation includes the completion of the form, registration, meal costs, and travel costs.  Please refer to CAT personnel policies and program Procedure 1-102, and Forms 1-103, 1-104a, and 1-104b.
When the agency pays for training expenses and the staff member is unable to attend, the staff member will reimburse the program for the expenses paid.
Compensation related to Professional Development:
Professional development improves practices and supports school readiness goals.  CFDP supports efforts to ensure the highest quality of services to children and may provide a merit increase based on ongoing professional development.  Merit increases may be awarded once per year (program-calendar).  Please refer to Policy 1-27 Compensation and Professional Development for additional information.
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