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Pilot Test Training

Protocol
ROOM PREPARATION: Be sure to coordinate with site contact regarding materials, supplies, audiovisual equipment, and space needed prior to arrival. Bring extra pens for participants to complete evaluations. Be sure each training space has the following:
· a projector that is compatible with your laptop (adapter cable if necessary when using Mac laptops)
· a coordinating remote/mouse, with fully-charged, operating batteries
· necessary cords to connect the computer and laptop, and to extend to the wall outlet
· a screen or flat, blank wall space where you can show the power point 
· enough tables and chairs to accommodate all presenters and participants throughout their discussions together (be sure you have time to arrange the furniture in a preferred seating arrangement—where all participants can see and hear the trainer well, and also work in groups together when necessary)
· easel with flip chart and markers

I. Welcome
a. Thank you for coming today!
b. VALUE:
i. Your time in and out of the early learning environment where you work
ii. Your commitment to children and their families
iii. Your experiences working with them
iv. Your opinions about what seems to work best for your families and why, and what you want and need to make children’s experiences healthy, safe, and joyful!
v. We want to honor you as a meaningful professional in our learning community today 
vi. For the pilot, describe how each participant is a part of this learning community, and how participant observations and feedback will be used to improve the training for broader distribution

c. Who’s with us today
i. Poll (show of hands- raise multiple times if necessary)
1. Family Child Care Providers
2. Head Start
3. Early Head Start
4. Child Care Centers
5. State Preschools/I/T (California)
6. Pre-K
7. Early Head Start-Child Care Partnerships
8. Others


d. Examples to fit
i. One important goal of our training is that you see yourself in the material and examples presented
ii. If for any reason the examples do NOT “look like” your program, please speak up so that we can learn from you which examples would be more helpful to you
e. Training location logistics
i. Identify restrooms, “self-care” breaks as needed
ii. Point out total training time, training certificate, time to end, etc.
iii. Food arrangements/permission to bring food & beverages/clean up
f. Request that cell phones are silenced during our work together

II. Script
a. Purpose of Training:
i. To establish a learning community with you where we can share our training-- designed to strengthen compliance with health and safety standards for child care, Head Start, pre-K and partnerships-- and you can share your feedback about how well this material and format works for you, what is most and/or least helpful and why, with us as members of this learning community.
b. Today’s Goals: (Our goals are too…)
i. To present the curriculum on (this particular training topic)
ii. To learn from you through your participation in facilitated discussions, about your experiences on this topic with children and their families 
iii. To learn from you about what aspects of this training are the most helpful and why
iv. What do you envision as your goals today?
c. Today’s Ground Rules:
i. (You can brainstorm together with the group. Start with a few of examples.)
ii. Everyone has the opportunity to speak once before anyone speaks twice
iii. Be respectful
iv. Each opinion or share is valued as contributing to our learning 
v. What other ground rules would you like to share?
d. Today’s Content:
i. Introduce topic
 Health And Safety Standards: What Does the Law Say About Keeping Children Safe? 
 The Focus? Safety: Why Is It Important to Keep Children Safe? 
 Creating Safe Environments: How Can Caregivers Keep Children Safe? 
 Preparing for Monitoring: What to Expect During Health and Safety Monitoring 
 Understanding Role in Reporting: Reporting Requirements and Complaint 	Investigations
 Communicating Safety: How Can Caregivers Connect with Families about Child 	Health and Safety?
 Making the Connections: Child Care, Head Start, and Pre-K Partnerships (within the Context of Health and Safety)
ii. For each section within this topic, we will be presenting pertinent examples (as discussed earlier) and we also will have times where we stop to engage in facilitated discussions together so we can learn more from each other about the topic being presented and your experiences and/or questions about it.
f. Evaluation:
i. At the end our time together today, we will ask each of you to please complete a brief, voluntary, confidential, and anonymous evaluation where we are asking you to tell us what information you thought was helpful on this topic today, why, and what suggestions or comments you might want to share with us about it.
ii. Each participant who completes a training session will receive classroom resources (e.g., a book, children’s materials, etc) regardless of whether s/he chooses to complete an evaluation. 
iii. We will take ten minutes at the end of our session for those who wish to complete the next evaluation.
 
III. Content
a. Present the material for today’s topic
b. Facilitate discussions with participants
c. Summarize what you have learned together today at the end of the session

IV. Collect evaluations
a. (NOTE: These are to be available to each participant as they enter the room BEFORE beginning today’s training session)
b. Point out to participants that each consultant trainer’s contact information is written up on chart paper in the training room as well as on the evaluation form, so if they feel the need to contact us directly about the training session, they may do so. Although the evaluation form will be turned in, each trainer’s contact information is also printed on the agenda, which participants may keep 
c. Provide 10 minutes for each willing participant to complete the evaluation 
d. (NOTE: While participants complete their evaluations, the trainer can be signing training hours certificates)
e. As each evaluation is turned in, give the participant her/his incentives (i.e., books, resources, materials)
f.  At the end of the training session, present each participant with her/his training hours certificate 
g. Remind class that each participant who completes all three training sessions (i.e., the entire training series) also will receive an additional incentive at the end of the third session. 

V. Next Steps
a. THANK PARTICIPANTS FOR THEIR TIME
b. Tell them how the learning community will use the information that they (the participants) are sharing (i.e., it will be used to strengthen and modify existing curriculum content and training format) and what a HUGE help it is to have heard from them so we can learn together
c. Share with them when and where the next training will be held and that the evaluation results from each preceding training session will be shared at the beginning of each subsequent session (trainers will model formative assessment and continuous quality improvement).
d. Emergency cancellation notification procedures
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