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Consider Levels When Planning Training 
On the Quality Assurance 

Training Goal Sheets, trainers 

list the Core  

Competencies 

that trainings   

address. 

  

As a general  

guideline, trainers 

are encouraged to limit the 

number of Core            

Competencies covered in 

trainings by  choosing only 

one Core Competency for 

every two hours of  training. 

Following this guideline, a 

two-hour training will likely 

have no more than one Core      

Competency, a four hour 

training may have two Core       

Competencies, etc. This 

guideline ensures that trainers 

do not attempt to 

cover too much  

information in too 

short an amount of 

time. 

 

 When choosing the 

Core  Competencies that 

trainings address, trainers   

consider their target audiences, 

their audiencesõ Levels, and 

their own trainer Levels. 

  

Core Competencies are      

divided into Levels that      

progress from Entry to     

Level 4. The Levels describe a     

continuum from the             

preliminary skills necessary to 

enter the child care and        

education field to advanced 

levels of academic preparation 

and varied experience. As the 

Levels increase, cognitive skills 

necessary to master them do as 

well. 

 

The Levels are color coded 

within The Core Competencies 

for Early Childcare and      

Education Professionals    

booklet. Entry level is orange, 

Level 1 is blue, Level 2 is    

yellow, Level 3 is pumpkin, and 

Level 4 is green.                              
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Inside this issue: 

 Trainer/Training Approval Policy Revisions Effective October 1 
In order to maintain the   

highest quality of trainers and 

trainings in the Palm Beach 

County Registry, several      

policies and procedures have 

recently been revised.    

The following revisions were    

approved by the Trainer/

Training Approval Committee 

and are effective as of October 

1, 2009: 

1. All trainings will be        

approved for a period of three 

(3) years, unless otherwise 

determined by the Trainer/

Training Approval Committee.  

2. A Goal Sheet and PACES, 

handouts, and Power Point 

presentations (if applicable) 

will be required for all       

sessions in a training series. (A 

training series is defined as two 

(2) or more sessions each, no 

less than two (2) hours in length 

per session.) 

3. Trainers and      

trainings that have been       

approved by the     

Registry will be subject 

to a minimum of one 

trainer/training assessment per 

year conducted by a Quality 

Assurance Coordinator. 

4. All Registry-approved    

trainings have a thirty (30)   

participant enrollment limit. In 

order to request an increase in 

participant training enrollment, 

a òRequest for Increase in 

Training Enrollment Limitó 

form must be completed and 

submitted to the Registry for    

consideration. 

5. Upon submission of trainings 

for approval, if trainings are 

deferred a second time because 

major revisions 

are required, the 

trainings will be 

denied. Options 

for resources that 

may help trainers will be     

provided to those trainers 

whose trainings are denied. 

Additionally, effective July 1, 

2009, all Registry-approved 

trainers seeking Registry      

approval for trainings, must 

submit their trainings to the 

Registry prior to setting a date, 

time, and location for the   

trainings. Once the trainings 

have been approved, the    

trainers will be contacted via 

approval letters, and receive 

specific instructions on how to 

submit dates, times, and      

locations for the trainings.  

(Please note that a date, time, 

and location must be submitted 

to the Registry at least 45 days 

prior to the training event date.) 

For questions and concerns 

about the above changes, please 

feel free to contact the Registry 

at ecregsitry@pbcc.edu or call 

Edwiygh Franck at              

(561) 868-3664. 

Article continued on page 4 

http://www.pbcc.edu/documents/Institute_of_Excellence/CoreCompetenciesBookletSept2008Edition.pdf
http://www.pbcc.edu/documents/Institute_of_Excellence/CoreCompetenciesBookletSept2008Edition.pdf
http://www.pbcc.edu/documents/Institute_of_Excellence/CoreCompetenciesBookletSept2008Edition.pdf
mailto:ecregsitry@pbcc.edu
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Scaffolding 

Scaffolding is often used as 

new buildings are constructed. 
Scaffolding supports         
structures, temporarily, until 
their construction is complete 
and the buildings are able to 
stand on their own. This same 
concept can be 
applied to        
Outcomes Driven 
Training . Trainers 
model the tasks 
and behaviors  
necessary to 
achieve the    
Workplace      
Outcomes listed 
on Quality   Assurance 
Training Goal Sheets and 
gradually shift responsibility to 
the participants until they are 
able to perform the tasks and   
behaviors independently. 
 
This process ensures that  
participants receive the      
support and guidance they 

need to develop new skills and 
gain the confidence they need 
to successfully achieve the 
transfer of learning from the 
workshop to the workplace. 
 
The instructional strategy of  

scaffolding has    
several steps. 
 
1. During the      
Content section 
of the PACES, 
trainers give    
participants the 
knowledge they 
need and model/

demonstrate the new skills, 
tasks, and/or behaviors related 
to  Workplace Outcomes. 
 
2. The participants and      
trainers perform the skills, 
tasks, and/or behaviors      
together as a group. 
 
3. During the Exercise      

section of the PACES, small 
groups or partners practice the 
skills, tasks and/or behaviors 
as trainers observe, ask and 
answer questions, and provide 
feedback. 
 
4. When participants return to 
their workplaces, they perform 
the desired tasks on their own. 
 
Steps 1-3 happen within    
trainings so that participants 
are able to practice their new 
skills, tasks, and/or behaviors 
in an environment that is non-
threatening and supportive. 
This helps misunderstandings 
to be clarified, feedback to be 
given, and confidence to be 
built prior to participants   
returning to their workplaces. 
 
Since step 4 happens in the 
workplace, trainers may want 
to create job aids to support 
participants as they transfer 

their learning from the    
workshop to the workplace. 
Job aids are handouts that list 
the key concepts, ideas, and 
steps needed to perform the 
new skills, tasks, and/or     
behaviors. The aids give        
participants limited support 
since the trainer and/or their 
peers are no longer there, and, 
then, once participants are 
comfortable with the skills, 
they will no longer use the 
aids. 
 
References 
 
Instructional Scaffolding to 
Improve Learning  
 
Using Scaffolded Instruction 
to Optimize Learning 
 

Featured Trainer: Darcy Russo 
In her position as Early  

Learning Training Director at 

Palm Beach Community     

Collegeõs Institute of          

Excellence for Early Care and 

Education, Darcy Russo    

oversees the development of 

training programs that help 

teachers learn the knowledge 

and skills they need to provide 

high quality educational      

experiences for young       

children. 

 

Russo has been with the     

college for seven years, but her 

training career began over 25 

years ago.   

 

òI wanted to provide quality 

educational programs for 

young children,ó Russo said, 

òand recognized I could affect 

children on a larger scale, 

through teacher training     

programs.ó 

Russo has a bachelorõs degree 

in elementary education, a 

masterõs degree in early     

childhood education with an 

emphasis on curriculum    

development, and has       

completed graduate work in 

school               

administration. She 

has worked as a 

preschool and    

elementary school 

teacher, school   

director, curriculum 

coordinator, and 

college instructor.  

 

In the early 1980s, Russo was 

trained through the High/

Scope Research  Foundation 

to train teachers and since 

then, has trained on multiple 

topics including  curriculum, 

child development,            

administration, and            

management.  

Russo now uses her extensive 

experience to supervise    

trainers as they develop and 

offer continuing education 

courses. Russo works with her 

staff to create outcomes driven 

trainings using the backward 

design method and 

following the 

PACES format. 

 

òIf you donõt 

know where you 

are going, you are 

not likely to get 

there,ó Russo 

said. òI believe 

using this  training approach 

enables trainers to have a   

positive impact on teachers 

and child outcomes.ó  

 

Russo collaborates with      

various community partners 

including non-profit agencies, 

the school district, and center 

directors to ensure that the 

trainings her staff develop and 

deliver meet the needs of the 

early learning community.  

 

Russoõs staff designs trainings 

that include opportunities for 

participants to try out new 

ideas and skills in the safe and 

supportive training            

environment. She also        

advocates that management 

identify who will support and 

sustain teachers in carrying out 

what is learned in the trainings 

once they return to work.  

 

òMy ultimate goal is to      

produce the kind of learning 

that enables participants to 

change the way they work with      

children,ó Russo said. òWe 

encourage them to leap from 

talking about it to doing it.ó 

 

Darcy Russo 

http://www.niu.edu/taconnections/2008/fall/scaffolding.shtml
http://www.niu.edu/taconnections/2008/fall/scaffolding.shtml
http://www.hoagiesgifted.org/eric/e639.html
http://www.hoagiesgifted.org/eric/e639.html
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The spring 2009 issue of 

T.R.A.I.N.E.R. included a 
detailed article on the 
process the Quality 
Assurance (QA)      
Department follows 
when reviewing     
Training Plans for    
Registry approval.   
 

The intent of this follow-up 
article is to focus specifically 

on the Training Plan 
Review Rubric the QA 
Department uses when 
determining whether a 
Training Plan is of the  
highest quality possible 

or whether it needs further 
modifications.   

To ensure that a training plan, 
and the training, is the best that 
it can be, the QA Department 
rates 10 different components 
of the training.   
 
Each component is listed   
below, followed by the       
elements that MUST be      
included in order to receive  

Registry-approval.   
 
The components and how to 
achieve them are explained in detail 
in the Goal/PACES Trainer      
Resources  section of the Registry 
website. The Quality Assurance 
team is also   available to trainers to 
answer any   questions they may 
have.  

An Inside Look at the Training Approval Rubric 

ELEMENTS/              
MATERIALS  
  
Overall Training Elements 
-Training follows the 
PACES format in a logical 
sequence 
-All elements effectively  
support Goals, Objectives 
and Outcomes 
-Sufficient time is allotted to 
each step of PACES to   
provide appropriate balance 
-All sections of the PACES 

are labeled appropriately 

 Training Materials 
-All necessary materials were 
submitted 
-Presentation materials are 
well-designed and effective 
-All materials are addressed 
in training 
-Spelling and grammatical 
errors are minimal and do 
not interfere with the 
readerõs understanding 
  

 GOAL SHEET  
  
Goal includes 
-òChild willé.ó statement 
-Goal specifically states the     
educational/emotional benefit for 
the child 

-Training is clearly designed in a 
manner to achieve the Goal 
 
Core Competencies 
-Training is designed so          

participants will develop         
significant knowledge in the Core          
Competencies selected 

-Training is designed              
appropriately for the intended 
audience and the population they 
serve 
-Trainer is Registry-approved to 
train at all stated levels 
-The most appropriate Core 

Competencies are selected 

Outcomes/Objectives 

-Support the Goal 

-Outcomes clearly align with the 

Objectives, are developmentally 
appropriate, and follow best  
practices 

-Outcomes accurately describe 
what participants will do at work 
as a result of the training 
-All Outcomes/Objectives clearly 

align with the content and      
exercises of the training 

  

PACES FORM 
  
Preview (P) 
-The òwhatõs in it for me?ó 
(WiiFM) statement clearly ex-
plains how participants will 
benefit from the training 
-The òwhatõs in it for kids?ó 
(WiiFK) statement clearly ex-
plains how children will benefit 
from the training 
-The WiiFM and WiiFK     
statements are directly related to 
the Goal 
-Introductions of trainer and 
participants are clear, effective 
and appropriate 
-An opening activity/icebreaker 
is performed and is directly  
related to the training content 
-It is clear that participants are 
involved in creating the group 
agreement 
-All recommended items are 

included and are clear and    

effective (group agreement, 

agenda, Goals, Out-

comes/Objectives, housekeep-

ing, facility logistics) 

Activate Prior Knowledge (A) 
-An appropriate opening      
Activate Prior Knowledge 
(APK) activity is included and it 
relates to the content of the 
training. 
-An APK activity or statement is 
included for each Objective and 
each of them relates directly to 
the corresponding Objective 
and the Content that follows 
-The opening APK activity  
encourages participants to think 
about and share what they know 
about the topic of the session 

  

Content (C) 
-Is accurate and                 
developmentally appropriate 
-Provides a deep                
understanding of a small 
number of topics, rather than 
only providing an overview of 
a large number of topics 
-Supports the Objectives 
-Is well detailed, clear and 
follows a logical sequence 
-Is presented in such a way to 
ensure participant can      
complete the Exercise       
independently and has enough     
knowledge to be able to     
perform the desired          
Outcomes when returning to 
work 
-Is presented using a variety 
of presentation techniques 
and addresses all learning 
styles (visual, auditory,      
kinesthetic) 
-If a Content Activity is    

included, it is appropriate and 

related to the Content      

Exercises (E) 
-Fully support the Outcomes 
-Are behavior/skill-focused 
and likely to result in transfer 
of training 
-Demonstration or clear   
instructions are given 
 
Summary (S) 
-Key concepts summarized 
-Trainer encourages          
participants to bring what 
they learned back to the   
workplace 
-Thorough checks for        

understanding of key        

concepts and skills are      

included 

http://www.pbcregistry.org
http://www.pbcregistry.org
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Levels Continued from Page 1 

The mission of Palm Beach Community Collegeõs Institute of  Excellence in Early Care and 

Education is to provide the child care workforce of Palm Beach County with a comprehensive 

approach to career development in the field of early childhood education. 

Newsletter  Inquiries  

Kristy Klaus, Instructional Designer, klausk@pbcc.edu       

Quality Assurance 

Grace Kolbe, Assistant Director, kolbeg@pbcc.edu 

Kathy Stepanek, QA Coordinator, stepanek@pbcc.edu 

Monica Walley, QA Coordinator, walleym@pbcc.edu 

Registry 

Edwiygh Franck,  Registry Coordinator, francke@pbcc.edu 

Please visit us online at:: 

 

PBCCõs Institute of Excellence in Early Care &  

Education:  

www.pbcc.edu/ieece.xml 

 

Palm Beach County Registry: 

www.pbcregistry.org 

 

Virtual Community of Practice for Trainers: 

http://palmbeachtrainers.lefora.com 

 

The Quality Assurance Department of Palm Beach Community      Collegeõs Institute of Excellence 

in Early Care and Education has been created to show the effectiveness of an on-going and systematic 

outcomes-driven training system on the early child care and education workforce..  

A full explanation of the    

Levels is found on page 3 of 

the booklet. 

 

Trainers select entry level 

Core Competencies for        

participants who are new to 

the field and higher level      

Competencies for             

participants who have        

extensive education and     

experience. 

 

When choosing Core          

Competencies, trainers also 

need to consider their own 

trainer Levels. Trainers are 

leveled based on their         

education and experiences. 

Descriptions of trainer Levels 

are listed in the Trainer-

Training Qualifications and 

Standards booklet on page 7. 

Trainers can only train in 

those Core Knowledge Areas 

and at the Levels in which 

they are Registry-approved to 

do so. Trainersõ approved  

Levels are listed in the       

welcome packets sent by the 

Registry. If trainers are     

unsure of their 

Levels, they can 

contact the   

Registry. 

  

Trainers are   

responsible for 

keeping their 

Registry records up to date. If 

a trainer receives a credential, 

degree, or certificate he/she 

can send copies of these   

documents to the Registry, 

and, if appropriate, the     

Registry will revise the areas 

and Levels in which he/she 

can train. 

 

As trainers create PACES, it is 

important to keep in mind the 

Level of the Core            

Competencies chosen.  

Trainings need to be          

developed 

at the   

Levels    

chosen, so 

that the 

trainings 

are both 

relevant 

and useful to their audiences. 

  

As trainers market the      

trainings, the Core             

Competencies and the    

Levels that the trainings    

address can be included in 

Core Competencies         

Resources 

Click here to view the  Core 

Competencies Introduction, 

which reviews what is covered 

in Score with the Core or the 

Trainer  Approval Series 

Online: An Introduction.  

Click here to download a copy 

of the Core Competencies 

Booklet 

Click here to download a copy 

of the Trainer-Training      

Trainer/Training Approval Committee Off  to a Busy Start 
A Trainer/Training Approval 

Committee was recently 

formed. The  Committee gives 

community  partners the     

opportunity to be involved in       

decision making and policy 

setting regarding trainer and  

training   approval. Committee 

members include child care 

center    directors, Registry-

approved trainers, and       

representatives from various 

community      

agencies and 

organizations.   

The Committee, 

which meets   

quarterly,     

reviews and approves policies 

and  procedures, presides over   

appeals, and provides input 

and feedback on training/

trainer approval,   

observation, and 

other issues as 

needed.  

Most recently, the 

Committee guided 

the  development of the    

revised Palm Beach County  

Registry Trainer/Training  

Policies and Procedures that 

will go into effect in October 

and in coming months will 

continue to work towards 

ensuring that the trainer/

training processes in place 

meet the needs of the commu-

nity and result in  trainings 

that make a difference in the 

lives of children. 

advertising  materials. This 

gives potential participants the 

information they need to      

decide if trainings are           

appropriate for their             

professional development needs 

and their Levels. 

http://www.pbcc.edu/IEECE.xml
http://www.pbcc.edu/documents/Institute_of_Excellence/PBCCtrainersWeb.pdf
http://www.pbcc.edu/documents/Institute_of_Excellence/PBCCtrainersWeb.pdf
http://www.pbcc.edu/documents/Institute_of_Excellence/PBCCtrainersWeb.pdf
http://www.pbcc.edu/x16880.xml
http://www.pbcc.edu/x16880.xml
http://www.pbcc.edu/x16880.xml
http://www.pbcc.edu/x16880.xml
http://www.pbcc.edu/x16880.xml
http://www.pbcc.edu/x16880.xml
http://www.pbcc.edu/documents/Institute_of_Excellence/CoreCompetenciesBookletSept2008Edition.pdf
http://www.pbcc.edu/documents/Institute_of_Excellence/CoreCompetenciesBookletSept2008Edition.pdf
http://www.pbcc.edu/documents/Institute_of_Excellence/CoreCompetenciesBookletSept2008Edition.pdf
http://www.pbcc.edu/documents/Institute_of_Excellence/PBCCtrainersWeb.pdf
http://www.pbcc.edu/documents/Institute_of_Excellence/PBCCtrainersWeb.pdf

