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How to Become an Approved Trainer: Trainer I

There are 5 steps required to becoming a Bright from the Start (BFTS) Approved Trainer. The
following steps below outline in detail the procedure(s).

Step 1: Create a GaPDS account and log into the system. (reference How to Create a GaPDS
Account)

Step 2:

A. Hover over the Trainers tab
B. Seclect ‘Become an Approved Trainer’
** Notice Step 1: Create a GaPDS Account, and Login to the system

C. Navigate to Step 2: Confirm and Acknowledge Review of the Trainer Designation
Requirements.

# My Profile \ Trainings '! Conferences v Trainers v
Search Approved
Trai
Become an Approved
Trainer

Al staff of licensed child care programs and registered family childcare leaming homes are required to have 10 clock hours of professional development each year. Any individual
or training organization wishing to provide training to ECE professionals for licensing credit must first become approved with a Trainer Designation and then must submit trainings
for approval

The following steps outline the process for becoming a Bright from the Start approved trainer in Georgia:

V 1. Create a GaPDS Account, and Login to the system
Completed
2. Confirm and Acknowiedge Review of the Trainer Designation Requirements
Not Started

3. Complete and Submit a2 GaPDS Profile

4. Complete and Submit
Not Started

5. Compiete and Submit a
Not Started

Once the completed trainer application has been submitted, applications will be reviewed by Georgia Training Approval. The review and approval process may take up to ten
business days. Applicants will be notified by email of the status of thew application

If you have questions, please contact Georgia Training Approval at trainingapg
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Step 3:
A. Select ‘Step 2: Confirm and Acknowledge Review of the Trainer Designation
Requirements’
# My Profile | Trainings v| Conferences v| Trainers ¥

Approved Trainer

Become an Approved Trainer

Al staff of icensed child care programs and registered family childcare leaming homes are reguired to have 10 clock hours of professional development each year. Any individual
or fraining organization wishing to provide training to ECE professionals for licensing credit must first become approved with a Trainer Designation and then must submit trainings
for approval

The fi ing steps outline the pr forb ing a Bright from the Start approved trainer in Georgia:

V 1. Create a GaPDS Account, and Login to the system
2 Confirm and Acknowdedge Review of the Trainer Designation Requirements.
3. Complete and Submit a GaPDS Profile.
4 Complete and Submit

5 Complete and Submitt a

Once the completed trainer application has been submitted, applications will be reviewed by Georgia Training Approval. The review and approval process may take up to ten
business days. Applicants will be notified by email of the status of their application

If you have questions, please contact Georgia Training Approval at tranngapproval@g
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B. Read the Trainer Designation Requirements.

C. Click check box acknowledging: I have read and understand the Trainer Designation Requirements.
D. Click ‘Submit’

Section 6: Professional Development

(Not required for Speciaity Trainer or Tramner |) Those applying for Tramner Il or Il must document that they have provided professional development to adults n the early

childhood/child development field. A minimum of 30 hours is required for Trainer Il and 50 hours for Trainer lll. Professional development may include expenence in supervisory
roles, or as a trainer, co-trainer or part of a team approach to training, apprentice trainer, technical assistance provider, career advisor, or consultant

REQUIRED DOCUMENTATION: Professional Development
Trainer If and Ill applicants, submit the following:

+ Resume documenting 30 hours (for Trainer Il) or 50 hours (for Traner i) of experience providing professional development to adults in the early childhood education or
child development field

You are now ready to begin the Trainer Designation Application!
The application will provide instructions about how to submit your reguired documentation

f you need assistance at any time d

g the application process, please contact us at- 1-866-425-0220 or TrainingApproval@geo

«have read and understand the Trainer Designation Requirements

Becoming a BFTS Approved Trainer is not an employment position. You are not applying for employment as a Trainer. A BFTS Approved Trainer means that you have met the
criteria and are ehigible to submit your tramnings for approval and acceptance by Child Care Licensing by Bnght from the Start Georgia Department of Early Care and Learming.

——)
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Step 4:

A. Once Step 2 is completed, advance to Step 3 and advance to ‘Complete and Submit a
GaPDS profile’ or the ‘In Progress’ tab.

# My Profile = Trainings '[ Conferences ¥ Trainers ¥

Become An Approved Trainer

All staff of licensed child care programs and registered family childcare leaming homes are required to have 10 dock hours of professional development each year. Any individual
or training organization wishing to provide training to ECE professionals for licensing credit must first become approved with a Trainer Designation and then must submit trainings
for approval.

The following steps outline the process for becoming a Bright from the Start approved trainer in Georgia:

o - Create a GaPDS Account, and Login to the system. -

vy 2. Confirm and Acknowledge Review of the Trainer Designation Requirements, -
_
4. Complete and Submit
Not Started
5. Complete and Submit a
Not Started

Once the completed trainer application has been submitted, applications will be reviewed by Georgia Training Approval. The review and approval process may take up to ten
business days. Applicants will be notified by email of the status of their application.

3. Compiete and Submit a GaPDS Profile.

If you have questions, please contact Georgia Training Approval at trainingapproval@georgiacenter.uga. edu.
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Step 5:

A. Select ‘Complete and Submit Orientation’ or the ‘Get Started’ status button to complete
the trainer orientation.

I Trainings ¥ Conferences v[ Trainers ¥

Search
Trainers

Approved Trainer gecome an Approved

Trainer

Become an Approved Trainer

All staff of licensed child care programs and registered family childcare leaming homes are required to have 10 clock hours of professional development each year. Any individual or
training organization wishing to provide training to ECE professionals for licensing credit must first become approved with a Trainer Designation and then must submit trainings for
approval.

The following steps outline the process for becoming a Bright from the Start approved trainer in Georgia:

V 1. Create a GaPDS Account, and Login to the system.
v 2. Confirm and Acknowledge Review of the Trainer Designation Requirements.
v 3. Complete and Submit a GaPDS Profile.

4. Complete and Submit Orientation.

o

5. Complete and Submita T er Designat -

Once the completed trainer application has been submitted, applications will be reviewed by Georgia Training Approval. The review and approval process may take up to ten
business days. Applicants will be notified by email of the status of their application.

If you have questions, please contact Georgia Training Approval at trainingapproval@georgiacenter.uga.edu.

| E— SlPage

Bright from the Start: Georgia Department of Early Care and 1 _earning




| J
1G a I D BFTS Approved Trainer/ Training Approval User Guide

Georgia Professional Development System for Early Childhood Educators

A. The trainer orientation page displays
B. Read the instructions thoroughly then click the ‘Begin Orientation’ to start the trainer

orientation.
Trainer Orientation
To complete the Trainer Orientation, you will need to complete the following

+ Open the Trainer Orientation Instructions
» Ciick Begin Orientation and answer the nine (9

©
1Y)
)
»
®

You may save your answers and come back at a later time to finish the orientation
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Step 6: After clicking the Begin Orientation link, the trainer orientation page displays:

Thoroughly read the question(s) as they appear on the screen.
Answer the question descriptively
Select ‘Save and Continue’ to proceed to the next screen.

OoOw >

Select ‘Save’ in the event you must leave the session.

. . Sak Corl
) Georgia Professional Development System £ My Account & Log Out
a for Early Childhood Educators
A My Profile | Trainings v| Conferences v| Trainers v
Question - 1
Select two areas and explain how they support professional development in Georgia. 4000 characters
Question - 2
In a brief paragraph, identify the Trainer Designation you feel you qualify for and explain why. 4000 characters

Back Save and Continue Close
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Question - 3

What are the renewal requirements for the designation you plan to apply for? 4000 characters

Back Save and Continue Close

Question -4

Based on the TRN-1 competencies, briefly describe how you, as a trainer, are competent in Professionalism and Ethics. 4000 characters

Back Save and Continue Close
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Question - 5

Based on the TRN-2 competencies, briefly describe how you, as a trainer, are competent in Instructional Design and Development. 4000 characters

Back Save and Continue Close

Question - 6

Based on the TRN-3 competencies, briefly describe how you, as a trainer, are competent in Knowledge of Content. 4000 characters

Back Save and Continue Close

I I — IlPage
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Question -7

Based on the TRN-4 competencies, briefly describe how you, as a trainer, are competent in Presentation Skills. 4000 characters

Back Save and Continue Close

Question - 8

Based on the TRN-5 competencies, briefly describe how you, as a trainer, are competent in Quality Assurance. 4000 characters

Back Save and Continue Close
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Question - 9

What three things are you responsible for once you become approved as a trainer?

4000 characters

Back Save and Complete Close

Step 7: Once trainer has completed Trainer Orientation:

A. Select Review/Update if trainer wishes to review their answers.

B. Select ‘Close’ to return to the Become an Approved Trainer checklist.

A My Profile | Trainings V| Conferences ¥| Trainers v

Trainer Orientation

To complete the Trainer Orientation, you will need to complete the following:

« Open the Trainer Orientation Instructions and read through it page-by-page.
« Click Begin Orientation and answer the nine (9) Orientation questions provided.

PLEASE NOTE: Becoming a BFTS Approved Trainer is not an employment position. You are not applying for employment as a Trainer. A BFTS Approved Trainer means that you
have met the criteria and are eligible to submit your trainings for approval and acceptance by Child Care Licensing by Bright From The Start: Georgia Department of Early Care and
Learning.

You may save your answers and come back at a later time to finish the orientation.

Review/Update Close

Trainer Orientation Completed
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Step 8: After completing Trainer Orientation, select ‘Complete and Submit a Trainer
Designation Application’ or the ‘Get Started’ status button.

# My Profile = Trainings ¥| Conferences ¥| Trainers ¥
Search Approved
) Trainers
Approved Trainer gecome an Approved
Trainer
Become an Approved Trainer

All staff of icensed child care programs and registered family childcare leaming homes are required 1o have 10 dock hours of professional development each year. Any individual or
training organization wishing 1o provide training to ECE professionals for licensing credit must first become approved with a Trainer Designation and then must submit trainings for
approval

The following steps outline the process for becoming a Bright from the Start approved trainer in Georgla:

V 1. Create a GaPDS Account, and Login 10 the system

v 2. Confirm and Acknowiedge Review of the Trainer Designation Requirements.
v 3. Complete and Submit a GaPDS Profile.

v 4. Compiete and Submit Orientation.

5. Complete and Submit a Trainer Designation Application.

e

Once the completed trainer application has been submitted, apphications will be reviewed by Georgia Training Approval. The review and approval process may take up 10 ten
business days. Applicants will be notified by email of the status of their application

if you have questions, please contact Georgia Training Approval at trainingapproval@georgiacenter uga edu
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Trainer Designation Application

Step 1: Once the “Trainer Designation Application’ link or the ‘Get Started’ status button is
selected; the Trainer Designation page will appear.

A. Select appropriate Trainer Designation

Trainer Designation Application ©Requirements

Trainer Designation

Individuals who wish to provide training for child care licensing credit must complete the Trainer Designation Application and be approved with a trainer designation of Speciaity
Trainer, Trainer |, Trainer |l, or Trainer lil. You will apply for only one designation. The Specialty Trainer, Trainer L. Il. and lll Designations are based on minimum qualifications and
documentation requirements

A key difference among the Trainer I, II, and Ill designations is the leve! of training that each designation is permitted to provide

The Trainer Designation Application requires that you submit supporting documentation showing that you meet all of the requirements for the designation for which you are
applying. Please review the minimum qualifications and required doc ion before beginning your application.

You may begin your application by selecting the trainer designation below for which you are applying:

Requested Trainer Designation:
Q Trainer |

@® Trainer Il

O Trainer lll

O Specialty Trainer

Upload Docume

Please upload the following documents
= All Trainers - Upload two professional letters of recommendation (dated and writien within the previous 6 months)
= Specialty Trainer - Upload a professional license or credential relevant to the specialty area selected

Upload Documen

No Documents found

Education Data

Career Level: 10

PSC Level Data

No data available
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B. Upload supporting documentation

C. Acknowledge ‘Trainer Designation Requirements’ by checking off the blue dialog box

D. Click ‘Save’

Post-Secondary Education
Evidence Education Level Institution Name Major Status
1 @ Masters Degree University of Arkansas at Little Rock Child and Family Development Verfied
ECE-Related Coursework
No data available
11 have read and understand the requirements for the Trainer Designation that | have chosen.
E. Click ‘Next’
Post-Secondary Education
1 @ Masters Degree University of Arkansas at Littie Rock Child and Family Development Verified
ECE-Related Coursework
No data available
EJ1 have read and understand the requirements for the Trainer Designation that | have chosen
Saved Successfully
Please note
You must upload at least 1 document in order to complete your final submission
ﬂ e h
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Step 2: The Contact Information page displays:

A. Complete all necessary information in the ‘Contact Tab’
B. Select the travel region(s)

C. Select ‘Save’

D. Select ‘Next’

Contact Information

“First Name: “Last Name:
Kaylexgh Robinson
“Email

alens-treanna eflerson@decal ga gov

Primary Phone £ Secondary Phone #:

Home: Work Cell

o

Home Work

Business Information

Business Name

Quaiity Kare for Kids

“Business Address 1

Simen Says Avenue

Business Address 2

“Business City: “Business State: “Business Zip

Apanta Georgia 30334
Business Email: § Business Website

alews-treanna eflerson@decal ga gov

Maiden Name
"SSN
MO IOC-XK21

County of Residence f State of GA

Select —>

Business Primary Phone: @
{404) 267-2760

Business Secondary Phone:

Business Fax

County of Business (if State of GA

Select —

@ Help

Travel Regions

1 - North Region 5 - Southeast Region

Metro Region

¢ Central Region

4 - Southwest Region [T 6 - East Region

Bright from the Start: Georgia Department of Early Care and 1 _earning
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Step 3: The Training for Trainers page displays:

A. Under the “Training for Trainers courses section, click the select the “Training for Trainers’
radio button that coincides with the courses you have taken.
B. Upload documentation(s) for verification

Training for Trainers

Trainer Il:

dginer || applicants must upload documentation verifying completion of:

40 clock hour Training for Trainers | course or content substitutions
* 20 clock hour Training for Trainers ll course or content substitutions

O Training for Trainer | - 40 hr course
O Substitution for Training for Training |

O Training for Trainer Il - 20 hr course
O Substitution for Training for Training Il

C. Upload appropriate document(s) for verification.

16 |Page
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Upload Documents

Upload documentation for the Training for Trainers courses or substitutions that you have completed. On the file upload option, you may select the document type to identify
which document you are uploading

Upload Documents 2. Upload File

No Documents found

Upload Documents: x

Document Type:

Select -->
raining for Trainers

Course attended as Substitution for TFT |
Course taught as Substitution for TFT |
Training for Trainers Il
Course attended as Substitution for TFT Il
Course taught as Substitution for TFT Il

Description: 250 characters

Upload

o T —— 17|Page
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D. Select ‘Save’

Upload Documents
ng for Trainers courses or subst ns that you have completed. On the file ad option may select the document type to identify
Upload Documents £ Upload Fle
Document Type File Name Description Delete
@ Training for Trainers | 1200-8108-congratulations-letters-photo1.jpg Training for Trainers | m
@ Training for Trainers II 2018-05-30_9-57-57 (1).png Training for Trainers II m
Previous
E. Select ‘Next’
Saved Successfully
Previous = Next _
I T 18[Page
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Step 4: The Professional Development page displays:

A. Enter the number of hours
B. Upload documents

v Designation « Training for

Professional Development

For Trainer Il
Trainer Il applicants must document and upload a resume to include a minimum of 30 clock hours of having provided professional development to adults in the early

childhood/child development fieid

Professional development may include experience in supervisory roles, or as a trainer, co-trainer or part of a team approach to training, apprentice trainer, technical
assistance provider, career advisor, or consultant. Indicate the number of hours of experience you have had providing professional development to adults

Upload Documents

Upload Documents

No Documents found

Upload Documents:

Note:
- Size restriction for upload documents is 4MB, Please make sure your documents are not larger than 4MB before

uploading.
- Only the file types PDF, JPG, JPEG, GIF, PNG, BMP, TIF, TIFF, PIC may be uploaded.

Select File:

Approval Admin (Training Application) 7.png (image/png) - 10.42 kb ‘

218 remaining

Description:
Professional Development Resume

Upload

19| Page

Bright from the Start: Georgia Department of Early Care and Learning



| J
1G a I D BFTS Approved Trainer/ Training Approval User Guide

Georgia Professional Development System for Early Childhood Educators

Step 5: The Experience page displays:

A. Enter in the years of Direct Expetience and/or Indirect Expetience.

Experience — Trainer |, Trainer Il, Trainer il

Trainer L, i, and lll appiicants upicad a resume documenting at ieast 3 years of early learing experience. The expenence must be supervsed, may be pasd or unpasd, and nwoive children or programs Senang young children from berth through

t one (1) year (12 months)
er two (2) years may be e

Number of Years and Months of Expege £oc e 2 [ for that tem
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Step 5: The Review page displays:

A. Review information for accuracy
B. Select ‘Continue to Submit’

Orientation C,"

1. Select two areas and explain how they support professional development in Georgia.
ABC

2. In a brief paragraph, identify the Trainer Designation you feel you qualify for and explain why
ABC

3. What are the renewai requirements for the designation you plan to apply for?
ABC

4. Based on the TRN-1 competencies, briefly describe how you, as a trainer, are competent in Professionalism and Ethics.
ABC

5. Based on the TRN-2 competencies, briefly describe how you, as a trainer, are competent in Instructional Design and Development.
ABC

6. Based on the TRN-3 competencies, briefly describe how you, as a trainer, are competent in Knowledge of Content.
ABC

7. Based on the TRN-4 competencies, briefly describe how you, as a trainer, are competent in Presentaion Skills.
ABC

9. What three things are you responsible for once you become approved as a trainer?
ABC

Designation Cl,‘

Requested Trainer Designation : Trainer |

‘ Document Type File Name Description

@ Professional Letter of Recommendation 1200-8108-congratulations-letters-photo1.jpg Professional Letter of Recommendation 1

PSC Level Data Career Level: 8

No data available
Post-Secondary Education

| Evidence | Education Level Institution Name Major Status

1 @ Bachelor Degree Auburn University Main Campus Early Childhood Special Education Verified

ECE-Related Coursework

No data available
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Cl"‘

Contact Information

Maiden Name:

First Name: Last Name:
Kayleigh Robinson
Email: County of Residence: Primary Phone #:
alexis-breanna jefferson@decal ga.gov

Home Waork Cell

Business Information

Business Name:

Business Address: Business Primary Phone:
6031 Simon Says Avenue 404) 267-2760

Atlanta, Georgia - 30334

Business Website:

Business Email:
alexis-breanna jefferson@decal.ga.gov

Travel Regions
5 - Southeast Region

13 - Central Region
6 - East Region

1 - North Region
4 - Southwest Region

| 2 - Mefro Region

Training For Trainers

Trainer Courses

« Training for Trainer | - 40 hr course

Quality Kare for Kids
Business Secondary Phone:

SSN:
HAA-XX-XXK21

Secondary Phone #:

Home Work Cell

Business Fax:

County of Business:

(£.

Trainer Courses

= Trawung for Tramer | - 40 hr course

|Documents
Document Type File Name Description
[ Traming for Tramers 1200-8108-congraiulations-leflers-pholo1 jpg Traming for Tramers |
Experience

Direct Expenence

ndirect Expenence 0

Expenence
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Step 12: Ensure both the ‘Renewal Agreement’ and “Trainer Application Agreement’ are checked off

before submitting.

Kayleigh Robinson

o Georgia Professional Development System My Account ® Log Out
a for Early Childhood Educators

@ My Profile Trainings ¥| Conferences ¥| Trainers v
Renewal Information

Once you are approved with a designation, in order to remain a state-approved trainer, you will need to renew your designation

= Trainer | - every three (3) years
You will receive more information about renewing your designation once you are approved, but the requirements for renewal are as follows:

= Trainer | - 45 clock hours
of continuing education related to adult lsaming or early childhood education (must be taken since the date you receive your designation, not before).

Evidence of having provided one (1) state-approved training per year since the date of your initial designation. Each year is a 12 month span from the date of your initial designation and does not necessarily correspond with calendar year.|

‘enewal Agreement:
«have read and understand the renewal requirements.
‘rainer Application Agreement:

Magree that the information | have provided is frue and accurate. In the event of misrepresented information, | understand my application to become a trainer will be denied.

Back to Review h
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