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INTRODUCTION

A key component of NAFCCO0s accreditation proces
of self-study. The observation is conducted by an individual with specific qualifications established by the
organization. The qualifications are listed on page 10 of this guidebook.

Potential observers must attend NAFCCb6s two day
screening process for this training has been strengthened significantly, with the expectation that those
individuals attending Observer Training will arrive with required knowledge and some observation skills.
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OBSERVER TRAINING

Goal

Train potential NAFCC observers to provide the NAFCC Accreditation Commission with valid
observations

Outcomes
Participants willé

« understand the role of the NAFCC observer

o become familiar with the observer workbook and procedures

o become familiar with NAFCC standards

 sharpen skills in writing objective documentation

« review and commit to the professional and ethical expectations of the observer

During the two day Observer Training participants receive specific information about their role as
observers and NAFCC observation procedures. Observer training incorporates a variety of adult learning
techniques, several opportunities to practice observing and documenting, and activities designed to
support participants in transferring the skills learned in Observer Training to the workplace. Potential
observers will leave NAFCC Observer Training confident they have the knowledge, skills, and tools
necessary to provide the accreditation commission with valid observations r observations.

Day 1 Day 2

Morning Morning
Arrival and Welcome Observer Assignment
Observerds Rof e Preparing for the Visit
Diverse Perspectives First Phone Call
Many Right Ways The Visit
Afternoon Afternoon
Characteristics of an Observer The Visit (continued)
Code of Ethical Conduct Final Assessment
Quality Standards for NAFCC Accreditatign Summary and Evaluation of Day 2
Objective Documentation
Summary and Evaluation of Day 1
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SPONSORING OBSERVER
TRAINING

Because the role of the observer is so important in the NAFCC Accreditation process, maintaining an
adequate pool of local observers is critical. NAFCC is committed to assigning an observer within eight
weeks of the time a provider submits a complete accreditation application. In order to meet this timeline,
NAFCC depends on local organizations, associations, and others interested in accreditation to help build
the supply of observers by sponsoring Observer Training locally.

Resource and referral agencies, community resource centers, family child care associations, and others
working to improve the quality of family child care in a community are among potential Observer
Training sponsors and collaborators. NAFCC accreditation staff encourages local organizations to
brainstorm possible co-sponsors and to share information and resources to support family child care
accreditation. As sponsors and potential sponsors plan observer training they are asked to consider
several things to ensure a successful training.

e Are there other organizations who support family child care in the community?

e Have we included everyone who has a stake in family child care accreditation?

e What role can others in the community take to support the training?

o If asingle agency can not afford the full fee to sponsor Observer Training, are there
other community resources to help with the costs?

o How will the training be promoted?

e Who will be recruited to attend the training?

NAFCC works with local organizations on a contract basis to present Observer Training across the

country. The training is a two-day session presented by a team of two NAFCC trainers. Sponsors pay a
facilitation fee of $3,000 plus expenses of the trainers. Those expenses typically include airfare, ground
transportation, hot el accommodati ons, and a per
discretion, NAFCC lists Observer Training information on the NAFCC website.

The facilitation fee provides all necessary materials for up to 30 participants. Each Observer Training
participant receives:

e An Observer Workbook 3- ring binder

e An Observer Workbook

e All necessary training handouts

e Afelttip pen, post-it notes, and other necessary materials

o A set of redi-flags to use in preparing for the provider interview

Observer Training sponsors determine registration fees, if any. NAFCC encourages sponsors to charge
at least a minimal registration fee to ensure adequate participation in the training. Accreditation staff is
available to provide assistance in setting appropriate fees.

Sponsors may request one specific Observer Trainer. Requests will be honored based on trainer
availability. The assignment of the second trainer will be done following the NAFCC trainer assignment
guidelines. NAFCC reserves the right to make changes in trainer assignment as necessary.
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SCHEDULING OBSERVER
TRAINING

No Observer Training sessions are scheduled for presentation on national holidays including:
e New Year 6s Eve
New Year 6s Day
Memorial Day
Independence Day
Labor Day
Thanksgiving
Christmas Eve and Christmas Day, nor on the day preceding or following these days.

Training on major religious holidays including Rosh Hashanah, Hanukah, Kwanzaa, and Easter is also
strongly discouraged. NAFCC Observer Training is typically not scheduled to include a Sunday
presentation.

NAFCC encourages sponsors to schedule Observer Training for a Friday/Saturday presentation format, if
possible. Planning Observer Training to include a weekend day usually allows family child care providers to
close or use a substitute provider for only one day. When Observer Training is scheduled for days other than
Friday or Saturday, sponsors are encouraged to consider the impact of such a schedule on potential
participants.
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TIPS FOR A SUCCESSFUL
OBSERVER TRAINING

Successful NAFCC Observer Training has several components

Adequate time for recruitment of participants

Screening of participants to ensure they meet observer qualifications
Community support

Training facility that is comfortable and safe for participants
Participants who understand why they are attending the training
Well prepared trainers

Training materials

Lunch/snacks

NAFCC is responsible for providing well prepared trainers, training materials, and screening participants. The
other components of a successful Observer Training are the responsibility of the training sponsor. Experience
with other sponsors allows NAFCC to offer some tips for sponsors to think about as they plan their training
session.

Sponsors are also responsible for any meals and/or snacks provided during the training. While NAFCC does

not require that meals or snacks are part of the Observer Training, sponsors are encouraged to consider this
important detail. Training is usually scheduled from 8:00 AM until 5:00 PM, allowing for an hour lunch break.
Participants should be aware of whether meals ar
training always appreciate having a morning or afternoon snack. It is also considerate to have drinks or coffee,
particularly when they arrive in the morning.
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PLANNING THE TRAINING ENVIRONMENT

The training location is an important consideration in planning. The room must be large enough to comfortably
seat 30 people with a presenterso6é table in the f
set up with 5 participants per table so that all participants are able to see the presenter. This allows the partici-

pants to see each other throughout the training and offers opportunities for networking during the two days.

Other room arrangements may be acceptable as long as participants have comfortable seating with sufficient

room to write and have access to their materials. Because desks are sometimes too small to offer this, tables

are preferred.

If possible, trainers should be able to control the temperature in the room. When adults are uncomfortable, they
are unable to give their full attention to the training. A bright room encourages people to be part of the training
and is conducive to a successful training experience.

Sponsors are responsible for providing all training facilities and audiovisual equipment.
Audiovisual equipment includes:

e Computer (DVD Compatible) with projection and sound system

o Easel flip chart with markers
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RECRUITING PARTICIPANTS

Perhaps the most important component of successful observer training is the recruitment process. It is
critical that participants meet the NAFCC qualifications, be committed to quality family child care, and
understand why they are attending the training. Successful Observer Training sponsors allow at least
three months for the recruitment process. This allows time to publicize the training locally and on the
NAFCC website, and also gives NAFCC time to adequately screen potential participants.

Sponsors are responsible for recruitment. Since NAFCC cannot assign observers to candidates that may
present a conflict of interest, sponsors are encouraged to consider this in designing recruitment strategies
for Observer Training. Often, when participation is limited to a single area, the participants know
everyone in the local early childhood community and it is sometimes helpful for sponsors to consider
making the training available to individuals outside their normal service delivery area to avoid the issue
of conflict of interest. Sponsors should plan to spend at least three months in the recruitment phase of
observer training.

NAFCC encourages sponsors to share training information with local resource and referral agencies,
family child care associations, and other local entities working to promote quality child care. There are
several great ways to share information.

e Mailing of written information, including an Observer Application

o Publishing training dates on a community calendar, local training calendar, and organizational
newsletter

e Having information about the training on websites

NAFCC Observer Training is an interactive experience. NAFCC requires that a minimum of 10 people
participate in the training. The maximum size for any single training is 30 participants. Successful
Observer Training sessions include a mix of both providers and non-providers. Active family child care
providers bring a unique perspective to the training and frequently help to keep other participants
grounded in the reality of mixed age care. While all of the NAFCC trainers are experienced in the family
child care field, active provider participants can sometimes paint a picture of a particular experience that
helps others in the group consider a standard or personal expectation in a different light. Conversely,
having individuals who are not family child care providers in the group encourages the active providers
to examine the standards and expectations from the viewpoint of an observer rather than a provider.

NAFCC encourages sponsors to establish performance expectations for participants. Those expectations
might include the number of observations each person will conduct and how long the sponsor expects
them to be available to serve as an observer. When the training is open to people outside the area in
which the sponsor provides services, sponsors often stipulate that participants will be available to do a
designated number of observations for providers or that participants outside the service area will pay a
fee for the training.
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OBSERVER APPLICATION PROCESS

1. Participants submit observer
application with $15 fee and
membership application with

$35 fee to NAFCC

2. NAFCC enters the applica-
tions into the database. NAFCC
will screen applications.

N

J

How does the application process fit in the timeline?

4d. Individual completes addi-
tional training.

N

3. NAFCC emails
pre-assessment

'

4 4
4c. Refer to training sources >

G G

-

-

4b. Individual does not meet
pre-screening qualifications

4. Take pre-assessment

\ 4

5. Individual is pre-qualified
for observer training. NAFCC
will mail notification letter
with list of training
locations

\ 4

6. Individual registers for the

training by submitting a copy

of the letter and the required
training fee to sponsor.

A D A

3 months i
before *

NAFCC and Agency will initiate contract
The agency will promote the training, recruit participants, distribute applications and

the eligibility requirements

training: |

NAFCC will post the training on website if authorized by sponsor
« Participants will mail their application with the $15.00 application fee and $35.00
membership fee to NAFCC

2 months &
before

the .

training: K

NAFCC Staff will enter each application, verify eligibility and
e-mail/mail the assessment to each participant
Participant will take pre-assessment

NAFCC Staff will review assessment and determine eligibility

6 weeks K&
before B
the the sponsor
training : &

Individual will attend the training

NAFCC staff will mail notification letter to each participant with a list of training locations
NAFCC staff will send a list of all qualified and registered participants for the training to

1 month
after the
training:

o NAFCC will mail invoice to the sponsor
e Agency mails the Observer Training Sponsorship fee, as outlined in the contract
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OBSERVER TRAINING RESOURCES

The final section of this Sponsoring Observer Training Guide contains samples of the resources needed to
prepare for training. Sponsors or potential sponsors are encouraged to use the materials and information
locally. Permission is given to use the materials to promote NAFCC, NAFCC accreditation, and quality
family child care. If materials are reproduced please credit NAFCC as the source. Included are:

e Observer qualifications
e Observer application
e Conflict of interest affidavit

e NAFCC Observer Training Sponsoro6s contract
e Information checklist
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OBSERVER QUALIFICATIONS

An Observer must meet the following criteria:

Be an individual member of NAFCC

Be at least 21 years of age

Be NAFCC Accredited if a family child care provider

Successfully complete required training

Successfully complete reliable observations once assigned

Meet all of the requirements in one of the four combinations of education and experience outlined
below:

oukowpnrE

A. Six semester hours of study from an accredited college or university covering children ages
birth through school-age.

At least eight years experience working as a family child care provider or someone who has
worked closely with family child care.

B. Twelve semester hours of study from an accredited college or university covering children
ages birth through age five.

At least six years experience working as a family child care provider or someone who has
worked closely with family child care.

C. Associate (two-year) degree in early childhood education/child development or a related field
from an accredited college or university. Courses must include at least 12 semester hours
covering children ages birth through age five.

At least four years experience working as a family child care provider or someone who has
worked closely with family child care.

D. Baccalaureate degree in early childhood education/child development or a related field from
an accredited college or university. Courses must include at least 12 semester hours covering
children ages birth through age five.

At least two years experience working as a family child care provider or someone who has
worked closely with family child care.

Bilingual Observer Qualifications

In addition to meeting observer qualifications, bilingual observers must meet the following:

Be able to speak, read, and write Spanish and English well enough to understand and be understood
by both children and adults.

Have one year direct experience with bilingual early childhood programs and with non-English-
speaking populations

Sponsoring NAFCC Observer Training
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A . .
NAFCC Observer Application

National Association for Family Child Care

Preferred Training Site: Preferred Training Date:

Observer Information

First Name: MI: Last Name:
Street Address:
City: ST: Zip:
County:

SSN:
Home Phone: Work Phone:
Fax: Email:

Qualifications

1. You meet which of the following qualifications: (Please circle your response and attach documentation)

A. Six semester hours of study from an accredited college or university covering children ages birth through
school-age and at least eight years experience working as a family child care provider or someone who
has worked closely with family child care.

B. Twelve semester hours of study from an accredited college or university covering children ages birth
through age five and at least six years experience working as a family child care provider or someone who
has worked closely with family child care.

C. Associate (two-year) degree in early childhood education/child development or a related field from an ac-
credited college or university. Courses must include at least 12 semester hours covering children ages
birth through age five. At least four years experience working as a family child care provider or someone
who has worked closely with family child care.

D. Baccalaureate degree in early childhood education/child development or a related field from an accredited
college or university. Courses must include at least 12 semester hours covering children ages birth
through age five. At least two years experience working as a family child care provider or someone who
has worked closely with family child care.

Education

2. How many college credits have you earned in early childhood/child development?
Attach a copy of your transcripts.

3. In addition to the above, how many hours of training related to family child care and child development

have you completed in the past 3 years for professional development or continuing education credits?
Attach training certificates
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Attachments

5. Please attach the following to this application:

e Your resume
e Two letters of recommendation from professional colleagues. (If you are not currently a family child care
provider, at least one letter must be from a previous or current family child care provider.)

e Your NAFCC membership application and $35 membership fee

Payment

Non-refundable Application Fee: $10

Select Payment Option:

For credit card payments:
A MasterCard #
Expiration Date:

Check or Money Order Payments:

/E Check made payable to NAFCC Accreditation

Pl ease include training Ioc%iéa%n on the fimemoo | ine of
check

Expiration Date:

Name as it appears on card:

Signature:

Verification

When the observer application process and the pre-assessment are complete, you will receive a letter from NAFCC veri-
fying your status of eligibility to attend the training.

When you are eligible, you will need to submit the letter of eligibility and $200 observer training fee to the sponsor.

| certify that all of the information included in this application is accurate and complete.

(Signature) (Date)

Please send this application to:

NAFCC Accreditation
1743 Alexander Street, Suite 201
Salt Lake City, UT 84119 -2094
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Accreditation Conflict of Interest Affidavit

Observer's Name:

Provider's Name:

| hereby affirm that | have no conflict of interest with this person:
« We have no prior personal relationship.

e We do not belong to the same local association, support group, church group or other
community group.

e We have not had a training or mentor relationship.

« | do not work for a Food Program or Licensing Agency that covers the area where this
provider lives.

« | have not observed this provider in the past.

| understand that accreditation status will be denied or revoked in the case of an unidentified conflict of
interest.

Signed Date
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NAFCC

National Association for Family Child Care

Contract for Observer Training

This agreement between the Sponsoring Agency, and the National
Association for Family Child Care (NAFCC) is entered into this date, , for the
purpose of providing Observer Training on . Each party agrees to

follow the guidelines as set forth in this contract.

1. NAFCC agrees to provide the following:

Observer training facilitation for a minimum of 10 participants and a maximum of 30
All materials required for the Observer Training

An Observer Workbook 3- ring binder

An Observer Workbook

All necessary training handouts

A felt tip pen, post-it notes, and other necessary materials

A set of redi-flags to use in preparing for the provider interview

Two observer trainers (NAFCC will select the trainers)

2. The Sponsoring Agency, agrees to the following:

Payment of $3,000 facilitation fee for the above training session. A minimum payment of
$1,500 (50% of facilitation fee) is due upon contract initiation with the remaining balance due
within 30 days after sponsor receives the invoice from NAFCC.

Trainer transportation expenses including airfare with associated luggage fees, ground transpor-
tation and associated parking fees.

Trainer lodging (private rooms for each trainer for a minimum of three nights)

Each trainer will receive a daily per diem at the current rate allowed by the Internal Revenue
Service for all training and travel days.

A secure meeting room accommodating up to 30 participants and two trainers (see Sponsoring
Observer Training Guidebook, page 8)

Audio visual equipment including a computer with projection and sound system and a easel flip
chart with markers

Recruitment of all participants, in accordance with NAFCC Observer Eligibility Requirements
(copy attached)

Collect participant's Letter of Eligibility and payment for training

Provide roster of registered participants to NAFCC no later than 10 days prior to the training.

3. NAFCC will submit an invoice for the facilitation fee and trainer expenses following completion of the
Observer Training. Payment will be made within 30 days of the invoice date. Any fees not paid within
30 days of the invoice date will be subject to a 21% service charge

Page 1 of 2
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4. Cancellation
If the Sponsoring Agency cancels the training, it will pay NAFCC the following cancellation fees:
« More than forty-five (45) days in advance, there will be no cancellation charge.
o Fifteen (15) days to forty-five (45) days before the training, cancellation fee of 25% of the
facilitation fee ($750), plus any expenses incurred by NAFCC.
o Less than fourteen (14) days before the training, cancellation fee of 50% of the facilitation fee
($1500), plus any expenses already incurred by NAFCC.

5. NAFCC reserves the right to cancel or reschedule the training in the event of conditions beyond
NAFCCOGs control . I f NAFCC cancels the training
nancial liability is limited to the refund of any advance payments sponsor has made to NAFCC.

6. This contract constitutes the entire understanding and agreement between the parties with respect to the
subject matter, superseding all prior negotiations, discussions and contacts. Any changes to this agree-
ment shall be made in writing, signed by both parties and attached to this contract as an amendment.

Signature (representative of Sponsoring Agency) Date

Name (please print) Title

Address, including city, state and zip code

Telephone Fax E-mail

Signature of authorized NAFCC Agent Date

Page 2 of 2
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NAFCC OBSERVER TRAINING
INFORMATION CHECKLIST

Training date: Site:

Name of contact with sponsoring agency: (please include both day and evening phone numbers incase of
emergency during travel)

Nearest major airport:

Approximate drive time from training site to airport:

Trainers will travel to the hotel by:

Hotel will be paid by: A host organization A trainers

Name of hotel:

Hotel Address:

Hotel City: State/Zip:
Hotel Phone Number: Fax:
Training will begin at: (NAFCC suggests that training begin no later than 8:00 AM)

Meals/snacks included in training:

Is this training open to anyone who wishes to participate? A yes A no
If there are restrictions on participants, what are they?

Is there anything special that the trainers should know about your organization, your area, or the partici-
pants in order to prepare for the training?

Additional comments, including demographic information about participants:
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