arly Care & Education ECE WORKFORC

www.caregistry.org

Table of Contents

I.  Create a profile

E REGISTRY
orkforce Registry Participant User Guide

a. Create a profile and/or log-in to existing profile.........cccooevueieeeveseceveicecce e Page 1
b. QUICK LINKS HOME PAGE.....iuieiieiiiieieee ettt st st s s e en s s aesaenans Page 1
Il.  Search for a Training

- TR <= Yol W o1 o o 13T RO TSRSRRR Page 2

o R ST o T I T W =1 YoV - TP Page 4

C. Training INfOrmMatioN.......occeieee e s st st s e e e s Page 5
lll.  Enrollin aTraining

a. Enroll Now — Update Information........cccoeeveveceeeeeeeessst e e Page 6

b. ENroll NOW — FiNal STEP ..ttt sttt e e e s e Page 7

C. Enrollment Confirmation.....cccoc i ceieeeiveieieeccece e ettt et sr s e e s s Page 8
IV.  Withdraw from a Training

a. My Training ENrolmMENTES.....coceere ettt ettt et e er e er s e et Page 8

b. Withdraw by contacting SPONSOr........cceiceieeieieecee et et ee e Page 9

C. SeIf-WIthAraW ..ottt st et st sae e et es s e e e Page 10

Ao RE-ENIOIL ettt ettt e e b et e s et b e e e sae sbesteensaeraesnennens Page 11

V. Completed Training/Profile Update

a. Education and Training REPOIt.......cccvvevecierenre et ireeerrerreeeeesre et e eereessese e v one Page 11

. SUIVEY e ettt e et s tesbe et e et s ee s e e e steebeeas et et aesbenane e ene Page 13
VL. INSTruCctor ACCESS REQUEST........coo e e e e e e e e e e s Page 15
A7 1 PR @ T | - Yot S U -3 S Page 16



ly Care & Education ECE WORKFORCE REGISTRY

orkforce Registry Participant User Guide
www.caregistry.org

Training Calendar User Guide
Registry Participants

The ECE Workforce Registry’s Training Calendar is designed to give Registry participants access to a variety of trainings
across California. However, Training Organizations are currently restricted to those publicly funded in Los Angeles, San
Francisco, and Santa Clara counties. Registry participants will be able to search for trainings, view details about the
training and the instructor, enroll in the training, pay for the training (if applicable), and provide feedback on the training
all in one place. In addition, attendance at training workshops will automatically be added to the Registry participants
profile in the Education and Training Report. The following step-by-step instructions are for Registry participants.

I: Create a profile

To access the Training Calendar, you must have an active Registry profile.

o To create a profile, go to www.caregistry.org and click “register now” and complete the registration
process. An email address is required and will serve as the “user name” upon login.

%arly Care & Education
Workforce Registry
N

=

Join the California Early Care and
Education Workforce Registry!

We are excited to welcome you to the Early Care and Education Workforce
Registry for professionals in California, initiated in Los Angeles and San
Francisco and expanding to Interested counties.

Vision Statement

The California ECE Workforce Registry is a state, regional and local
collaboration designed to track and promote the education, training and
experience of the early care and education workforce for the purpose of,
improving professionalism and workforce quality to positively impa
children.

o Once you login to your profile, you will see the “Quick Links” home page. Click the silver “Training
Calendar” square to access the calendar.

Quick Links

Participants
Select an Action (350 jocated on the left margin)

View/Update View Education
Empioyment and Training Mem!
Report (PDF) Card (PDF)

Resume Builder Job Board Search

Training Calendar
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Participant User Guide

Upon clicking the Training Calendar quick link, you will be directed to the “Training Search” page (see screenshot
below). There are multiple ways to search for trainings:

Il.a: Search Options

Search Option #1:

You can search for a training by one, two, or
all of the boxed categories shown here.

Each category has a multiple choice
selection of options to choose from. Each
search box is optional. You can choose as
many selections as you want from as many
boxes as you want. You can also leave a
box blank.

You can choose more than one option per
category by holding down the “Ctrl” button
on your keyboard and clicking all the
options you want per category. Click the up
& down arrows in the boxes to see all the
choice options.

Once all options have been selected, click
“Search” at the bottom of the screen (next

page)

Search Option #2:

You can choose NOT to search by the boxed
categories as shown in option 1, and type in
a keyword of the title of the training you
would like to attend here.

Example: If you would like to attend a Food
and Nutrition training, you can type “food”
as the key word and all trainings with the
word “food” will populate.

Once you have typed in the title or
keyword, click “Search” at the bottom of

tho crroan [navt naao)

Training Search

You may search the directory of instructional resources to find professional development that mests your

needs.
Selact a search category and input the desired search criteria then click "Search’.

o

Training Type (Held down the Ctrl (windows) | Command [Mac) button ko select multiple optiens.)
Classroom

Peer-to-Peer/Professional Learning Community

.
Web-based Self-Paced/Ongoing
Web-based Time Specific These two are online trainings

-

Interaction Type (Held dewn the Ctrl (windows) [ Cemmand (Mac) butter te select multinle sptions.)

Mentoring .
Coaching
Consultation

v

Health, Safety and Nutrition

Leadership in Early Childhood Education
Professionalism

Administration and Supervision

Competency-Core Knowledae Area (Held down the Oirl (windews) | Cormmand [Mac) button te select multiple sobisns.)

e,

Course/Training Title (type in keyword)

4

Group Served (Hold down the Oirl (windews) | Command {Mac) bubton to select multiple options.)
dults in Field
Parents/Famlies
Infant (Birth to 18 Months)
Toddler (12 Months to 36 Months)

Intended Audience (Hold down the Chrl {windows) { Command (Mac) button to select multiple opkions.)
Teaching Staff

Transitional Kindergarten Staff

Administration/Leadership Staff

Family Child Care Provider

Tmining LEIIEQE (Hold diowin the Chrl (windows) | Command (Mac) button to select multiple options.)

Arabic
Armenian
Cantonese
English

Infant/ Toddler Foundations (Hold down the Ctrl (windows) | Command (Mac) button to select multinle opfions.)

Cognitive Development

Language

Perceptual and Motor Development
Social - Emotional Development

Preschool Foundations (Hold down the Cbd (windows) | Command (Mac) button ko selectk multiple options. )

English-language Development
Health
History/Social Sciance

_ | Language and Literacy
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Search Option #3:

You can leave the top 2 search options on
the previous page alone and search for
trainings here.

You can click the calendar icons and search
by date range only AND/OR

If you know the instructor you want, type in
the name AND/OR sponsor name and see all
trainings for the instructor or sponsor.

You can leave all fields here blank and search
by County only using the drop down box, or
type in the city or zip code.

—

ECE WORKFORCE REGISTRY

Participant User Guide

Health & SEFEW (Hodd down the Chd fwim!mu:] | Command be::I button to seledt multole upﬁuﬂs.}

Child Abuse and MNeglect
Obesity/Nutrition/Physical Activity
Signs of Iliness/Blood borne Pathogens
Sudden Infant Death Syndrome (SIDS)

b

Observation and Assessment Tools (Hold down the Cil (windows) / Command (Mac) button to sebect multiple options.)

Other

DRODP (Desired Results for Children and Families)
ASQ/AS0-5E (Ages and Stages Questionaire - Social/Emotional)

Y

Date Range (select range)

Start: |

@Emﬂ

Instruchor Mame (type in keyword)

[test instructor

Sponsor Name (kbype in keyword)

|teat Sponsor

County (select from options list)

| Los Angeles v
ll.t.'rt*;l {type in keyword)

Zip Code | Search Radius | |Miles

e € Click here to see a list of trainings based on search criteria

Search Option #4:

calendar.

You can leave all search options blank and click “Search” to
see a list of all trainings that have been posted to the

Page | 3
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e ILb: Find Training

ECE WORKFORCE REGISTRY
Participant User Guide

Upon clicking “Search” in the Training Search page as shown above, you will be directed to the Find Training
page which will contain a list of all the trainings that fit your search criteria (see screenshot on next page).

Find Training

First .‘(‘

Page: 1 /2

2‘] Last »

Web-Bazed Self-

Cindereila

When you see
training you are
interested in, click
the circle next to the
training, then click

“View Event Details.”

{ CARE 341  Child Care Orientation 11.00 Internet Paced/Ongoing Test Anytime
. Elements Of Program Design Web-Bazed Self-  Duluth
O DESI4SE  Cortiicats Progr 15,00 Intemet o cedjongoing  Georgia iy
. Elements Of Program Design Web-Bazed Self-  Duluth
© Destdss CentFicats Progr 15.00 Irkernet Paced/Ongoing Georgia Asrytime
- Food Service & Food Safety Web-Based Seif- .
L SAFE 700 Cartificate 258 Internet Pacad/Ongoing Test Again Anytime
~ NUTFIT Nutrition And Fitness - 1 Web-Based Seif-  Duluth
O 453 Certificate e p __Paced/Ongoing  Georgis Amytime
- Cutdoor Play Is Key To Child Web-Based Seif- .

2 2!
QO PLAY 123 o t 5.28 Internet Paced/Ongoing Test Again Anytme
. Writing Practices In Web-Bazed Seif-  Duluth
O URTSO rofessonslContets 545 W pucedjongong Georgis AT
- First Aid Responding To San Duluth
) EMER 100 Emerpencies 4.00 = 5 Classroom Georgia
o First Aid Responding To Los Teostl Test
- ping P "
O ADMI0S. O e e 300 Applegate  Clazzrcom 08/14/2015
™ CPR, Childcare Health & Web-Based Time HESS

ORI kay Bhaion o 0N B et e S

sed Heln O ceao1t gztychxldcaro Hoaih & 1000 1 Web-Based T-mo i
ob Board Seard © ADM10% 237“5?,.‘;%‘2232 300  OroValey Classreom
Outdoor Play s Key To Child Santa .

CRENR w0 T i ST Yeieati PR
- Elements OF Dvog:m Dos»;n Web-Based Time  Cinderella .

R il L RN e I wion WO TR0 Vs i
© cur-gs0 s““c "‘p;:::“ ofcnid sz Claszroom o ith ce/z0201
© aomos o2 “"g’fm“dj::;‘ 300 Ownaed  Classroom ?e':‘“"“ car20/2018

anﬁ Atd Respanding To Web-Based Time  Cindersila

Gt BN R St N O ST Spue 2 0 Ve ..°°’°°"2°“.
@ safe P00 e m""":;"‘ & Food Safety 2858  TestOty  Classroom Maria Tost ;

O 514CC0A c"': fege Credt Elgible COA 12000 SanDwgo  Classroom TostAgain  09/20/2015

View Event De(u‘kl

Search returned 21 results. chirgt (€] Page:1/2 (3) Lat> GoToPsge:| 1 W

If your search did not
yield any results or if
you want to expand
your search results, click
the green “Search
Again” link to begin a
new search.

When you find training that you are interested in, click the circle next to the training and then click “View Event
Details” to learn more about the training.

Page | 4
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e [l.c: Training Information
The Training Information page provides all the details regarding the training including a training description,
training hours, knowledge areas, type of training, start and end date and times, location, and price. In addition,
you can learn about the instructor and his/her qualifications by clicking the green “View Instructor Profile” link
(see screenshot below). Please note: The Training Information details were supplied by the Training Sponsor
and/or Trainer. If you would like more information on the training that is not available on this screen, please
email the Training Sponsor Contact Person as shown below.

You can email the
sponsor contact
person if you have

Training Information

Training Code: SAFE 700 additional questions
Training Name: Food Service & Food Safaty Certificate 4/ by clicking here.
Training Description: The Food Sendce & Food Safety Certificate provides

basic guidelines and recommendations for planning
and serving healthy, safe meals in the child care
emvironment. Core content includes nutritional and
serving guidelines for the USDW's Child and Adult
Care Food Program (CACFP) as well as
comprehensiva information on sanitation, hygiensa,
and safie selection, storage, preparation, and
handling of food and equipment

Training Sponsor: CICET Test

Training Sponsor Contack: Ms. Maria Taylor

Training Sponsor Contact Email; test10@test.com

Training Sponsor Phone

(B00) 555-1212

Number:
Training Hours: 2.58 Clock hours — CEU Eligible
Primary Knowledge Area: Redationship, Interactions and Guidance
Other Knowledge Areas: Refationship, Interactions and Guidance
Event Information
The view the
Instructor Name: maria test View Inshructor Profile <+ instructor profile,
Event Type: Classroom click here
Event Start Date: 02f12/2015 09:00 AM
Event End Date: 02122015 0400 PM
Event Location: CCEI Test Location
Event Address: 123 Test St Test Gty CA
Enrollment Information
Event Cost: $50.00 . o
Event Capacity: 10 T(? enroll in the training,
# Enrolled: ) click here to start the
process.
# Waitlisted:

Enroll Mow

Page | 5
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Participant User Guide

After clicking “Enroll Now” as shown on previous page, the process to enroll in the selected training begins.

e |ll.a: Enroll Now — Update Information

The next step in the enrollment process is the “Enroll Now — Update Information” screen. In this screen you will
verify your enrollment information that was pre-populated from your personal profile. If any of the information
in this screen is incorrect, you must go to your personal profile page and update the information there before

continuing with the enrollment process (see screen shot on next page).

Click here to update
any of this
information. You will
be re-directed to your
personal profile page.

Click here to update
employment
information. You will be
re-directed to your
employment profile
page.

Enroll Now - Update Information

User Information {if any of the information below is incorrect, please click the link to
yQur user profile and comrect your information before enrolling.

/Na;'ne: Test Participant
County of Residence: Los Angeles
City of Residence: Baverly Hills
L Zip Code of Residence: 20210
Daytime Phone: (800)555-1212
Evening Phone: (800) 555-1212
_Cell Phone: (B00) 555-1212

Current Employment Information (if any of the information below is incomrect, please

click the link employment profile and correct your information before

enrolling.)

Employer Name: CCEI SF licensed (test program)

Ocoupation Title: Teacher/Co-Teacher
Start Date: 08/05/2013

Confirm and Continue Registration

Once you have verified that
all information is correct,
click here to continue the
enrollment process.

Page | 6
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e |Il.b: Enroll Now — Final Step
After confirming and continuing with Registration as shown above, you will be directed to the Final Step screen
to finalize the enrollment. The Final Step screen once again shows the training information previously shown.
Please review all the information shown to be certain that this is the training you want to attend.

Enroll Mow - Final Step

Training Information

Training Code: SAFE 700
Training Nane: Food Service & Food Safery Certificate
Training Description: The Food Service & Food Safety Certificats

provides basic guidelines and recommendations
for planning and s=rving healthy, safe meals in
the child care environment. Core coneent indudes
rwtritional and serving guidelines for the USDA's
Child and Adul Care Food Program (CACFP) a=
wiall a5 comprehensive information on sanitation,
hygiens, and safe selection, swrage, preparation,
and handling of food and equipment

Training Sponsor: CCET Test

Training Sponsor Contact: M=, Maria Taylor

Training Sponsor Contact
~ testliEitest.com
Email:

Training Sponsor Phonea (800) 555-1212

MNumber:

Training Hours: 2.58 Clock howrs — CEU Ehgible
Primary Knowledge Area: Relationship, Interactions and Guidance
Other Knowledge Areas: Relationship, Interactions and Guidance

Ewvent Information

Instructor Mame: maria test Wiew Instrucbor Profike
Ewvent Type: Classroom

Event Start Date: 09/ 12/2015 V2OV 1899 am
Ewent End Date: 09/12/2015 Y20V 1E99 pen
Event Location: CCET Test Location

Ewvent Address: 123 Test 5t Test City CA

Enrcliment Information
Once you have reviewed and verified

Event Cost: $50.00

the information including date, time, Event Capacity: 10
location, and price, read the

) o price, # Enrolled: 2
disclaimer at the bottom of the page o

i K # Waitlisted: o
and if you agree, click the box next to
“I Agree.” You will NOT be able to
enroll if this box is not checked. I give the Calfornia ECE Workforce Registry permission to release the information
- provwided on the previous scres=n to the training sponsor and instructor for this

the purposes of communicating with me abouwt this training and my
future professiona ment needs. Additicnally, I give permission to releass
emographic information abo r aggregated reporting purposes.

I Agres

Once you have check the “I Agree”
box, click “Enroll.”

Page | 7
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e Jll.c: Enrollment Confirmation

Upon clicking “Enroll” in the Final Step, the enrollment process is complete. You will receive a message that
confirms your enrollment as seen below.

You have been enrclled in Food Service & Food Safety Certificate to be held on 09/12/2015 at
09:00 AM. The svent will be held at CCEI Test Location, 123 Test St., Test City, CA, 10000.
Plegss arrive at least ten minutes prior to the start of the event,

IF YOUR PLANS CHANGE AND YOU CANNOT ATTEND THE TRAINING, ¥OU MUST
WITHDRAW FROM THE TRAINING. To withdraw, log into your Registry account using your
user name and password, go to "My Tools and Settings,” then "My Training Registrations,”
find the training from which you want to withdraw, and click on "Withdraw.” You will

receive an e-mail confirming your withdrawal.

S Tlaninon This event has the following cost: $50.00. If payment is due, click the Pay Mow button below.

Thark you,

T Resource Documents
7y Regional Accreditation

You will also receive a separate email from the Registry confirming your enrollment. If the sponsor set up a
PayPal account, you will see the PayPal button on this screen and will be able to pay the training fees due from
this screen. Otherwise, the sponsor and/or instructor will notify you regarding payment arrangements.

1IV: Withdraw From a Training

There are two ways to withdraw from a training; by contacting the sponsor or by self-withdrawing. Both methods to
withdraw are explained below.

e |V.a: My Training Enrollments
If you discover that you will not be able to attend an enrolled training, you can withdraw. If you paid for the
training, refund arrangements must be made directly with the sponsor. Below is the process to withdraw from a
training:
o From the Quick Links home page, click the “My Training Enrollments” link from the navigation bar on the
left side of your screen as shown below. Do not click the silver “Training Calendar” quick link square as
it will take you to the “Search” screen.

Page | 8
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Quick Links

Participants
Select an Action (250 located on the o margin)

C

View/Update View/Update View Education View/Print
Personal Profile Employment and Training Membership
History Report {PDF) Card (PDF)

Pt
Click here to see all
trainings you are or
.have been enrolled Where to Submit Email CA ECE Resume Builder Job Board Search
n. Education/Training Norkforce

Documents Registry

. Administrator
You must also click

here to withdraw
from a training.

Training Calendar

My Training Enrollments

First, click here to

o . Enrollment
Start Date Training Name Training Sponsor i
If you were prompted Status withdraw and
to contact the sponsor Food Service & Food follow the
to withdraw, click here. 09/12/2015 Safety Certificate CCEI Test Enrolled Withdraw
_— Child Care Nirmala CCEI B
Anytime Orientation Program Enrolled Withdraw

o This screen will list all of your past and future enrolled trainings. Clicking the green links under the Start
Date column will take you to the Training Information page.

e IV.b: Withdraw by Contacting Sponsor
o To withdraw from the training, click the green “Withdraw” link and follow the prompts. Depending on
the criteria the sponsor set up regarding withdrawal, you will be able to either self-withdraw or you will
need to contact the sponsor to withdraw as shown below.
o To contact the sponsor, click the green link under the Start Date column (see screenshot above).

The page at https://staging.caregistry.org says:

Please contact the training sponsor for this event to

o

withdraw.

Page | 9
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o When you click the date under the Start Date column to contact the sponsor, you will be directed to the
Training Information page. Notice the statement in RED indicating that you have already enrolled in the
training and to contact the sponsor for assistance.

o Click the green email link next to the Training Sponsor Contact Email to send an email to the sponsor
requesting to be withdrawn from the training.

You already have an enrollment record associated for this training. Please contact the training
organization for further assistance.

Training Information

Training Code: SAFE 700
Training Name:
Training Description:

serving guideline USDA's Child and Adult
Care Food Program (CACFP) as well as .
sive information on sanitation, hyglene, Click here to send the sponsor
and safe selection, storag won, and an email requesting to be
handling of food and equipr 5 -
withdrawn from the training.

Training Sponsor: CCEl Test
Training Sponsor Contact: !
Training Sponsor Contact Email: e om

Training Sponsor Phone

Number: (800) 555-1212

Training Hours: 2.58 Clock hours — CEU Eligible
Primary Knowledge Area: Relationship, Interactions and Guidance
Other Knowledge Areas: Relationship, Interactions and Guidance

IV.c: Self-Withdrawal
o Ifyou are able to self-withdraw from the training, you will see the prompt below asking if you are
certain you want to withdraw. If yes, click “OK.” You will receive an email confirming your withdrawal
status. If you already paid for the training, contact the sponsor for refund arrangements.

The page at https://staging.caregistry.org says:

Are you sure you want to withdraw from this training? If
you click OK, an email confirming your withdrawal will be
sent to you and you will be withdrawn.

Click here to self-withdraw —» OK Cancel

Page | 10
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o Upon successful withdrawal, your “My Training Enrollments” page will show your new status as seen
below.

My Training Enrollments

Enrollment

Start Date Training Name Training Sponsor Status

The green “withdraw”
link will disappear

. Food Service & Food \
08/12/2015 Safety Cartificate CCEI Test Withdrawmn

Child Care Mirmala CCEI
Orienkation Program

Anytime Enrolled Withdraw

e |V.d: Re-Enroll
o If, as the training date approaches, you discover you are able to attend after all, you must contact the
sponsor to re-enroll. Click the green date link to email the sponsor.

V: Completed Training/Profile Update
Once you have completed the training, the instructor will change your enrollment status in My Training Enrollments to
“attended”. The following will describe and illustrate what happens after a training has been completed.

e V.a: Education and Training Report
Once you have completed the training, the instructor will change your enrollment status to “attended,” and
your profile with be updated with the training information. To see your updated information, click the purple
quick link square on the home page as seen below.

Quick Links

Participants
Select an Action (250 locat=d on the =t margin)

|8 )

pdate View Education View/Print

v
Personal Profile

and Training Membership
Report {PDF) Card (PDF)

Where to Submit Email CA ECE Resume Builder Job Board Search
Education/Training Workforce
Documents Ri

Administrator
T My Vembership Card__| Training Calendar
& My Training Enraliments

Page | 11
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. www.careglstry.org
rly Care & Education
Workforce Registry
{
REGISTRY PARTICIPANT EDUCATION AND TRAINING REPORT
081212015
Participant Name: Participant, Test
Registry ID: 100000081
Employer Name: CCEI SF licensed (test program)
Employer's Registry 1D 000027814
Participant Role: Teacher/Co-Teacher
Degrees:
Degree Level Degree Name Institution Date Completed
Assocaws Criks Duwsiopmens/Eanty Crilchood Cend 01012013
Courses:
* Course Meme Msthuson Completion Date Course Units
. and City College Of San Francsco Spring. 2002 3
Your Education and
L. T and City College Of San Francsco Spring. 2002 3
Tralnlng Report WI” IISt a” Advanced Business Practicss in Famiy Child Care City Callege Of San Francisco Wietae, 2010 1
data entered by the Advanced Business Praciices in Famdy Crikd Care Gty Callege Of San Francisco Spring. 2006 '
Registry staff and/or the | Acton Researcn etrocs n Crid an o o~ Whior. 2000 3
trammg n this report were completed with a C or higher Total Course Units: "
sponsor/instructor. The
training information will e ki i
appear here. srmit - Azsociate Teacher ensn3 wanizoe
Bangual Specisfist 01012013 01012016
ning:
Training Code Traiming Name Core Knowledge Areas Training Howrs Hour Type Completion Date.
SAFE 700 Food Service & Food Safety Certificate and 258 Clock hours ~ CEU Eligible 08082015
Caiomia Earty Care and Education Page 1 0f2

Workforce
815 Colovado Biva. Suite C. Los Angeles. CA 20041

Page | 12
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e V.b: Survey
After your enrollment status has been updated to “attended,” you will receive an email from the Registry to

complete an anonymous survey of the training attended. Please take a few minutes to complete this survey as
your feedback is valuable and considered when making improvements to training content. To access the survey,
click the “My Training Enrollments” link from the navigation bar on the left side of your screen as shown below.

Quick Links

Participants
Select an Action (350 jocatd on the 5t margin)

View/Update View/Update View Education View/Print
Personal Profile Employment and Training Membership

History Report {PDF) Card (PDF)

<

Resume Builder Job Board Search

Where to Submit Email CA ECE
Education/Training Vorkforce
Documents Registry
Administrator

Click here to
access the

Training Calendar

o In My Training Enrollments, notice the enrollment status has changed to “attended” as seen below.

My Training Enrollments

o L Enrollment
Start Date Training Name Training Sponsor Status
o/ipp01s  oedsevice&Food e g Withdrawn

Safety Certificate
Click here to take the

Anytime Safetysi::ifi;c%tzﬂw CCET Test Take Survey A/ survey

Child Care Mirmala CCEI

Anytime Orientation Program Enrolled Withdraw

Page | 13
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o Below is a sample of the survey. Questions 1 —11 are multiple choice; click the circle under the column
that best describes your opinion of the training. Questions 12 — 14 are free-type questions requesting
your opinion or thoughts on the training; max 500 characters per question.

Training Evaluation

Please complete the training evaluation balow on the training event that you attended, specified below.

Training Code:  SAFE 700
Training Name:  Food Service & Food Safety Certificate
Training Sponsor: CCEL Test

Instructor: test again
Date:
Location: www.foodseniceandsafety.com

Strongly Strongly
Disagree Agree Agres N/A

Disagrese
[ %] o o] [ %] [ %]
1. The training was well organized,
2. The training followed the syllabus/agenda provided. . . . . .
3. The training provided opportunities to engage in self- © o Q o o
reflection,
o] o] (8] (8]

4, The quality of the training met my expactations. Please click the circle

5. The training was sensitive to the needs of participants. o ¢ ¢ e . under the column that
best describes your

i;cﬂcveinFnrma‘tbﬂ covered will be ussful in my daily a o Q a a opinion for each question
in this section.

o] o Q o] o]

7. The training kept me engaged and interested.

E. The training content was in line with the objectives o ju] Q o o

presented.

9. The training contributed to my educational, o o Q o o

professional and/or personal development.

10, I would recommend this training to other people. e ¢ ¢ e e

11, My leaming objectives were met in taking this o] o o o] o]

training. ——

12, Please elaborate on any areas that you rated as strongly disagree or disagres.

Please provide your
feedback for each

~ question in the box for
this section; max 500
characters ner hox.

13, Please tell us one thing that you will implement as result of this training.

14, Is there anything else you'd like to tell us about this raining?

When your survey is complete, click here

\ Z

NOTE: Your survey is completely anonymous and only your answers will be submitted to the sponsor organization.
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VI: Instructor Access Request

As an active Registry participant, you have the ability to request to be a training instructor with a sponsor organization.
Only sponsor approved trainers will have their Instructor Access Request approved.

If you are interested in becoming an approved trainer with a sponsor organization, it is strongly recommended that you
contact the sponsor organization to discuss trainer opportunities and qualifications PRIOR to requesting instructor
access through the Registry.

Quick Links
Participants

Select an Action (3550 located on the = margin)

View/Update View Education View/Print
Personal Profile Employment and Training Membership
History Report (PDF) Card (PDF)
Where to Submit Email CA ECE Resume Builder Job Board Search
Education/Training Workforce
Documents Registry

-

Training Calendar

)
S

View/Update

Administrator

o Inthe Instructor Access Request page, you will type in the name of the sponsor organization you want to
submit your request to, then click “Search.”

Click the circle next to
the organization of
choice, then click

“Submit Request.”

The green “Request
Sent Successfully”

statement will appear
at the top of screen.

+ Request Sent Successfully

Please enter the name of the training sponsor that you wish to have instructor access for in the ssarch box,
then dick 'Search’, If you do not get results, try just a few letters of the training sponsor’s name, If you still
do not get results, keave the search box blank and click search and all approved training sponsors will be
displayed,

Sefect the one that you want access to by dlicking the circle next to it, then click "Request Access', If you are
associated with multiple training sponsors, 2ach request will have to be made separately,

You currently have instructor access associated with the following training sponsors:

None

Enter Training Sponsor Name and Click "Search’

I SQar:h!

Address + Gty v Zip v
3059 Peachtree Ind Bivd. Cantua Creek 93608
123"“ ocbaedy S c’.‘o 95925

S!.S é;:brada Bhvd o s fo:\'\gﬁ‘?ﬁ : i ';,0‘0"“" i
Santa Barbara 53101

Child Care Allance OF Los Angeles

Nirmala Ccel Program 785 River On The Rays

[Submit Request |

Type in the name of the
sponsor organization here,
then click “Search,” OR

Leave the box blank and
just click “Search” to bring
up all sponsor
organizations.

Page | 15



arly Care & Education ECE WORKFORCE REGISTRY

orkforce Registry Participant User Guide
www.caregistry.org

o If you do not know the name of a sponsor organization, eave the box blank and just click “Search” to
bring up all sponsor organizations.

o Click the circle next to the sponsor organization of your choice, then click “Submit Request.” Your
request will be sent to the sponsor and you will be contacted by the organization with instructions on
how to proceed with the instructor approval process. Your request will remain pending until you have
successfully fulfilled the sponsor organizations requirements for instructor approval.

o Once the sponsor has processed your request, you will receive an email indicating the status of your
request as either approved or denied.

Please note: All approved trainers are required to submit all educational documents to the Registry Office for data
entry and upload to Registry profiles. Documentation includes:

o All college transcripts, including any foreign evaluation or equivalency reports if any
o All current permits (if any)
o All current credentials (if any)

Vil: Contact Us
To submit documents or for questions regarding the Registry, please contact the Los Angeles Office for Southern
California or the San Francisco Office for Northern California at the following:

For the Los Angeles Registry Office, please submit documents to:
o MAIL OR DELIVER:
Child Care Alliance of Los Angeles Registry Office
815 Colorado Blvd. Suite C, 2™ Floor
Los Angeles, CA 90041

o EMAIL:
caregistry@ccala.net
o FAX:

323-443-3659
o FOR QUESTIONS CALL:
Help Desk: 888-922-4453

For the San Francisco Registry Office, please submit documents to:
o MAIL:
Office of Early Care and Education
Attn: “CA ECE Workforce Registry”
City/County of San Francisco
P.O. Box 7988 (A-711)
San Francisco, CA 94120-7988

o EMAIL:
CAECEWorkforceRegistry@sfgov.org
o FAX:

415-557-5615
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