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About AfterSchool Works! New York

AfterSchool Works! New York (ASWNY) is the official saffiliate of the National

Afterschool Association (NAA) and serves as a-poofit membership association for

afterschool professionals in Ne¥ork State. Through an extensimetwork of intermediaries,
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information, training, credentialing and support to afterschool professionals in order to build
high-quality, sustainable afterschool programs that meet the needs of children, youth and their
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Since 2002, ASWNYhas administered the New York State Schisgé Care Credential which
includes a full distance learning componédntaddition, ASWNY convenes statewide training
institutes designed to meet the educational needs of afterschool professionals.

The work ofASWNY is rooted in the beliethat the primary drivers of program quality are the
skills, experience and education of staff. @ssociationncludes practitioners, policy makers,
researchers, and administrators representing all public, privatebéait, schoebased and
communitybased sectors. Our members work in school age child care programs, 21st Century
Community Learning Centers, Boys and Girls
Departments, and other before school, after school and sumnoggams.
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Chapter One: The Credentialing Process, Eligibility
Requirements and Responsibilities of Key Roles
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Preface

that one can make. A schemjie or afterschool professions a special person in

chil drenos |l i ves as t hey master skill s,
move to new levels of thinking and understanding about themselves and the world. It is an
exciting and challenging responsibility to set up a supportive learning emerdarfor a group of
schootage youth, develop a relationship with each one, and meet their needs as individuals and
as a group. Childrentés |l earning experiences
confidence and success in elementahosl.

The choice to work with schoalge children is one of the most important career decisions

The number of children in scheage group prgrams has multiplied in recent years. Families
place great trust in the staff of these programs, for it is the daily performance of the staff member
or provider that determines the qualitytbé child e n 6 s b e f echoel experidnceaThd e r
New York StateSchootAge Care Credential Competency Standards support qaétiéyschool
programs for schoedge children by providing standards for training, evaluation, and recognition
of staff members angroviders based on their ability to meet the unique needs of this age group.

Applying for theNew York StateSchootAge Care Credential is a big commitmehiowever,
working towards the redential can be a rewarding experience. It offerdividuals the
opportunity to:

Evaluate their own work in relation ddew York StateSchootAge Care Competency Standards;

Get feedback and support from people who have experience working with-agieochildren
and knowledge about scheajye services;

Improve their skills in ways that are satisfying for themselves and beneficial for children;
Earn a professional Credential that is recognized throughout New YorkaSthteyond!

TheNew York StateSchootAge Care Credential has been developed tmpte quality services
to children and families by providing specific standards, training, and evaluation of-ageool
staff members and providers. It is an opportunity for adults working with selgeothildren to
gain professional recognition for densbrating competence in their-tine-job skills.

This section presents an overview of tew York StateSchoolAge Care Credential Process

and the eligibility requirements and responsibilities of the Candidate, AdvisoSarabtAge
CareCredential Endser who all play a part in the Credential Process.

7| Page
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The New York State SchootAge Care Credential Process

A schoolage care provider and/or staff member usesNbBes York StateSchootAge Care

Credential Process to improve his/her professional knowledge, skills, and standing in the
profession. S/he usually attends training sessions, works with an Advisor, documents his/her
competence, and then meets with an assigned Credentiafden. The Credential Preparation

Course Instructor usually administers a written knowledge assessment. The AdviSchaaod

Age CareCredential Endorser observe the Candidate and review his/her documentation. The
Credential Endorser also interviet®e Candidate, and makes a recommendation regarding the

Candi datebs competence to the Credentialing Ager

The Credential Endorser recommends either that the Candidate be awarNeavtierk State
SchoolAge Care Credential or that the Candidhte deérred foradditional trainingand to
reapply at a later time when s/he has received that training.

Thefollowing chart provides a visual of the credentialing process; with each step being described
in greater detail on the following pages.

8| Page
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The Credential Process, Roles and Respaitdities Chart

Respondiilities:

ll

Role: Advisor

Observes Cand
(minimum of 3 visits)
Coaches Candidate for
Improved Quality
Observes Cand
Coaches Candidate for
Improved Quality
Observes @akd
Completes Observation
Instrument, Coaching Meeting
Notes, and Summary Form
Certifies documentation is
complete

Responsibilities:

|l

Role: Credential Agency

Maintains upto-date list of
Host Agency sponsored
Credential Prep Courses
Promotes Credential
Matches Candidate with
Endorser

Reviews Endorsement Visit
procedures

Awards Credential, or provide
notice that Candidate should
receive more training

Alerts Candidate when renews
is due

Responsibilities:

il

= =4 =4 =4

Role: Credential Candidate

Enrolls in Credential Prep Course offeredHhyst
Agency or does Independent Study guided by Advig
Selects Advisor from approved list
Submits for EIP fundindor Credential PreCourse
Develops Documentation: Portfolio and Resource F
Attends and completes 1st half of Credential Prep
Course
Submits for EIP funding for 2nd half Credential Pref
Course and Credential Assessment
Attends ad completes 2nd half of Credential Prep
Course
Continues to develop Documentation: Portfolio and
Resource File
Completes Documentation: Portfolio and Resource
File
CollectsFamily Questionnaires
Submits Endorsement Visit Request Form to
Credentialing Ayency with assessment payment
Has Endorsement Visit in whidendorser
o Reviews Portfolio, Resource File, Advis
Observation Instrument, and Family
Questionnaires
0 Observes Candidate
Interviews Candidate
o Completes Candidate Profile, including
YearProfessional Development Plan
Candidate receiveSredential, oreceiveanore
training
If Credential is not awarded, Candidate may appeal
Endorsement Visit Process
Candidate renews Credential after 3 years

o

Role: Host Agency

Responsibilities:

1 Registers Course with
Credentialing Agency

1 Provides approved Advisor
list to Candidates

1 AssistsCandidates to
complete EIP applications

1 Submits Course Roster

1 Trains, coaches, and
evaluates Advisors
providing approved list for
Candidates

9 Instructs classes

1 Participates in schedue
conferences with Credentig
Agency

1 Submits quarterly reports

1 SubmitsFinal Course Roste
with completed part 1
assessment payment

Role: Endorser

M Performs visit to
V  Review documentation
V Observeandi da
with children
V Interview @ndidate
V  Complete andidate
profile
1 Based on findings during
site visit, the Endorser
providesarecommendation
thatcandidatebe awarded
the credential or deferred
pending additional training.

9| Page
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The Ten Steps of the CredentiaProcess
Step 1: Candidate Aoplies for Credential

If you meet the eligibility requirements for the Schégle Care Credential complete a standard
Credential Application Form available @atd submit it to, mapproved Host Agency who offers a
SchootAge Care Credential Preparation Course. You firash an up-to-date listing of such
agencies awvww.afterschoolworksny.org.

Step 2:Candidate Enrolls in SchootAge Care Credential Preparation Course and/or Does
Independent Study

Because the Schoedlge Care Credential is based on competence that is observed and
documented, there is flexibility regarding how one develops the necessary competence. Enrolling
in a SchoolAge Care Credential Preparation Course (sponsorethbpprovedHost Agencies)

is recommendedrou may also apply relevant college courseworkdanyCredential preparation,

or do independent study. Independent studynlg recommendetbr those who haveompleted

formal child development study apdssessignificant experience with scheafied children.

Step 3: Candidate inds an Credential Advisor

Host agencies keep a list of qualified Advisors who can guide a Candidate through the Credential
Process. The Advisor works closely with the Candidate to assess current competence, identify
needed training, and coach for continued professionavty. The Advisor observes the
Candidateds wor k at | east three ti mes, and hol d
each observation. The Advisor also must review your documentation and certify that it is
complete before you submit your Ensement Visit Request.

Step 4: Candidate Sibmits Application for Educational Incentive Program (EIP) Funding

EIP supports professional development for sctag@ care professionals by paying course and
asseswent fees. Host gencies will guide you tlaugh the process of applying for EIP funding.
To find out if you are eligiblerato apply, call 3800-295-9616 orvisit www.tsg.suny.edu

Step 5: Candidate Documents his/her @mpetence in thePortfolio and Resource File,and
Written Knowledge Assessment

The Portfolio documents personal and professional information about the Candidate as well as

how the Candidate applies child development knowledge to his or her work accordinflémthe

York StateSchootAge Car e Credenti al CompetencwndSt andar d
long-term goals, copies of Family Questionnaires, and letters of recommendations from two
families of children in t hePo@fainndi datebds program

The Resouce File provides documentation of twentjx requirements that demonstrate the
Candi dateb6és proficiency, practice, and relevant

10| Page
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Step 6: Candidate Submits Endorsement Visit Request Forrand is Assighed aSchooltAge
Care Credential Endorser

When a Candidate has completed his/her documentation, s/he may request an Endorsement Visit.
At that time, the Credentialing Agency will assign a qualified Endorser who will schedule an
Endorsement Visit with the Candidate.

Step 7 School Age Care Credential Endorser ©nducts Endorsement Visit

The Credential Endorser has a variety of tasks to complete during your Endorsement Visit. The
responsibilities of th€redential Endorseénclude:

1 Reviewall written documentationResource~ile andPortfolio which includes Advisor
Observation Instrument, Coaching Meeting Notes, and Summary Profile; Family
Questionnaires and two letters of recommendation from families of children in the
Candi dat e 6s p-ramdpngtemm;goaks fo profesdional development.

1 Observahe Candidate: during a normal day when the Candidate fulfills a leadership role
in working with children.

1 Interviewthe Candidate taliscuss competency standards that the Credential Endorser
was unable to observe on thay s/he visits the program, atl assess the Candi
ability to articulate the value, purpose, and process of his/her work in suip@chre.

Step 8: School Age Care Credential Endorser Recommends that the Candidatedeive he
Credential or that s/he get more Taining

At the conclusion of the Interview, the Credential Endorser, noting the comments made by the
Advisor, completes th€andidate Profile and makes a recommendation to the Credentialing
Agencyi either that the Candidate is competentl &hould receive the Credential, or that the
Candidate needs more training and should reapply for the Credential at a time when s/he has
received that necessary training.

Step 9: Credential Review Panel Meets and the Credentialing Agency Awards or Dod&ot
Award the Credential

The Credenti al Review Panel checks to make sure
conducted according to standard procedures and if documentation shows that it was, accepts the
recommendation of the Credential Endorser.

Step 10: Candidate Rnews the Credential After Three Years

A Credentialis valid for 3 years from award and / or renewal.

11| Page
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The rengval process involves the following five steps:

The Credentialing Agency will send an expiration letter to shkootage credentialed staff
member three months prior to the expiration of the credential at which time s/he may request a
renewal package.

The Candidatp r epar es aapvriagitseanl disteHdt i ncludes an upde
his/her Profile (completed at Endorsement Visit) and must include an update on any Skill Areas
in which the Candidate received a fineeds more tr

The Candtlate develops a Threéear Professional Development Plan which includes tese
goals for each of the 14 Skill Areas.

The Candidatemails a copy of the seHppraisal document and Thf¥ear Professional
Development Plan to the Credentialing Agencyhwite renewal fee.

The Credential Review Panedviews documentation and awards the renedefkers forfurther
information, or denies renewal.

12| Page
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Primary Roles: Eligibility Requirements and Responsibilities

The New York State SchoeAge CareCredential Manal includes specific instructions for the
Candidate, Advisor, and Credtial Endorser. Each of the individuals fulfilling these rofesst

meet qualifications so that they will be ablepgrformtheir role of assessing and developing the
Candi da peteice. The following provides only a general description of eaohl e 6 s
responsibilities.

Candidate Eligibility
The applicant must meet the following eligibility requirements:
Current Work

V Candidatemust provide care to scheabe children. Staff wd work in centetbased,
schootbased, or family or group family day care settings that care for sefgeol
children are eligible.

V Candidatemust regularly work directly with schoalge childrenso that Advisor and
Credential Endorser will be able tbserve his or her interactions with children in a
leadership role.

Education
Candidatemust have a high school diploma or GED equivalent. Transcripts of relevant

coursework should accompany a Candidateabs Appl i
his/her Advisor can assist him/her in developing an individualized learning plan.

Experience

Must have had, within the past 3 years, at least 480 hours of experience working witkagehool
children in an organizeNew York Stateegistered or licenskeprogram.

13| Page



<

The New York State SchoeAge Care Credential Manue 2008

Credential Advisor Eligibility Requirements

Personal Characteristics

Be familiar with the schoehge program and the needs of children and families where the
Candidate will be observed.

Be knowledgeable abottew York State SchoeAge Care egulations andNational Afterschool
Association Program Accreditation Standards.

Education

B.A., B.S., or advanced degree in child development, youth agency administration, recreation,
home economics, physical education, elementary education, spdadtion or other related

field from an accredited college

OR A.A.S. in a related field

OR Successfutompletion of theNew York StateSchootAge Care Credential
AND Advisor training provided by credentialing agency

ProfessionalExperience

Two years of experience in a schage setting including:

1 One year working directly with children in the same age range as the children in the
Candi dat e 6s p ragegtafy twacters fanaly child bame provider, social worker
or similar role; and

1  One yearof responsibility for the professional growth of another adult.

Without Conflict of Interest

Must not be the relative of a child in tii2a n d i daaet a @ng time during the credential
process.

Must not be related by blood or marriage or othgal relationship to th€andidate.

Must not be working with th€andidaten a coteaching situation (with the same children in the
same room).

Advisor Responsibilities

Work with Candidateover a period of at least four monthed dserve theCandidateat least
three times, recording observations and giving the Candidate recommendations for growth and
determining their competency in each skill area

Advise theCandidateabout preparation of tHeortfolio andResource Filg
ReviewPortfolio andResource Filand verify the contents

Act as Coach and Mentor for t he Candi dateos
Coaching Meeting Notes

Complete a Summary of Candidate strengths and areas for growth in each skill area

14| Page
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Credential Endorser Eligibility Requirements
Education

V Education related to child devel opment: Ba:
experience or successful completion of Wewv York StateéSchootAge Care Credential.

Professional Experience& Expertise

New York State SAC Credentialed Professional

Experience working with schoalge children; in a schoalge care program preferred
Experience supervising staff working with schagke children

Experience working with diverse populations

Strong written, oral, anchterpersonal skills

Membership in a professional organization

<K <K <K< KK K KL

Knowledge of Schoehge Care Credential Competencyidards, credentialing process,
New York State OFCS Schosige Child Care Raglations andNational Afterschob
Association Programccreditation Standards (knowledge prior to training desirable)

Free from Conflict of Interest

To promote objectivity and credibility, an individual servingsafiool Age Car&ndorser

Must not be the relative of achildint@ea n d i daset e 6 s
Must not be related by blood or marriage or other legal relationship @etididate
Must not be employed attlita n d i &ragrad s

< < < <

Must not have previous knowledge or{oanceptions about the Candidate

SchoolAge Care Credential Endorser Responsibilies

Serve as the representative of the Credentialing Agency

Observe theCandidatef o r a minimum of t hree hour s or t he
whichever is longer

1 Interview theCandidatefollowing the Observation to learn more about competencies that
may not have been demonstrated on a given day
articulate the value, purpose, and process of his/her work in sapedaare

Revi ew t hePofifalio Resabwe Fdled 8 d Advi sor 6s Observati on
Compkte Candidate Profile

Verify that all procedures have been followed and submit completed documentation to the
Credentialing Agency

15| Page
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New York State SchootAge Care Credentialing Agency
AfterSchool Works! New York

Credentialing Agency Responsibilities

Coordinate the entire credentialing process
Maintain updated Scho@ge Care Credential materials
Recruit, train, monitor, schedule, supply and reimburse qualified Endorsers

Recruit and orient agencies wishing to offer Credential Preparation Courses/esetnaat to
help meet the needs of Credential candidates

Develop a data base to track candidates throughout the credentialing process

Convene qualified Credentialing Agency Panel to review and monitor materials and procedures
submitted by Credential Enders and officially award the credential or recommend additional
training

Supply official notification of credential awards to successful candidates

Send a renewal announcement to the sehgel care credentialed staff member three months
prior to the expition of the credential

Convene Credential Review Panel to award/deny renewal

Distribute credentialing materials to qualified and interested candidates, and refer Candidates to
Host Agencies offering Credential Preparation Courses

Credential Review Panel
Credential Review Panel Responsibilities

Meets quarterly and/or subject to need

Reviews materials submitted by Credential Endo@eninimum of two reviewers per packet)
Evaluates materials using checklist

Determines if materials are complete atahdard procedures were followed during the process

Justifies that document ation exists to honor
or not to award the Credential

Officially awards Credential or renewal to successful candidates

Notifies camidate in writing if initial credential or renewal materials are incomplete and if
additional information or documentation is required

Manages appeal process with unsuccessful candidates who choose to afpetedhage Care
Credential Endorser or credentialing panel recommendation

Reviews Renewal Packets

Note: Credential Review Panel members are appointed by the credentialing agency, AfterSchool Works! New York

16| Page
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Credential Review Panel Qualifications
Education

Bachelors oMasters degree in child development or other fields related to sabedalare;
OR
A combination of experience and education in fields related to selgeotare.

Experience

Experience working with schoalge children in a structured setting

Recognized leadership in providing educational and/or professional growth opportunities to
schoolage care providers

Knowledge ofNew York StateSchootAge Care regutions and\ational Afterschool
Association Program Accreditation Standards

17| Page
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Chapter Two: Competency Standards

Contents Include

Skill Area 1: Professionalism
Skill Area 2: Child Development
Skill Area 3: Safety

Skill Area 4: Health

Skill Area 5: Self

Skill Area 6: Guidance

Skill Area 7: Out-of-School Environments
Skill Area 8: Creative

Skill Area 9: Physical

Skill Area 10: Cognitive

Skill Area 11: Communication
Skill Area 12: Social

Skill Area 13: Families

Skill Area 14: Operational Program Management

18| Page
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About the Competency Standards

he New York State Schodlge Care Credenti@@ompetency Standardse used to
eval uate a Candi da drenGasd fgniias uong tha Sclcosye @aret h ¢ hi |
Credentialing Process.

TheCompetency Standardse divided intdl4 Skill Areas which describe the major tasks or

skills that a Candidate must be able to do in order to carry out the Competency Goals.

Each Skill Area is explained bydevelopmental contextwhich generally includes a brief
overview of child development and provides a rationale for the Skill Area definition.

Each Skill Area is further explained by a list of numberechpetencies that arfollowed by
bulleted behavioral indicators

To Maintain a Commitment to Professionalis
One of 14

1. Skill Area: Professionalism Skill Areas

Developmental Context: A General Descriptiorf of the Skill

Professionals working with scheafie childrenand their families make decisions based on
knowledge of schoehge development, appropriate schagé activities, and family life, and
demonstrate a commient towards quality programs for schagle chitiren. The professional
schootage staff membeagontinues to set new goals and take advantage of training or educational
experiences that will help her/him to grow more competent. Recognizing that the way they relate
to one another directly affects the quality of schagt programs and sets an examiole
children, adults in scho@ge settings work to resolve issues and problems among themselves
cooperatively and respectfully. They also work together to educate the community at large about
the needs of schoalge children. The staff member should deperelationships with other
schoolage professionals and establish a network for information and support.

Indicator

Competencies and IndicatorsNumbered by Skill Area -

1-1 Demonstrates knowledge of regulations that apply to seiag®icare by:
Spealng convincingly about the purposes of regulations for safe and high quality care

Thesecompetencies and indicatodescribe behavior that demonstrates a Candidate is acting in a
competent way or exhibiting a skill in a particular Skill Area. During desessment process,
most Candidates will exhibit other competent behaviors, and a tempg@andidate might not
demonstrate all the examples listed under a Skill Area.

Thecompetencies and indicatarscluded in the standards should serve as a basisdognizing

other, more specific behaviors that are important to the individual Candidate. Candidates,
Advisors, and Endorsers will be able to think of additional ways to demonstrate skill in each of
the 14 Skill Areas.

19| Page
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The New York StateSchootAge CareCredentialing Process ensures that, before a candidate is
awarded the Credential, all

Competencies have been observed,

Competencies have been documented, or

Competencies have been articulated in a personal interview with the Candidate
Competent schoalge personnel integrate their work and constantly adapt theirdskiligays
thinking of the development of the whole child. In all Skill Areas, it is important for competent
schootage staff members to:

Individualize their work with each child while méeg the needs of the group

Promote multiculturalism

Support families with different languages

Meet the needs of children with special needs

And, while demonstrating skills and knowledge, competent semml staff must also

demonstrate personalialities, such as integrity, flexibility and a positive style of communicating
with schoolage children and their families.

20| Page



The New York State SchoeAge Care Credential Manue 2008

1. Skill Area: Professionalism

Developmental Context

Professionals working with scheafie children and their families makectdons based on
knowledge of schoehge development, appropriate schagé activities, and family life, and
demonstrate a commitment towards quality programs for segmkchildren. The professional
schoolage staff member continues to set new goalstake advantage of training or educational
experiences that will help her/him to grow more competent. Recognizing that the way they relate
to one another directly affects the quality of sckhagd programs and sets an example for
children, adults in schbé@ge settings work to resolve issues and problems among themselves
cooperatively and respectfully. They also work together to educate the community at large about
the needs of schoalge children. The staff member should develop relationships with other
schoolage professionals and establish a network for information and support.

Competencies and Indicators
1-1 Demonstrates knowledge of regulations and NAA Standards

1 Speaking convincingly about the purposes of regulations for safe and high quality care

1-2 Viewsself as professional in current work with children by:

9 Dressing in an appropriate manner
1 Arriving on timei is dependable and reliable
1 Speaking of work in positive terms

1-2 Hasand is continually developing competencies in child development;gonoging,
communication skills and other topics related to children by:

1 Regularly attending conferences, workshops, and other professional development
opportunities, and has an ongoing training plan

1 Belonging to a professional organization related t@skage children
1 Reading professional journals, magazines, newsletters, and the like to increase
knowledge of current findings, best practices, and other information related to providing
high quality care for scho@lge children
1-4 Sets professionalevelopment goals that lead to continuous improvement by:

1 Developing shortand longterm goals a minimum of every three years

1 Making goals specific, measurable, achievable, relevant, and timely
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2. Skill Area: Child Development Knowledge

Candidatedemonstrates an understanding of child development ages, stages, and the range of
development that may occur within a given age or stage, as well as an ability to apply this
understanding in developing program, environment, and activities that meetrclildre ne e d s .

Developmental Context

SchoolA g e Car e contributes to childrenods devel opr
childrenbés experiences in school or at home. I
developmental opportunities, apdovide safe and appropriate care they must understand what

children of various ages and developmental stages are like, what they can reasonably be expected

to do, and what they need from adult caregivers. Competent child care providers provide

inclusive programming for children of all abilities, including those with special needs. It is

intended that a candidate demonstrate proficiency with the body of knowledge related to child
development in addition to demonstrating its application throughout othetidnal areas.

Competencies and Indicators

Uses systemati c, objective observations to anti
needs their developmental stage might predict:

Recording what children do and say

Observing children in differd settings and at different times of day

Sharing observation info with child and families when appropriate

Conducting observations for different reasons

Recording many instances of a childds actions be
Using all opportunitiesat gather information about children

Working with colleagues to develop a schedule for conducting regular observations of children

Organizing observations in a systematic way

Demonstrates reasonable expectations regarding what children of wdemelepmental stages
are able to do physically, emotionally, socially, cognitively, and creatively by:

Responding to childrends devel opmental stages as
Describing how s/he accommodates the needs of youndgrechio feel safe and secure

Describing how s/he helps older children develop their own sense of identity through greater
independence and choice, planning activities for themselves, and the like

Programming creatively to engage older children in legr@bout violence prevention, gender
identity, sexuality, and other issues relevant to middle school children
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Plans, organizes, and provides programming that meets the developmental needs of children by:

Planning and adapting a wide range of activi{iggorts, math, science, drama, art activities,
music, etc.) which children of various ages can enjoy and find challenging but not frustrating

Organizing a program environment that meets the developmental needs of children

Providing sufficient program matials and equipment that are appropriate for the developmental
stages of children using them

Includes children of all ability levels, including those with special needs by:
Providing activities and experiences that include children of all abilities

Providing opportunities for children with disabilities to interact with their peers ak asel
differently-abled children

Challenging children with exceptional abilities

Using the expertise of parents as a resource for working with children with gl

Using the expertise of teachers, commubi&ged organizations, and psychologists that may
include members of the Committee for Speci al

working with children with special needs

3. Skill Area: Safety

Candidate provides a safe environment to prevent and reduce injuries.

Developmental Context

One of the most essential services for sclag@ children is to ensure their safety and Welhg.

Indoor and outdoor areas should be free of dangeroustioorsdand materials. Adults should
teach children about safety and comfort children when hurt. Adults should be attentive and have
the skills and knowledge to prevent injuries and to handle emergencietendsciand injuries
appropriately when they occuln a safe environment, children will learn gradually to protect
themselves and look out for others.

Competencies and Indicators

Follows New York Statesafety regulations as well as program policies and procedures designed
to keep children safe
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Actively works to prevent injuries and harm to children by:

Conducting safety checks (daily and monthly, indoor and outdoor).

Removing or repairing unsafe items

Arranging the program space so there are clear traffic paths and exits

Designating sepate areas for quiet and active play to avoid congestion and collisions
Supervising and interacting with children

Arranging the environment so that children are visible to staff

Using wellconceived sigian and sigrout attendance procedures to ensur thildren are
supervised by staff or authorized family members

Maintaining agency awareness of how each child arrives and leaves progeam (i

bus/walking/auto) and safe means for their transport to ensure child safety.

Making developmentallyppropriate supplies and equipment available to children, and creating
boundaries to protect children who may not yet have the skills andn@grdgto use certain

materials or equipment safely

Following a daily schedule that provides time for active amdtgplay so that children do not get

overtired and have accidents

Maintaining appropriate childdult ratios and group sizes, intervening immediately when

childrenareimol ved i n unsafe play, and invol vi
Explaining rules and procedures for sports and games before play begins

Modeling and reinforcing safety rules with children

Prepares to act quickly if an accident or injury should occur by:
Making sure there is an accessible telephone in working order
Keeping safety equipment in good condition

Maintaining firstaid and safety supplies

Maintaining upto-date emergency telephone rigns for all parents

Posting emergency phone numbers for chi
control next to the telephone

Conducting fire drills frequently (minimum 1 per month) to prepare children and staff
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Protecting and reassuring children while conducting an emergency drill according to established
procedures

Using an effective means of mmunication between and among stafé.(intercom, monitors,
walkie talkies, etc.) who are supervising children in different areas of the program such as indoor
and outdoor areas

Obtaining current First Aid training (CPR, First Aid, MAT) affidst respowmler training to
respond to accidents and emergencies

Providing appropriate first aid training for children to learn
Developing plans of action to respond to unusual emergencies relatedtteevy terrorist attacks,

etc.- training and practicing suchagsis to ensure that staff and children are prepared to respond if
necessary

Responds quickly and calmly in event of an emergency, including:
Explaining and following specific procedures when there is an accident or emergency
Responding quickly ancalmly to children in distress

Recording injuries, accidents, and illnesses on a form to share with families and program
supervisor
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4, Skill Area: Health

Candidate promotes good health and nutrition and provides an environment that contributes to the
prevention of iliness.

Developmental Context

Good health involves sound medical and dental practices and good nutrition as well as positive
prevention practices. Adults should model and encourage good health and nutrition habits with
schootage childrenFood should be nutritious, prepared carefully and served in a relaxed atmo

sphere. Prompt care should be given to schgelchildren who are or become ill or hurt. School

age children need a clean environment that is properly lighted, and heated dr balder and

outdoor areas should be free of mat erials or <co
t he ¢ hidaldhéeds carimyngcates positive feelings about his/her value and influences the

childbébs devel opi ng f-wbrehnRaremts andapnodiders sheuldiexcigasge o f sel
information about childrends physical health fre
Competencies and Indicators

FollowsNew York StateChild Care regulations that address health, sanitation, and food handling
practices.

Modelsand teaches habits that promote good health and nutrition by:

Actively avoiding use of tobacco, alcohol, and other drugs, soft drinks, or excessive candy while
with children

Maintaining a positive, relaxed atmosphere to reduce tension and stress

Washing hands often and always before or after food preparation or eating, after messy or
outdoor activities, and after toileting and/or blowing nose

Helping children learn ways to recognize, relieve, and cope with stress
Maintains and makes accessible suplias help children practice healthy habits:
Pl acing tissues, paper towels, and soap within ¢

Keeping a supply of sanitary pads and tampons i
where they are

Encouraging children to drinlkts of water, especially when active or weather is hot
Acts to detect and prevent child maltreatment by:
Describing state regulations regarding mandated reporting

Describing the signs of possible child maltreatment
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Demonstrating understanding of thppéicable laws and regulations related to reporting child
abuse and maltreatment

Being alert to changes in childrends behavior
Maintains a high standard of cleanliness and sanitation practices by:

Checking thefacility daily for adequate ventilation and lighting, comfortable room temperature,
and good sanitation

Directs children to wash their hands using techniques recommended by the Centers for Disease
Control before or after food preparation or eating, aftessy or outdoor activities, and after
toileting and/or blowing nose

Cleaning and disinfecting surfaces before using for food preparation

Is prepared to deal with medical emergencies or iliness by:

Having medical records accessible for children in odiseedical emergencies

Having emergency medical plans, permission to treat children

Using universal precautions to prevent infections, especially regarding bodily fluids
Regularly observing children for signs of iliness

Provides healthful, nutritiousnd pleasant snack and food experiences for children by:
Cleaning and disinfecting surfaces before using for food preparation or eating area
Providing opportunities for children to plan, paee, and serve meals and snacks

Offering selfservice snackso children can detaiine when, what, and how much to eat
Serving res$nayxlkdonma aagisgyhldrah todynnevefaods

Using a flexible schedule so children can rest, relax, be active, and eat as needed
Employing a supportive camving style that leads to healthy food attitudes

Being responsive and firm with children, offering food and activity choices within limits

Providing opportunities for children to learn healthy nutrition and active play practices that lead
to healthyweight

Provides resources on health and hygiene such as magazines, books, pamphlets, and visiting
health professionals
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5. Skill Area: Self

Candidate provides physical and emotional security for each safeothild and helps each
schootage childto know, accept, take pride in himor herself and develop a sense of
independence.

Developmental Context
All children need a physically and emotionally secure environment that supports their developing

selfknowledge, seltontrol, and selesteem, andtahe same time encourages respect for the
feelings and rights of others. Knowi ng oneds

S

and abilities. I't also means identifying oneobs

larger cultural coomu ni t vy . Accepting and takingingri de
success and being accepted by others as a unique individuadstelin develops as children
master new abilities, experience success as well as failure, and realize theivesiésstiin
handling increasingly challenging demands in their own ways.

Competencies and Indicators

Respects the individuality of children by:

1 Showing them in many ways that they are agipted, valued, and enjoyed

1 Encouraging children to shosppreciation to adults and other children in the program

9 Observing children to identify what makes them unique and letting them know their
individuality is valued

1 Working with colleagues to make sure that each child receives the individual attentioshlee o
needs

1 Allowing children to choose what they want to do and to choose not to participate in an activity

Helps children identify, plan, and pursue their own interests and talents by:

fldentifying childrends int eonesdtiosn t hrough obseryv

1 Using the information to plan activities and provide materials

fOf fering a wide variety of activities that
differences

1 Providing children with time and resources needed to pursueéritexiests or master a skill
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Helps children learn about and appreciate eetyof cultures and ethnic groups, including their
own by:

Making no biased remarks

Actively promoting cultural awareness through reading, foods, celebrations, at&yetcd a
basic curriculum

Provides opportunities for children to experience success and then encourages them to see and
acknowledge their own progress and successes by:

Using genuine praise and recognition to ackeodlge chi | dr end s hneftd ort s and

Helping children gain the skills they need to gdete a task and repeatedly experience success so
they can overcome fear of failure

Letting children know they are cared for by offering a gentle physical or nonverbal éoatact
hug, a touch, amile

Modeling recognition of personal efforts and acptishments through sefiraise

Encourages children to solve their own problems, intervening only when it seems they cannot
find a solution or when someone might get hurt by:

Helping children dealith setbacks by accepting their feelings and failures and responding
respectfully

Listening carefully to children and taking their concerns seriously without interrupting, judging,
or giving unaskedor advice

Involves children in activities that helpitdren learn positive social values by:
Il nvol ving children in the programds daily operat
Allowing children to use their growing indepeastte in safe and aggpropriate ways

Offering competitive sports and gam@s well as cooperative games) that help children learn to
value fairness, cooperation, and personal growth

Providing opportunities for children to develop citizenship and leadership skills
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6. Skill Area: Guidance

Candidate provides a supportive enmiment in which children can learn and practice appropriate
and acceptable behaviors as individuals and as a group.

Developmental Context

Knowing what behavior is appropriate or acceptable in a situation is an important skill. Children
develop thisunderstanding when consistent limits and realistic expectations of their behavior are
clearly and posively defined. Understanding and following simple rules can help children
develop seHcontrol. Children feel more secure when they know what is exppedftthem and

when staff and parcaltisyy teaxxlkpe citmattd oasc o wemtl i essd d h

needs.

Competencies and Indicators

Creates an environment of respect where it is not acceptable to hurt anyone by:

Establishing ground rulesith the children

Involving children in setting limits and making rules

Creating a sense of community through positive communication with children and adults
Guides childrenbés behavior in positive manner

Relying on cooperative and respectful gmca and discipline methods rather than coercive and
authoritarian methods

Speaking to children with the same tone and respect used with adults

Redirecting children from inappropriate to apprafpgibehavior (for example, from play
wrestling in the quitarea to playing a game in the gym)

Having reasonable expectations of behavior based on ages and abilities of the children
Considering the possible reasons for the chil
Di scussing childrends misbehavior in private
Offering asistance to children who are out of control

Providing creative outlets for expressing strong feelings

Stating directions and reminding children of rules in positive terms

Using genuine, positive praise when children use appropriate behavior
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Usespositive problem solving and problem prevention methods by:

Allowing children to experience the natural and logical consequences of their behavior (when
safe and appropriate to do so)

Listening to and accepting c¢mundastaedithés angry f eel

conseguences of expressing those feelings inappropriately
Modeling appropriate ways to express negative feelings

Working with parents to help a child with a problem express his or her feelings in acceptable
ways

Talking to children abdutheir day at school, their friends, their concerns, and their feelings

Arranging the environment to encourage appropriate behavior (for example, creating clear traffic
patterns so children doné6ét get in each othero6s

Follows a daily schedule that allows children freedom within structure by:

Allowing children to choose their own activities

Involving children in planning activities and selecting materials and equipment
Planning some games and activities that encowraggeration rather than competition

Helps children develop and practice positive conflict management skills by:

Teaching children how to use conflict resolution techniques to resolve their differences
Giving children opportunities to handle thdisagreements without adult assistance

Holding group meetings during which children can raise concerns and grievances and work
together to solve problems

Introducing peer mediation skills to children
Communicates discipline policies clearly by:
Knowing and followingNew York Stateegulations regarding discipline policies

Explaining written discipline policies that are shared with parents
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7. Skill Area: Out-of-School Environments
Candidate uses space, relationships, materials, and routines asag$muconstructing an
interesing, secure, and enjoyable environment thabarages play, exploration, and inspires
learning.
Developmental Context
Children of all ages learn from their own experience and by imitation. Adults can guide and
encourage hi | drenés |l earning by ensuring that the en
active exploration, play and movement by children; and supports a broad array of experiences. A
reliable routine together with a stimulating choice of materials, &esyiand relationships
enhances children6s | earning and devel opment .
Competencies and Indicators

7-1 Separates interest areas so that simultaneous activities of different natuwresurhy:

Creating a variety of wekkquipped, inviting, and respomsiinterest areas
Rotating interest areas to reflect changing skills and interests
Using furniture, tape, or floor covering to define interest area boundaries

Locating interest areas so that quiet and noisy activities are separate and children timnot ge
one anotherds way

Locating interest areas near resources (such as light and water) used in the area

Supporting older children as they create spaces designated for their use only

Seeking childrenbds ideas and suggestions for ar
Setting up a selferve snack area

Working with children to develop rules and limits related to using the environment

7-2 Provides space in which children can enjoy quiet and privacy by:

Offering a balance of simultaneous activity choices (activegaret; indoor and outdoor;
individual, small group, and large group)

Providing a quiet area with adequate lighting where children can do homework

Providing appropriate materials (dictionaries, writing supplies, pencil sharpener, etc.) for
homework assianhce

Providing comfortable indoor and outdoor areas where children can enjoy time alone
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Providing areas that are soft and comfortable for children to sit or lie down
7-3 Providesspace for children to engage in active play by:
Arranging for regular usef indoor and outdoor areas for large muscle play
Adapting the environment, if necessary, to make it appropriate for children with special needs
7-4 Providesmat eri al s which engage childrenédés interests
Providing materials that reflect diversity asttdow no bias
Offering a variety of opeended materials children can use in different ways

Providing materials that allow children to be sesful and provide appropriate challenges to
encourage continued growth

Offering a variety of materials andwpgment to meet a wide range of skills
Providing materials that build on interests children develop outside the program
7-5 Establisheschedules and routines that give children freedom within structure by:

Providing sufficient time in the schedule fdrildren to carry out their plans and do lelegm
projects

Playing different roles, including; leader, obsmistener, facilitator, adult friend, and
participant

Managing transitions to ensure that children do not have to wait with nothing to do
Observing, talking with, listening to, and surveying children to determine their interests
Following a schedule that allows children opportunities to choose what they want to do
Allowing children to meet their personal needs on individual schedules

7-6 Createsa systematic storage plan and area by:

Storing materials that are used together, near each other

Displaying materials on labeled shelves so children can choose what they want to do and return
items when finished using them

Including sufficienttime for clean up at end of morning, afternoon, anddayl sessions to return
materials to their storage area

Using portable items such as baskets and carts to arrange materials in shared space
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Involving children in setting up and dismantling the eorinent in shared space

Providing sufficient space for children to safely store their belongings anddamgprojects or
works in progress

7-7 Demonstratean ability to articulate and advocate for positive spaces for children in
schootage cae by:
Coordinating with other programs that share space (school, child care center, etc.)
Negotiating for adequate storage and access to space for active play, quiet and comfortable time,

food preparation, etc.

8. Skill Area: Creative

Candidateprovides opportunities that stimulate schagk children to play with sound, rhythm,
languages, materials, space, and ideas in individual ways and to express their creative abilities.

Developmental Context

All schoolage children are imaginative ahdve creative potential. They need opportunities to

develop and express these capacities. Creative play serves many purposes for children in their

cognitive, social, physical, and emotional development. Adults should support the development

of ¢ hi realive épuiBes byaespecting creative play and by providing a wide variety of
activities and materials that encourage spont ane
nations.

Competencies and Indicators

Models and offers enthusiastic leadershipciaative thinking and projects by:

Sharing his or her interests, taking risks, and solving problems

Involving community resources and volunteers to expose children to a variety of creative
processes as well as the cultural diversity of the community

Demonstrating what it looks like to take risks, learn from mistakes, and try again
Encouraging children to take risks, learn from their mistakes, and try again
Valuing the characteristics that make each child a unique individual

Accepting and valungeah chi | d6s unique creative expression
express their ideas and feelings

Helping children try out many new experiences in a spirit of discovery and curiosity
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Creates an environment that encourages chil

Arranging the environment so children can spread out, explore, and be messy
Surrounding children with examples of creative work

Providing a variety of opeanded matdals with which childrendf various developnal
stagesran do many things

Offering materials that allow children to explore subjects and interests introduced at school or
through experiences such as field trips

Storing materials and equipment where children can easily select, replace, and care for them
without adult assistance

Providing sufficient storage space for projects and creations which cannot be completed in one
day (or negotiating for such space if program area is in a school or otherwise shared with another
agency)

Allowing creations to stay in place for several days so @ml@¢an continue using them and
possibly expand them

Provides sufficient time in the daily schedule for children to make plans and carry them out

Following a daily schedule that includes blocks of time when children are free to organize their
own gamesad activities without adult involvement

Introduces new, creative processes, ideas, and activities to children by:
Providing sensory experiences
Extending childrends dramatic pl ay, i ntrodu

Planning a variety of cultural activities thatroduce children to the arts, such as drama, dance,
music, literature, film, painting, drawing, and sculpture

Selecting activities that encourage more creativity than coloring books, prepackaged craft
projects, and dittos

Allowing children to developrad carry out their own plans
Encourages children to develop their creative abilities by:

Helping children learn to use both convergent (to reach a single correct solution) and divergent
processes (to reach as many different solutions as possibtehtdate creative thinking

Asking a variety of developmentally appropriate questions that encourage children to think about
things in new ways

Helping children understand that it takes hard work and practice to develop their talents
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9 Helping children deelop specific skills they can use in their creative work
T Responding to childrenés ideas for projects and

9. Skill Area: Physical

Candidate provides a variety of equipment, activities, and opportunities to promote the physical
development o$chootage children.

Developmental Context
Physical development is an essential part of the total development of-ageodhtildren.
Developing physically includes using large and small muscles, coordinating movements, and
using the senses. Largeotordevelopment includes strengthening and caatilig the muscles
and nervous system controlling large motions using the arms, legs, torso, and or whole body.
Smallmotor development involves the ability to control and coordinate small, specialized
motionsusing the eyes, mouth, hands, and feet. Adults should provide material, equipment, and
opportunities for indoor and outdoor activities that encourage this development and recognize and
respect the wide differencesdevelopmental stageg addition toindividual rates of physical
development.
Competencies and Indicators
9-1 Provides a variety of materials, equipment, and activities that:
1 Challenge a wide range of physical capabilities
1 Accommodate different fine and gross motor skills
1 Children carexplore on their own with followap from staff
9 Allow all children to develop and maintain physical fithess
1 Encourage active play at |l east thirty minutes of
9 Allow children to engage in relaxing activities (aonk, puzzleslLegos or blocks)
9-2 Provides space and time for children to engage in active play every day
93 Provides | eadership and enthusiasm that encour

T Observing and recordi ng i nfsteengths interests, armdimeedst eac h ¢

1 Introducing children to games and activities that encourage physical development and
cooperation

1 Encouraging children to keep track of their own progress rather than comparing themselves to
others
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Encouraging childrewhen they are learning new skills and providing assistance upon request
Suggesting ways children can coordinate movement of their large and small muscles
Helping children develop an awareness of rhythm so they can coordinate their movements
Encouraginghildren to make up and organize their own games

Encouraging children to use their large muscles in daily routines

Introducing new games and activities regularly so children learn different ways to use their
muscles

9-4 Provides developmentally appropriaigtivities by:

Planning and implementing increasingly difficult activities in which small and large muscles are
used

Offering children opportunities to learn real skills as well as to explore materials on their own

Providing alternatives so thahildren of different ages, sizes, and skills, can all find ways to
engage safely in active play and in activities that promote fine motor development

Planning and implementing increasingly difficult activities in which large muscles are used and
that promote development of physical skills used in sports and games

9-5 Makes sure that children take breaks from vigorous activity and drink plenty
of water to prevent dehydration
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10. Skill Area: Cognitive

Candidate providehandson activities, experiences, and opportunities that encourage curiosity,
exploration, and problem solving appropriate to the developmental levels and learning styles of
schootage children.

Developmental Context
Exploring and trying to understatige world is natural and necessary forsckoge chi | dr end s
cognitive or intellectual development. As sohkage children learn and gra¥eir thinking
capacities expand and become more flexible. Fun activisesne that engage children in a
process andthers that encourage them to produce aprdadnce | p bui |l d chil drenbés |
capacity. Adults should support and guide this
information and enthusiasm and by using family routines and experieneesrasg
opportunities, and providing exposure to play, reading, writing, riddles and jokes, dance, drama,
music, art, and science. Cognitive growth also requires healthy development in other areas:
consistent physical growth, secure emotional behaaiut,positive social interaction.
Competencies and Indicators
10-1 Creates an environment where learning means fun by:
1 Organizing fun activitie$ some that engage children in a process and others that
encourage them to develop a produit a wide varietyof topical areas including
reading, writing, the arts, and science
9 Offering children opportunities to experience, do, and explore

1T Encouraging childrenf6s emerging sense of hum
riddles, jokes and limericks

10-2 Encounges children to be in charge of their own learning by:
9 Offering children space and time to develop and carry out their plans

1 Providing operended materials which children can explore and use in many different
ways

1 Soliciting, accepting, and respectiochi | dr enés i deas, suggestions,

1 Following a schedule that allows children to choose what they want to do and provides
enough time for longerm projects (especially for older children)
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10-3Encourages children to develop their int@nd irtra-personal intelligences (knowing
themselves and others) by:

1 Encouraging children to make decisions and solve problems on their own, without adult
assistance (gradually giving children more freedom to do this as they demonstrate their
decisionmaking and problem solving skills)

9 Involving children (especially older children or those who have-teng experience in

the program) in planning and evalwuating the

1 Involving children in setting rules and establishmg ocedur es for the progr

operations
9 Allowing children plenty of time to talk to each other and to the staff

1 Providing opportunities for children to demonstrate their growing cognitive skills and
apply them to new situations

104Taps i nt o mioiedpldre aslultdkdls tal neakei and produce things by:

1 Supplying materials that allow children to pursue and develop new skills and special
talents

1 Providing opportunities for children to have haiatlsexperiences, to learn by doing. For
example, sdpture, photography, dance, drama, etc.

91 Providing opportunities for children (especially children aged 8 and up) to participate in
and learn about their community

10-5Helps children develop their language skills by:

9 Offering a wide range of booksand magaeis t hat refl ect chil drenbs

(and meets childrenbs diverse reading abil

T Asks questions to stimulate childrends thi
answer, and problem solving with many right answers)

1 As ks i wdestions to fielp children predict consequences and understand cause and
effect

9 Asks questions to help children learn to make judgments (favorites, highlights, etc)

9 Talking to and questioning children about what they are observing and learning,
regardles of their developmental stages but tailoring their questions to be neither too

chall enging or too easy for childrenb6s cogni
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106 Bal ances childrenbdés academic needs with their
get exercise, andevelop social skills by:

9 Offering a balance of homework assistance with appropriate fun learning activities to
develop and strengthen skills

1 Encouraging learning and academic sk#cipline as part of, but not the only element of
the daily routine

9 Des gnating a homework area and responding to
10-7 Helps children develop curiosity about science and the natural world by:

1 Creating discovery boxes on topics such as mmestatic electricity, solar energy, and
weather

1 Providing materials that help children learn to classify, sequence, and understand cause
and effect

9 Planning activities that allow children to explore natural science and the outdoor
environment

10-8 Exposes children to experiences involving new informatitegs, and concepts (appropriate
to their stage of development.) by:

9 Sharing own special skills and talents to share with children

1 Reaching out to community resources to expose children to meaningful new experiences
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11. Skill Area: Communication

Canddate actively communicates with schagle children and provides opportunities and
support for schoehge children to understand, acquire, and use verbal and nonverbal means of
communicating thoughts and feelings.

Developmental Context

Communication beteen people can take many forms, including spoken words or sounds,
gestures, eye and body movements, and touch. Children need tstamdeerbal and nonverbal
means of communicating thoughts, feelings, and ideas. Adults can help-aghariildren

devebp their communication skills by encouraging communication and providing ample
opportunity for children to listen, interact, and express themselves freely with other children and
adults.

Competencies and Indicators

11-1 Models positive communication skilis interactions with other staff members, parents, and
children

Listening attentively to what children have to say and showing respect for their ideas

Accepting childrenbés use of slang and popul ar ex
use oflanguage

Using the different languages spoken by children and their families as a sign of respect and to
enrich t heguage engronmend s | an

Determining the needs and opinions of children, program staff, families, and school staff in
deciding whelter homework help will be provided and, if so, the type of homework help that can
be offered

11-2 Provides materials that encourage language development activities by:

Providing props, costumes, and other materials that encourage dramatic play, makitgy up s
and puppetry

Providing (or arranging for use of) audio and videotape equipment children can use to record
their storytelling, plays, skits, music, and other creations

Stocking an area with materials that encourage writing such as pens, peneilsbpakbinding
materials, and a computer, if available

Of fering materials and activities that respond t
and interestroviding materials, time, and space for children to create their own games and
activities

Including reading and writing materials in all interest areas (for example, pencils and paper in the
science and nature area so children can record the results of their experiments)
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Including books, magazines, and reference mateinthe quietareainseponse t o chil dr en
interests (and reading abilities that)d exposes them to new ideas and topics

Encouraging children to read and write for gle@, not because they must complete assigned
work

11-3 Builds opportunities for chiren to develop and use communication skills into all program
activities, not just those specifically related to reading, writing, and speaking by:

Using knowledge of developmental stages tommt® communication; using printing or cursive
writing onsigns, bulletin boards, and other written materials based on the age of the children who
use the area

Keeping in touch with the elementary schotéatled by children in the scheafje program to

find out what materials and activities the program coffler ¢o build up on or enrich the

experiences offered in school

Using group meetings as opportunities for children to share their ideas, raise concerns, and
discuss solutions

Planning trips and special activities to expanddchile n 6 s | a n ginteaegte s ki | I' s and
Teaching children communication skills they can use throughout their lives

Arranging the environment so there are places where children can work, play, and talk in small
groups

Helping children plan and implement special interest clubs ggbuexplore communication
skills, for example, publishing a newspaper, planting a garden, discussing favorite books, or
learning about television production

Helping children find the words to express their ideas and feelings

11-4 Asks operended question® encourage children to think and express their ideas

1150bserves childrenés nonverbal cues (for exampl
stories) and uses the cues to ask questions about their ideas and feelings

11-6 Introduces complex communicatiskills such as assertiveness, conflict resolution, and
refusal skills as children develop and demonstrate a grasp of more basic skills

Helping children express their feelings and discuss problems verbally rather than using
aggression to solve a problem

Reminding children to review the rules before beginning a game or sport so that all players can
agree on how to play the game and keep score

Introducing children to brainstorming as a probisaiving tool
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12. Skill Area: Social Positive Classroom Commutty

Candidate helps each schagle child feel accepted in the group, helps children learn to
communicate and get along with others, and encourages feelings of empathy and mutual respect
among schoehge children and adults, and teaches skills that véfyare children to protect
themselves from issues such as violence, exploitation, use of alcohol, tobacco and other drugs,
premature sexual experiences, and bullying.

Developmental Context

Children need to develop social skills that help them work aayqaoperatively and

productively with other children and adults. To do this, children need to feel secure themselves,
value other people, and enjoy positive social interaction. Valuing diversity is a social skill that
staff must model for children as wak seek out opportunities to help children increase their own
sense of belonging and better understand and accept the diversity in the world around them. In
todayoés world, children must also | earn skills t
rape, exploitation, use of alcohol, tobacco and other drugs, and premature sexual experiences. As
children grow, they need opportunities to explore positive social values, their own gender
identities, career options, and resources that reside in their qutigsu

Competencies and Indicators

12-1 Models positive ways to interact with other people of all ages by:

Identifying their own feelings, when appropriate, to model acceptable ways to express feelings
12-2 Employs observation skills to understand the sowalds of each child by:

Observing and listening to learn how each child relates to others in the program

Observing and assisting children who have difficulty being accepted by their peers

12-3 Helps children develop and practice the skills to get alongatfiters by:

Accepting childrenés feelings while helping ther

Encouraging children to value what makes each person a unique individual

Setting up an area that encourages children to socialize (soft furniture, music, esgarih
books)

Providing enough time in the schedule for selfected activities so children can socialize

Providing books (appropriate for a variety of reading abilities and levels) that help children deal
with their feelings about friendship, conflictethnic diversity, and similar topics

Providing a variety of props and prop boxes that encourage children to explore their social world
through dramatic play
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12-4 Helps children develop conflict management skills by:
Teaching children how to use conflresolution techniques to resolve their differences

Using group meetings to solve problems that involve all the children

Including discussion about ways to avoid and prevent violence
12-5 Builds a sense of community among children and staff by:

Planning mui-age activities that encourage cooperation and allow older children to play the role
of leader and mentor

Encouraging children to help each other

Accepting childrenbds need to establish their owr
separate from adults

Involving children in establishing rules that encourage use of social skills
Providing opportunities for children to belong to groups
12-6 Helps children feel part of the larger community by:

Offering opportunities for children to bevolved in the community
Inviting community members to share their special knowledge and skills with the children

Creating opportunities for children to become aware of community resources including those for
victims of violencé before they may need them
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13. Skill Area: Families

Candidate maintains an open, friendly and cooperative relationship with eachaah@l ¢ hi | d 6 s
family, encourages their involvement in thegmaim, and supportsthescheoge chi | d 6 s
relatiorships with his or her family.

Developmental Context

Todayos families take many different forms. Eact

children, and parents, grandparents, aunts, uncles, or others may take on the prirggvingare

role. For that reason, the terms fandhyd parents are used interchangeably to refer to the

caregiver (s) of the f ami | jadgestafforteroberdoecome partiess f a mi |y

who communicate respectfully and openly for the mutual benefit of the children, the family, and

the staffmember. Staff members also recognize that parenthood and care giving is a-develop

mental process, and can support family members in this role.

Competencies and Indicators

13-1 Demonstrates understanding that it is important to establish a relationshipwiitha r e n 6 s
parents/families as they are the primary caretaker of their child and the most important
individual in a childdéds | ife by:

Demonstrating respect for families and their input

Encouraging families to visit the program at any time

Showing respedor diversity in family makeup and culture

Maintaining confidentiality about all children and families

Learning the names of family members and something about them to build trust

13-2 Develops a system of regular communication with parents and fatmjties

Holdingparenst af f conf erences to share information ab
plans for the future

Using a variety of communication strategies to inform parents and families about the program

Recognizing that parental/family involvent is not restricted to formal meetings, but happens at
every point of interaction

Sharing interesting, positive information about

Asking families to share information about their
updating)and using this information to individualize the program

Giving families information about their chil dés
shack
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Holding regularly scheduled parent meetings and informal family events at times that are
convenient for most family members

13-3 Providing information on the program and program activities as they relate to the
developmental stages of children by:

Providing an orientation for new parents/families so they can get to know staff and learn what
children do each day

Sharing information about herself/himself with families to help them feel comfortable with the
person who is caring for their child and professional background

13-4 Encourages parent/family involvement in working with children in thgnarm by:

Of fering a variety of ways to participate in the
varied schedles, skills, and interests

Letting families know their contributions are appreciated
Involving families often in making decisionsabouh ei r chi |l ddés acti vities at
Suggesting ways to coordinate the childds progr e

135 Works constructively with parents to resolve behavior issues by:

Meeting with parents privately when there is an issue or problemwitha | dd6s behavi or ,
avoiding sharing negative information in front of other staff, parents, or children

Responding to families6 questions, and waiting t

Helping parents and families develop their own strategies for hgrdifficult behavior

Working with parents and families to develop a team approach and strategies to work effectively
with the child

136  Serves as a resource to families by:

Surveying familiesd needs and intewuests and pr o\
Recognizing when parents and families are under stress and offers additional support
Introducing families to others who live in the same neighborhood or have children of similar ages

Notifying a supervisor when it seems that families naedessional help
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14.Skill Area: Operational Program Management

Candidate is a manager who uses all available resources to ensure an effective operation. The
Candidate is a competent organizer, planner, rekeeger, communicator, and a cooperative co
worker.

Developmental Context

Running an effective program requires a systematic and responsive approach. A systematic
approach means that the Candidate can determine the needs of the program, families and

children; can make plans based on those negdiscan keep accurate records of needs, plans,

and practices. Such an approach should be applied to keeping records of attendance, health status,
and required forms. It should include specific plans for meeting the needs of children and
coordinating communation among involved adults through written information, meetings with
parents and resource persons, and frequent informal siisnas

Competencies and Indicators

14-1 Engages parents and families in developing program for children by:

I Askingparentsah f ami | i es for information about thei

T Sharing observation information with f ami
and development

1 Using parent/family surveys and opended questiaraires to collecinformation about
children and to evaluate the program

1 Involving Parent Advisory groups to provide direction for the program
14-2 Works with staff to ensure program excellence by:

9 Participating in regular staff meetings to plan and evaluate the program

9 Conducting periodic observations

9 Discussing observation records with colleagues when planning for individuals and for the
group

1 Appreciating and using the strengths of other team members

1 Meeting and talking with colleagues and the supervisor to provideg ampprogram
issues

1 Providing substitute staff with adequate information about the program
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14-3 Developsa responsive high quality program by:
1 Involving children in planning and evaluating the program

1 Changing aspects of the program to addiedisidual cultures, interests, needs, and
abilities

1 Coordinating with appropriate resources (within the program as well as in the
community)

T Conducting periodic surveys to identify chil
evaluate the program

1 Identifying shared interests and helping children form clubs to explore them
9 Using creative thinking skills in planning and probisoiving skills

14-4 Demonstrates understanding of program policies by:

9 Stating program policies and procedures and/or knowhngre to find them
T Foll owing the programés system for accurate

T Answering parentso6é6 and familiesd questions a
to the supervisor when appropriate

1 Reviewing program policies before stag a new task
14-5 Manages business operations by:
1 Completing management tasks according to a schedule

91 Developing a contract with parents/families so that responsibility of the program and of
the parents/families is clearly defined

9 Administering programbhudget, and personnel appropriate to staff position

9 Giving input to supervisors regarding policies and procedures
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Chapter ThreeCandidate Instructions

Contents Include

Introduction

Learning to be a Fully Competent Schéae Provider

Documenting Your Learning

Preparingor Your Endorsement Visit where youilwDemonstrate Your Learning
About theSchootAge Care Credential Preparation Course

Working with an Advisor

Candidate Checklist

3.1Assessment Visit Requdsorm
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Introduction

Care CredentialThe SchoolAge CareCredential identifies individuals who have the necessary
skills and knowledge to work competently with schagé children ira registered group setting,
whether in a center program, Family, or Group Family Child Care.NEReYork StateSchoolAge
Care Credential is awarded to competent schgel professionalsho complete the credentialing process
and demonstrate knowledgeatfild development and their ability to meet the needs of children an
parents through the progranhey provide.

Congratulations! You are about to begin the process to rec&Negvarork State SchoeAge

While the New York StateSchootAge Care Credential is modeled after theil€tDevelopment
AssociateCredentialCDA and the Army SchoeAge Care Credentiait, is unique in that:

8 TheNew York State Schoghge CareCredential is competendyased. That means that
demonstrating and applying knowledge is given greater consideration than simple
knowledge on its own.

8§ Assessing a conpetancki i” baseel Gos a wmelinded picture of the
Candi datebdés performance in the following ways:

o The Candidate is observédat least three times by an Advisor and once by the
Credential Endorser.
0 The Candidate documents his/her competence:
A Portfolio
A Resource File
A Collection of Family Questionnaires
0 The Candidate articulates the value, purpose, and process of his/her work in an
interview with the Credential Endorser

The credentialing process is intended to be a rewarding experience which gives pporamdy to
assess your own work, identify what you do well, and planymwcan learn more.

For most Candidates, receiving the Credential involves three tasks:

8§ Learning to be a fully competent schaale care provider
8§ Documenting what you have |eed
§ Demonstrating your ability to apply the learning while working with children

In theCandidate Instructionsyou will find:

Learning to be a Fully Competent School Age Care Provider
9 A description of the credentialing process
1 A description ofSchoolAge Care Credential Peparation Course

1 Guidance for selecting an Advisor and how your Advisor acts to support your professional
development
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Documenting Your Learning
9 Detailed guidance for preparing ydaortfolio which documents your learning and skills

1 Suggestiongor compiling yourResource Collectioto use when working with children and
families

A worksheet to help you develop shahd longterm goals for professional development
Family Questionnaires

A de<ription of the Written Knowledge Assessment

Preparing for Your Endorsement Visit
1 A description of the role of the Credential Endorser

T A description of the Endorserodds Observation, 'y
Knowledge Assessment

A checklist on page 5gummarizes the activities you must complete in order to receive the Sdmol
Care Credential.

If you have questions after reading these materials, contact your local Host Agency, Advisor, or
AfterSchool Works! New York a&18.694.0660 or email at saccredential@afterschoolworksny.org.

About the SchootAge Care Credential Preparation Course

While learning to be akilled schoolage carer afterschool practitionayccurs in many ways, most
candidates find that enrolling incaedentialpreparatiorcourseto bethe mos effective approach to
acquiringthe full breadth oknowledge and expertisecessary to be a competpnifessional.

School Age Car€redential Preparation Courses are raffieregularly by approvedost orPartner
Agencies of AfterSchool Works! New York. In addition, AfterSchool Works! New York offers a
Distance Learning option of the course.

To find out more about Host Agencies in your area and to obtain an up to dageolistourse offerings,
go to www.afterschoolworksny.org.

Although courses may differ, you can generabypect that:

§ Classewvill be heldonce weeklymeeting for three hours, for Zbweeks

8§ Class sessiongill be interactive and rely on sharing iveten students;

§ Classes will help you prepare ydeortfolio andResource Filéhat is required to eayour
credential;

8 You will learn practical and helpful information that you can immediately apply to your work in

SchootAge Care;

Classewvill help you pepare for theequiredWritten Knowlkedge Assessment;

Classeswill build on Advisor obsrvations and coaching sessions.

w

51| Page



The New York State SchoeAge Care Credential Manu1 2008

Working With an Advisor to Guide Your Professional Development

The role of an Advisor in theredentialprocess is tgerveas a coach and mentor in your professional
development. Your Advisor can help you assess and build on your strengths as well as identify areas in
which you need to grow.

An Advisor must do the following:

8
8

§
§

Observe your work with children at least thrizees

Di scuss what s/ he saw with you and coach you
meet the needs of children and families

Review yourPortfolio andResource Filand coach you regarding content and quality

Help you develop sharandlongterm goals for your professional development

Your Advisor is a key player in your quest to earn yoadential. Your Host Agency will provide a list
of trained andapproved Advisors and/or assignAdvisor to you.

Preparing for Observations

You are responsible for scheduling times when your Advisor can observevhitai you work with
children and parents.Even if you are in a supervisory capacity and do not normally work directly with
children, you still need to be observed working directlshwehildren.

1
1
)l
1

Your Advisor must observe you on at least three occasions specifically using the-Sghool
Credential Observation Instrument.

Advisor observations must be at least three weeks apart, daeastibbne of these observations
mustbe of your work with the same group of children @redential Endorsewill observe.

Alert your Program Director prior to scheduling observatiomghat s/he knows there will be
someone visiting your program.

All Advisor observations must be completbdfore you send in thAssessment Visit Request
Form.

Observation Guidelines

You might be a little nervous during the observations. This is normal. Follow these guidelines to smooth
the observation process.

Try to proceed in a way that lets the per®bserving you see a typical day.

Expect the children to wonder what is happening. Tell them beforehand that someone is coming
to watd their activities and that the person will write things down to remember what happens.

Schedule a time for thebserver to come and expect him/her at that time.

The observer should get a good picture of your normal routine, and will therefore try to keep out
of your way once the observation begins.

An observation session will probably take at least one teaod®nehalf hours.

Each observer has forms on which to record the observations, but many Advisors make notes on a
pad of paper and transfer them to the report forms later.
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What You Should Expect from Your Advisor

In addition to making observations, yoAdlvisor is there to help you in a variety of ways including:

9 Observe and assegsur work in relation to thélew York Stat€choolAge Care Competency
Standards

Perform oaching meetings with you fwovideguidance on how you can improve your performance

Review yourPortfolio andResource Filéor completion, and give yosuggestion# their
preparation

1 Makerecommendations on tl@bservation Instrumemegarding areas fagrowth and development
in each Skill Area

What the Candidate Will Need

Introduction and Eligibility Requirements
Competency Standards

Candidate Instructions

Endorsement Visit Request Form
Documenting Competencies

Portfolio Preparation

Portfolio Templates and Samples
Family Questionnaires

Professional Development Go&8etting
Resource File Preparation

<<K<K<<L<<

arwnpE

What the Advisor Will Need
All of the above plus:
V Advisor Instructions

V Advisor Observation Instrume(.1)
V Advisor Summary Fornts.2)
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Candidate Checklist

Enroll in a Credential Preparation Course

Read the Advisomaterials

Request a trusted mentor to act as your Advisor (often the person who acts as your Site Director, Program
Administrator,SchootAge CareCredential Prep Course Instructor, or someone recommended by your

Host Agency.)

Meet with your Advisor taliscusshis/her major responsibilities

Discuss and schedule Observations and felipiCoaching Sessions with your Advisor

Discuss Advisor observatioms noted on his/hé@bservation Instrumentiscuss Advisor
recommendations regarding program improvetniplement as mamgcommendations as is possible

Discuss thdPortfolio, getting feedbackrad assistance from your Advisor
Discuss thdResource Filegetting feedbackrad assistance from your Advisor

Discuss thd-amily Questionnaireand how they wilbe distributed and collected.

Candidates are asked to distribute 25 Family Questionnaires (unless the number of children/families with whom the Candidate
works is less than 25.) While the Candidate will make every attempt to encourage high retshowdexpect to tally a
minimum of 10 Family Questionnaires or 25% of those distributed whichever number is higher

Complete youPortfolio, making sure it meets the requirements.

Prepare to articulate your learning and the value, purpose, and process of yodagehootk in your
interview with theCredential Endorser

Complete youResource Filemakingsure it meets the requirements
When your Advisor has completed his/her observations and certified the®gydialio andResource
Collectionare finished, fill out théAssessment Visit Request Folisting three possible dates for your

Endorsemnt Visit

Ask the Advisor to sign thAssessment Visit Request Forttmen mail itwith the assessment fee
$1,000.0Q0 the Credentialing gency, as indicated on the form

Notify the Credentialing Agency immediately if there is a change in your addresdsghone number

Alert your supervisowhen your Endorsement Visit will take place, aetiedule time and a place free
from distraction to meet with the Endorser prior to follbwing his/her observation
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The Endorsement Visit Request Form

The Endorsement Visit Request Form is uedssign a New York State Schdade Care Credential
Endorser to visit, observe and participate in your LAT meeting. It is important to submit your Endorser
Visit Request Form according to deadlines so that the Credentialing Agency may assign youtaCrede
Endorser and s/he can plan to observe and schedule your Endorsement Visit prior to changes in
programming.

Contact AfterSchool Works! New York if there is a change in your name, address, phone number, or
employment status after you mail your Endamsat Visit Request Form.

What to Expect from the Endorser

The SchoclAge Care Credential Endorser is assigned to Candidates on the basis of geography and
availability. They are usually Schedbe Care professionals who have been managers or directors. The
SchootAge Care Credential Endorsers have been spetiaihed to observe and interview Candidates.
Once assigned, the Credential Endorser will:

Contact you to schedule an appropriate time to visit

Respond to your questions about your Endorsement Visit

Observe and record information about your behavioelation to the Competency Goals and the 14 Skill
Areas. You are responsible for running a full, typical program when the SagedCare Credential
Endorser visits. You are not expected to stage
shoud be able to see evidence of competence related to most Skill Areas in your conversation with
children and families, activities, routines, use of materials, handling of spontaneous events, and so forth
Not get involved in any activities during the obs¢iamm session

Record her/his observations on the Observation instrument, which you may read during or prior to your
Interview with the Credential Endorser

What to Bring to Your Endorsement Visit
Your completedPortfolio which includes:

Autobiography

Program Description

Entries per Skill Area

Short and LongTerm Goals

Family Questionnaires

letters of recommendation from families of children in your program

w W W W W W

Your completedResource File
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Preparing for the Interview with the Endorser

After s/he has observed you, the Credential Endorser will also conduct an interview with you. Expect the
interview to last about an hour. Since all of your competencies are never on display in any given day, the
Credential Endorser will ask you to explanore about areas s/he was unable to see.

In addition, the interview is one more opportunity for you to demonstrate and articulate your competency.
Being able to envincingly state the value of schemye @re for children, families, and the commungy

a hallmark of &schootAge CareProfessional. The purpose of the Interview istfi@Credential

Endorser to assess your ability to articulate what you do, why you do it, and why it matters in the lives of
children, families, and the community.
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3.1 Assessment Visit Request

Once you complete the preparation for y8ahootAge CareCredential, you will be eligible to receive

an assessment visit from a trained New York S&aleootAge CareCredential Endorser. The fee for
this service is currently $1,000.00; with AfterSchool Works! New York serving as the credentialing
agency.

All SchootAge CareCredential candidates are eligible to receive 100% of the assessment fee through
EIP regardless of income statlfsyou intend to apply for funds through EIP you must do so prior to
submitting your assessment visit request form. If yowetapplied and have received a notification of
award, please sign and submit with your request.

Submitting this form initiates thinal step of youlNew York StateéSchootAge Care Credentialing
ProcessAfterSchool Works! New York will assign you &mndoiser who will contact you to schedule
his/her observation and your Assessment Visit.

It is important that you are ready for this step.

Therefore you, your Advisor must all sign this form, verifying that all documentation is complete.

Candidate ContactInformation

Candi dat ebés Name Social Security Number

Home Address Home and/or Cell Phone

Program Name and Address Work Phone

Email address Fax Number

Host Agency County of Employment
The beshumber to reach me at is between the hours of and
Please Circle One: My program is year-round My program ends on (date)

Candidate Verification

| certify that:

I have completed miortfolio andResource Filas documentary evidence of my competence as a
SchootAge Care Professional. All entries are dated within the current program or school year.

Days and times thaamNOT avalable for Assessment Visit include:

Signature of Candidate Date
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Advisor Contact Information

Name of Advisor

Home Address Home and /or Cell Phone
Work Address Work Phone
Email Address Fax Number

Advisor Verification
| certify that

The Candidate has completed his/Rertfolio andResource Filaccording to the guidelines and
all entries are dated within the program or school year;

| have completed 3 separate observations (at least 3 weeks apart) of the Candidate working with
children and have completed tBdservation Instrumermocumenting what | saw;

I have attached completed forms 5.1 and 5.2 to t
I am free of conflict of interests as described in Advisor Instructions;
A am free of conflict of interest as described in Parent / Community Instructions; and

If ITP funding has been used to support this program, | have completedaagh@ostassesment
using the Schoelge Care Environmental Rating Scaxhool Age Car&RS).

Signature of Advisor Date
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Program Director Contact Information

Name d Program Director

Home Address Home and / or Cell Phone
Work Address Work Phone
Email Address Fax Number

Program Director Verification
| certify that:

| authorize the Credential Assessment Visit byShbootAge CareCredential Endorser on any dates
except those previously listed above.

I confirm that the Candidate has arranged a space for the Credential Endorser to gather his/her
materials following the observation and for the Assessment interview. The space available is

| confirm that the Candidate has arranged with other staff members to fulfill his/her child supervision
responsibilities during the Assessment Interview.

| understand that the Credentialing Precesi s e v al u at icampetdnteeand G therefdred at e 6 s
confidential and that no evaluations or comments will be made #imptogram.

Signature of Program Director Date
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Chapter~our: Documenting Competencies

Contents Include
Portfolio Preparation
Portfolio Templates and Samples
1 New York State SchoolAge Care Credential Portfolio Template
1 Sample Portfolio Entry
Family Questionnaires
Professional Development Goal Setting
4.4 Shortand Long-Term Goals Worksheet
SAC Credential Prep Course Instructor Feedback Form
Resource File

Resource File Requirements
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Portfolio Preparation

he Portfolio is a written document in which you present information about your work in
relation to the seven Competency Goals and 14 Skill Areas described ewhe ork
StateSchoolAge Care Competency Standards.

ThePortfolio has four important purposes:

(1) The process of preparing thrortfolio helps you evaluate your own work and organize your
knowledge and understanding about sckegs children.

(2) The Portfolio gives theSchool Age Care Credential Endorser inforrtian about the Candidate
and how s/he works with children.

(3) The Portfolio may also provide a means for you to achieve college credit through Empire State
College.

(4) Your Portfolio also becomes a professional record, useful for job interviews, planning and
recording professional growth, and acting as a collection of your knowledge, attitudes, abilities,
and skills.

You will demonstrate your work with children and their families when your Advisor and the

Credential Endorser observe you on the job. The infoaomgbu present in yolPortfolio and

how you choose to present what youohoaAge ear ned dt
Care Credential Endorser understand you better personally and professionally.

Your Portfolio must include the following:

An autobiographical statement

A description of your program

Three journal entries for each of the 14 Skill Areas

Short-and longterm professional development goals for each of the 14 Skill Areas
Collected and completdeamily Questionnaires

Professional ecommendations from a minimum of two faied of children in your
program

7. SAC Credential Prep Course Instructor Feedback Form (if applicable)

ogrwNE

When we speak of chil dr en 0 procegsol¥cechtiogsoneething,is we of t
just as importanas the product they create. This also applies to the process of preparing your

Portfolio. As you complete this task, you will organize your thoughts about your work, what you

know, and what you want to learn. Compiling y®artfolio requires you to &s

V  Whatyou do,

Howyou do it,

\Y

V  Whenyou do it, and why
V  Whyit is important to you
\Y

Whyit is appropriate to the developmental level of the children

You will answer these questions in yoBro r t f jodrnialoedtides as you organize your
knowledge and understanding of your work in relation to the 14 Skill Areas of the Competency
Standards.
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You can prepare yourortfolio in stages over several weeks or several matithes. The style

and presentatioof Portfolios are as different as the individuals who compile thBwrtfolios

must meet basic content requirements by addressing the above questions, but they may be
prepared in a variety of styles.

Some Candidates write thétortfoliosin a notebook.

Some are written in template format, using the above questions as a guide.

Some are written in paragraph format, using the above questions as a guide.

Some might use video or audio taped descriptions from the Candidate to augmemientittss.

Some include photographs of activities.

Some provide samples of materials the children have made.

Some are exclusively written descriptions with no illustrations or samples.

How Your Portfolio is Evaluated

Generally, the content of thortfolio is more important than the appearance, grammatr, or
writing ability. However, the ability to express oneself in writing is yet another hallmark of a
School Age CareProfessional. Therefore, tisehool Age CareCredential Endorser and
Advisorwill use the following criteria to evaluate ydortfolio.

Autobiographical Statement

Approximately 300 words in length with few or no spelling and / or
grammatical errors

Describes Candidates past, their reagong/orking in schoclge care
Few or nospelling or grammatical errors.

Program Description

Approximately 300 words in length with few or no spelling and / or
grammatical errors

Goals and philosophy of program are included.

Description of children including special neeatal abilities, ages,
languages spoken, cultural backgrounds, etc.

Descripton of weekly activity schedule
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Skill Areas

Skill areas are clearly divided, in ordand labeled for easy reference
There arghree entriesfor each skill area clearkabeled, numbered
and datedwithin the same school yeas request form was submitted
Each Skill area entrglearly explains:
1 What specifically was/is done
1 How it was/is done
1 When it was/is done
1 Why is it important to the candidate ideally and
philosophically (in their work)
1 Why is it appropriate to the developmental level of
schootage children
Each entry is original, with no duplication betwesntry and resource
file items
Entries ae concise, limited to one page
Entries have few or ngpelling or grammatical errors
Any photos or artwork added to the portfolio is an enhancement and adds
to the unérstanding of the documentation
Short and Longterm goals for each of the 14 Skill Areas are included
Letters of recommendation from 2 families of children in your programmaheded
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Four Steps fa Preparing Your Portfolio

Below is asuggestedequence of steps to help you develd&oefolio. ThePortfolio checklist at
the end of these instructions summarizes Yanfolio tasks.

Step 1:Write an Autobiographical Statement

Write a statement about 300 words long that describes you as a person: your past; your reasons
for choosing to work with scho@lge children; your interests and hobbies; your plans for the
future.

Step 2: Write a Program Description
Write a 3@-word description of your Schoélge program. You may include the following:

List the goals and philosophy of your program. For example, what is the purpose of the program?
What do you hope children will gain through participation in the program?

Descaibe the children you are working with, including the special needs and abilities of the
children, their interests, their ages, languages spoken in the home, and their cultural backgrounds.
Describe your weekly activity schedule.

Describe what makes yourtoolage program unique.

Step 3:Make Sections for Skill Areas

Divide the Portfolio, using divider sheets and labels, so there is a separate section for entries in
each Skill Area.

Label each section of the Portfolio so your Advisor and School Age Caeglential Endorser

will be able to see that you have included all required items.

Step 4: Prepare Written Entries

Read a Competency Goal, Skill Area definition, and the accompanying developmental context.
Read the competency standards and indicaRasiember, indicators are only some of the many
possible competent behaviors in each area. Ydbwiable to think of many more
List some things you do with childrehat relate to the Skill Area
List other things you would likeotdo and make plans toytthem
Select three examples of activities from your lists to develop into Portfolio entries.
Prepare one example of an activity as an entryfityng a description that describes

V what you did,

V  how you did it,

V when you did it

V why it was important togu, and

V why it was important to the development of the children
Your entries may include daily activities of things you have done to prepare and plan your work
with children (e. g., so saeaiassyoudave made).f chi |l drends
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9 Prepare tree writen entries for each Skill Area

T
T
T

In each entry describe what you did, how
i mportant to you, and why ités important
Avoid duplication. Even if one entry topic seems to addmes® than one Skill

Area, choose different topics for each of the favip written entries.

Be sure your entries are current within the same school year as the date you

submit your Endorsement Visit Request Form.

Be sure your entries are based on ywark in the same program the New York

State School Age Care Credential Endorser will observe.

Label, number and date the entries clearl

Entry #1, 1 May, 2080
Please make your entries neat and legible, eathect spelling, grammar, and
word usage.

Helpful Suggestions:

1 Feel free to seek feedback from your Advisor and/or Bminool Age Car€redential

Preparation Course Instructor. Seek feedback on your entries early to have greater confidence as

youdevelop and complete your Portfolio.

1 Consideiincluding such items as:

1 Preprinted materials from classes or workshops are not acceptable unless you writptiodescr

< <<

lllustrations

Photos

Recordkeeping forms

Audio or video taped descriptions of each entry

of how you use the material and how it relates to your competence and the developneril lev
the children in your care

M Plan a schedule to work on Portfoiatries

For example, choose to write an entry one or two nights each week so thanyda them
gradually. Give yourself time to prepare your Portfolio so you feel satisfied that is an accurate
reflection of your work.

1 Review your entries

1 Read back over each entry and make sure you have explained:

1 Check the entry to be sure that your explanation has enough details so that someone unfamiliar

\%
\%
\Y,
\Y,
\%

what you did,

how you did it,

when yu did it

why it was important to you, and

why it was important to the development of the children

with your program will understand what you are talking about.

1 Use the templates and examples on the next few pages to get started Rartfolio Entries.
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Portfolio Templates and Samples

Whatdid you do?

Examples:

| cooperatewith parents in order to...
Isetuporplaf or é

Il ead é
| observechildren...

® 2 6 T 9o

| addnew materials when...

Whendid you do this?
How did you do it? Explain the steps and process you used.

Why was it important to you to do this?

Write your own ideas/philosophy/rationale. Your answers to these questions will demonstrate
your knowledge of child development and your understanding of your work.

Why was it important to the development of the children in your program? Give examples about
how this helped children develop.

Describe how the activity you have chosen to write almlates to the developmental level of the

children. Why is this activity appropriate for sch@ae children in general or for a particular
schootage child?
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10.

11.

12.

13.

Autobiography Template
My family and how | was raisedé
My schooling and educational experienceeé

My career before workinginschealge / aft erschool é
What led me t@schoolage / afterschool é

Where and how learned how to work effectively with childrén

What is most rewarding about my current wéork

My future career goaés

Program Description Template

Approximately 300 words in length with few or no spelling and / or
grammatical errors

Goals and plhdsophy of program are included

Description of children including special neeatal abilities, ages,
languages spoken, cultural backgrounds, etc.

Descripton of weekly activity schedule

Name of Program

Program Operated by Whom? Who oversees the
Program Philosophly What are you trying to achieve for and with children

Program Goal$é philosophy stated in measurable terms

How many children do you serve?

Where do these children live, go to school, etc?

What are the childrendés cultur al and et hnic

What needs do your population of children have? What children havesprttal needs? What
are those needsiHow do you meet them?

What do you do with the children? Describe a typical day. Describe a typical week.

67| Page

proc

baclk



The New York State SchoeAge Care Credential Manue 2008

SamplePortfolio Entry

Entry #3, 10 April 1995
Skill Area 5: Outof-School Environments

Our schoolage program for children-8 is in the Child @velopment Center. We share space

with the partday preschool. Although | have a good working relationship with the preschool
staff, it is not always easy sharing this space. When | started in the program, | noticed there
were no materials or equipmesgecifically dedicated for the schemje children. Everything
belonged to the preschool and we used their things. | noticed, for example, that the school
agers were too big to sit on the tricycles, but there were no bikes. The hardest puzzle had 12
pieces. The books had only a few words. Some toys broke because they were not designed
for older children. The chairs were too small.

| strongly believe that the environment for schagé children must meet their areas of
interest and development. | rggoze that the types of materials and equipment must be
appropriate for schoeage children.

I explained to the director that while the space was fine for preschool, it was not appropriate
for schootage children. They need materials designed for thesause it makes them feel
valued and gives them new challengé2§i ece puzzles and | )httl e
She asked what | needed to fix it, and the children and | decided on some new equipment just
for us! We now have bikes, jump ropes aoélsll equipment for the outside, an expanded
woodworking area, some schemde sized chairs, a computer with a newspaper writing
program &mong other programsand new board games, books and puzzles. We also ordered

a storage cabinet for materials wiiwould not be safe for younger children to play with, such

as very small beads for making necklaces. The segeis are really happy with their new
environment! Recently we ordered things to set up a homework area and an area where the
schootage chitiren can just sit and talk.
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SamplePortfolio Entry
3 April 1995
Skill Area 14: Program Management

Working with schoolage children, | have learned to recognize their unique interests, and |
make and carry out plans to incorporate those interests in appropriate activities in my
program. Planning is one of the most important aspects of my job.

| spenda lot of time planning my activities. Planning helps the program run smoothly. Like a

lot of people, | am always trying to come up with new ideas. | think segmlchildren

should be exposed to a variety of activities and hopefully, they will fineMainterest which

wi || | ast them a I|ifeti me. Al t hough | think |
conclusion I 6m not great at everything! I f 1w
to find other talented people in the communityontan help me. | tried to think of cost

effective ways to accomplish my goal. The answer was using our installation MWR

activities!

For example, the children expressed an interest in making puppets and putting on a puppet

show. | di d nlout puppets,wut laknew wvéhadhagtheater program on post. |

contacted the theater director who told me he would love to help the children, and even
volunteered the theater itself for the children to give their puppet show. Two afternoons a

week, he cam® the program and showed the children how to make puppets and helped them

write a script. Ot her children who didnot wan
posters and scenery. Others just wanted to watch, which is OK with me. On the day of the

event, we made refreshments. It was great to see the way the children learned to work

togethed just the kind of activity schoadge children need to domake new friends and

work on an extended project that interested them!

We invited the parents, chilein in other Y ChiledCare programs and the Directshé thought

it was great). It was a whopping success! Everyone loved it! One girl told me she now
wants to go to college and become an actress! | am now in the process of contacting the
County Arts Cancil to see what programs they can offer us!
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Portfolio Journal Entry Outline (Do not duplicate topics)

Skill Area 1

Skill Area 2

Skill Area 3

Skill Area 4

Skill Area 5

Skill Area 6

Skill Area 7

Skill Area 8

Skill Area 9

Skill Area 10

Skill Area 11

Skill Area 12

Skill Area 13

R WNERE WNERE WONERE WONEFP WONEFE WONEFE WONEFE WONEPE WONEFE WONE WONEFE WONEFP, WN P

Skill Area 14
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Family Questionnaires

Getting feedback from the families you serve is very useful for professionals. Feedback tells you
what youob6re doing well to meet their needs.
dreams about what might be improved.

In preparation fothe Credential, distribute the questionnaire on the following page teany
families as possibl®istribute at least 25 Family Questionnaires (unless the number of
children/families with whom you work is less than 25.)

Make it simple for families teaomplete and return the questionnaire. Put out a collection envelope
near your sigsn/sign-out sheet, remind familieand provideextra copies for people who may
lose the first questionnaire you distribute.

Your Portfolio should include at least Feamily Questionnaires or 25% of the questionnaires you
distributed- whichever number is higher.
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SchootAge Care Credential Family Questionnaire

Dear Family,

I am currently pursuing mMew York Sate SchoclAge Care Credential and | need your
feedback to understand how | can serve you and your ceil)l ljetter. Your feedback as well as
that of childwould be very helpfuso that | can better understantat | do well andn what

areas | need tionprove.

Pleasetake a few moments t@spond to the following questions and return the questionnaire to

the envelope by our sign and out sheet.
Thank you in advance for your time.
Sincerely,

Questions related to the
Participating Child

Does your child like coming to the program?
What does s/he like best?

Does your child feel like s/he has a say in
how s/he spends time at theopgram?

What does your child wish s/he
could change about the program?
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Questionsrelated to
Parents / Guardians

How well do | respond to your child as
an individual?

How well do | keep you informed about
the program schedule, activities, staff
changes and decisions?

How well do | keep you informed about
how your child is doing in the program?

Do you feel that | am truly interested
in your child and yourself and that |
am available to discuss yoooncerns?

Is there anything you would like me
to do differently as | work with you
or your child?
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Professional Development GoaSetting

Professional development is an ongoing process which will continue long after you have earned
your SchootAge CareCredential. Developing shemnd longterm goals is part of your
professional development process.

Shortterm goals are usually relativedimple to accomplish within a simonth time period.
Your Advisor, Credential Preparation Course Instructor, the Credential Endorser, or families
might suggest shaeterm goals during your credential process.

Longterm goals are more complex and meguire additional training, funding, or resources
than you currently have. Ideas for these kemgn goals also may come from a variety of
sources. Longerm goals may take up to three years to accomplish.

Effective goal§ whether they are shenr long-term in nature are written, specific and
focused, measurable, achievable, and have a stated deadline. Effective goals record what you

want to do, how youo6l | do it, and when it wild/

draftyourgoalsand i ncl vahélLomgT @&iSimoGo al s 0 Powfdid. i on i n

Your Advisor will help you refine your goals so that they are specific, focused, measurable, and
achievable. Your assign&thool Age CareCredential Endorser will review your deas well,

and may make suggestions to make them more concrete and more achievable. S/he will record
these goals on yo@andidate Profileduring your Interview.

The goals that you set now will be the basis for renewing the Credential three yearsuaéiarn
it. To renew your Credential, you will be required to:

1) Provide an update at least 50% of goals (first renewal goals will be fronCyedential
Endorser Interviewsubsequent renewal goals will be from the previous renewal
portfolio)

2) Providean update report about any functional areas that received any 'needs more
training' votes from Advisor dCredential Endorser

3) Create shortand longterm goals for 14 SkilAreas for the next three years
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4.4Short-and Long-Term Goals Worksheet
New York State School Age Child Care Credential

Candi dat edbs Name: Date:

Short-Term Goal
(within 6 months)

Long-Term Goal
(within 3 years)
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OST = Outof-School Time
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SAC Credential Preparatory Course
Instructor Feedback Form

I nstructoro6s Name: Candi datebds Name:

Instructor Directions: Please take a few moms¢éao comment on the nad i d petfandasce
and professionalism in your course. Your feedback will behedigith all of the other
information gathered by th@redentialAdvisor, Credential Endorser and the Candidate.

Pl ease rate the candidat eds fihe SAC@reparatiorc e o n
process usin@ scale of 1 to Awith 1 being poor and 4 being excellent.
1. Class Attendance
1 2 3 4
2. Completion of missed work and / or classes
1 2 3 4
3. Class Participation
1 2 3 4
4. Time Management Skills
1 2 3 4
5. Compktion of Assignments
1 2 3 4
6. Completion of Credential Documentation Requirements
1 2 3 4
7. Ability to Articulate Value, Purpose and Proces$sohootAge Care
1 2 3 4
Pl ease provide any additional ¢ o mpexformasce i r

your class.
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Resource File
Preparation

The Resource Filas a collection of materials scheayje professionals might use in their work
with children and families. Preparing yoResource Fileprovides important experience in
locating resources and articulating your own philosophy of your work with selgeal children.
The collection is a working resoutene that should be useful to you as a sclagel staff
member throughout your career. €limformation contained in yolResource Fileshould serve
as reference material on a regular basis.

Arrange yourResource Filematerial in any way it will be useful for you (e.g., bound in a
notebook or contained inside file folders in a box). Therenareequirements about how it
appears.

Make it professionalooking, manageable in size, and legible.
Make it easy to add or delete items.

Make it portable, i.e., designed to be carried to and from a work site, on a home visit, or to a
meeting.

RemembetheResource Filés meant to grow as you further your career. For example, while the
Credential requirement is to include 3 art activities, you will continue to develop many more
throughout your career. Your fin®esource Filemay represent years ofork and be kept in
multiple notebooks or boxes.

Include twentysevenspecific required itemsQOrganize these7Ztems, by the seven Competency
Goals and number them so they can be located easily by the Credential Endorser.

Make your materials currerithe information must be collected within 12 months of the date you
submit yourEndorsement Visit Request Forrif regulations, policies, or key personnel change
(and these changes affect the accuracy of fRmsource Filg after you complete thResource
File but before your Endorsement Visit, update ydresource Fileto reflect this new
information.

Do not duplicate any entries in yoRortfolio. You may not, for example, include your child
abuse/neglect reporting procedures as bothRisource Fildtem #1 and as an entry in your
Portfolio. You may listitems in yourResource Filavhich you also refer to in youportfolio.

For example, listing 4 songs as a requirement folRdgource Filedoes not prohibit you from
creating aPortfolio entry explaiing how you are competent in the Creative Skill Area because
you understand the value of, and provide children with, musical experiences.

Make sure that everything you includ@(ks, songs, activities, forms, .¢ic theResource File
are items that yohave used directly with children and families.

Make sure that these items are appropriate for your setg@os and their families.
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Sources of Information that will be Helpful in Preparing Your Resource File

T Your pr policiessanddpsocedured-or instance, each chilchre program should
have procedures covering topics such as child abuse/neglect reporting procedures and
procedures to follow when a child is injure:
procedures as your item. Ddite a paagraph in your own words on how you would
handle a situation using those procedures as a guide.

1 Your local Cornell Cooperative Extension OffiGef o r i nformati on on c
nutritional needs, programming ideas for schagérs, and information on quslichild
care.

9 Other youth serving agencies. Use the yellow pages, your local community college, and
personal referrals to locate agencies that may provide programming assistance,
information on children, and/or potential places to refer families who hekdwith a
specific situation.

9 Other child care professionals. Ask your program director to help you build a network of
other professionals, including regional staff of Mew York StateOffice of Family and
Chil drends Services.

9 Your Trainer or Profess. As s/he provides coursework, s/he may also help you gather
materials related to childrenétés activities.

1 Resource Lending Libraries. Public libraries, resources at Child Care Coordinating
Councils, and other types of lending libraries are often a goeste of information.

T The school di stri ct 6s-fdipfermatian tonddraimgdpeciaRe sour c e
needs children.

1 Your own creativity and resourcefulness. Stretch yourself to find new sources of
information, community resources, and actastio engage children.
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Resource File Requirements
Skill Area 1: Professionalism
1. Obtain a copy oNew York Stateegulations appropriate for your modality of care

2. Under what subsection/letter would you find the requirement for an emergency
evacuatiorplan?

3. In what section/letter would you find the required staff/child ratio information?

4. List 3 outside agencies that could possibly use your talents to advocate for children or
improve the quality of care for scheafje children.

5. Obtain brochures andembership information from 2 or 3 professional associations,
include membership verification in a related professional association, and list two
benefits of membership.

6. Obtain name and contact information of agencies in the community that provide
resourcs for children with disabling conditions.

7. List the 6 components of the National Afterschool Association standards and describe
one area in which your program could be improved.

Skill Area 2: Child Development

8. Develop 2 creative art activities and dentoaite how you would make them appropriate
for 5-7, 810, and 1a12 year olds.

9. Develop 2 gross motor skill activities and demonstrate how you would make them
appropriate for &, 810, and 1612 year olds.

Skill Area 3: Safety

10. Describe reporting procedes and policies includinghere to report iand the telephone
number for reporting suspected child abuse and maltreatment.

11. Describe appropriate procedures for handling a child who receives a head injury after
falling from a playground structure.

12. Provide documentation of current Adult/Child/CPR/Fikad certification.
Skill Area 4: Health

13. Provide a sample of a weekly menu for snacks, and indicate how foods contribute to a

schoolage chil dés Recommended Daily All owance
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Skill Area 6: Guidance

14.Provide a copy déveldpédevithpnpud fppm themohiklrencluding s
how they were developed and how these rules fostediseipline.

Skill Area 8: Creative
15. Provide four songs, including sheet music and wofidgo must be from other cultures.

16. Provide two visual arts activities and two performing arts activities, listing all materials
and how you expect the children to use them.

Skill Area 10: Cognitive
17. Provide titles, authors, publishers, copyright datesaahrief synopsis of:

0 Two books suitable for scheabe children that support development of gender
identity by portraying males and females in diverse roles.

0 Two books suitable for scheabe children that deal with the human
reproductive process.

o Two books suitable for schoalge children that deal with separation,
divorce, remarriage or blended families.

Skill Area 12: Social

18. List 5 ways in which your program helps schagk children develop friendships and
increase social skills.

Skill Area 13: Families
19. List 5 ways you support parents in your program.
20. List 5 activities parents can participate in to help feel a part of the program.
Skill Area 14: Operational Program Management
21. List five potential community partners who could offer enrichiretivities to the
children in your program. Include the purpose of the activities, contact person

information, and how the activity enhances

22. List other outreach agencies that could provide support for selgeprograms,
including contact person, telephone numbers and addresses.
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23.0bt ain an observation tool for recording inf.
should support appropriate program planning and not emphasize only negative behavior.
Provide one blank copy, and include one copy that has observation notes gdakieav
(keeping the childdés identity anonymous.)
V Please describe how you use the observation tool?
V How do you ensure that every child is observed periodically?
24. Obtain 35 recordkeeping forms from your program.
25. Write a concise summary of a recenffsta planning meeting.

26. Obtain a copy of your daily schedule including time blocks, activities and age groupings.

27. Develop shortand longterm goals a minimum of every three years, making sure they
are specific, measurable, achievable, relevant, andijtime
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Chapter Five: Advisor Instructions

Contents Include

Advisor Roles and Responsibilities
The Observation ProcessPurpose Requirements andGuidelines
The Observation Instrument:
1 Checking Off Indicators
1 Scoring the Competency
1 Making Notes About What You Saw
1 Reflect on What You Saw
1 Completing Your Observation Instrument
Coaching Meetings
Growth Strategies and Goalsncluding 4.4 Short and Long-Term Goals Worksheet
The Advisor as Guide in Development of Candidate Dmentation (Portfolio and
Resource File)
The Advisor as Evaluator
The Advisor as Guide for the Candidate to 3.1 Assessment Visit Request
The Advisor Checklist
Advisor Observation Instrument Form 5.1
Interview Questions

Advisor Summary Form 5.2
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Preface

ou have made a commitment to fulfill a challenging and importand riblat of Advisor
to a Candidate for thdew York StateSchootAge Care Credential.
In this role, you will:
9 Provide guidance to the Candidate as s/he prepares documentation of shéls in
Portfolio and Resource File

T Confirm by signing verification that the Can,
all the necessary information

I Observe the Candidate working with children on at least three different occasions,
making notes on th@bservation Instrument

1 Give the Candidate feedback on what you saw during observations, making notes on the
Coaching Meeting form

9 Guide the professional growth of the Candidate by suggesting ideas, opportunities, and
resources that can help build skiwhere s/he needs them most

1 Document your Observations on the Observation Instrument, your coaching meetings on
Coaching Meeting Form, and summarize the Can:
Summary Forni all to be completed and turned in withthe @dand at e s Endor semer
Visit Request

Thank you for joining the team of people who will support the Candidate through his/her
Credential process. Your contribution is tremendously important to the professional evaluation of
this Candidate and to thetfire of our schoolage children!
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Advisor Roles and Reponsibilities

As an advisor, you serve as a mentor and coach to the candidate. As such, you provide guidance
to him / her around the financial aspects of the credential process; perform observatiams of h

her in their work setting; provide feedback and recommendations for professional growth; guide
them in the development of their portfolio and resource file.

All of these responsibilities require you to document your work with the candidaiartloular,
this documentation includes:

The Advisor Observation Instrument (5.1)

Coaching Meeting Notes

The Advisor Summary (5.2)

Written verificationthat Portfolio and Resource Fileare complete o8. 1 Candi dat e b s
Assessment Visit Request

T
)l
)l
)l

The Advisor as Mentor /Coach

You are responsible to facilitate the Candidat
SchootAge Care provider. Therefore, it is important that you develop a supportive relationship
with the individuad one that encourages mutualdturespect, and honesty.

Candidates for theNew York State SchootAge Care Credential must demonstrate their
competence in three ways observation, documentation, and ability to articulate the value,
purpose, and process of their work in schage @re. The Advisor plays a role in observation

and documentation, and can help prepare the Candidate to articulate in his/her interview with the
Credential Endorser.

The Credentialing Process is designed to put the Candidate in the leadershiwhigle may be

unlike previous learning experiences s/he has had. You role is to guide the Candidate in a way
that promotes her/his independence. That means helping the Candidate clarify his/her goals, stay
focused on those goals, and develop his/her profesisievelopment plan.

This may be wunli ke previous experiences youoOve
carefully about how you structure your interactions with the Candidate. Ask a lot cEnged
guestions (uswual |l yr DbiAeaghiantnoi nogr Wwi Ttehl | hnoew 0a boo u t
i nterested in the Candidateos gr owt h, but b
goals should guide your relationship.

€0)
e cl

Plan to work closely with the Candidate over a period of diraeleat four months and often

much | onger. This is a great opportunity for yc
to gain a breadth and depth of information about him or her. Use that information to help the
Candidate expand his/her competencies

Form 5.1: Coaching Meeting Notes has been designed as a template to help you plan your
Coaching Meetings and Observations with the Candidate. You are responsible to add dates and
notes regarding your coaching meetings onto this form. The Candidete snclude this form

with his or her Endorsement Visit Request.
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Guiding the Candidate hrough the Financial Aspects of the Credential Process

Host Agencies involved in the Credential process will be able to provide training to Advisors so
they may assi the candidate in accessing and applying for the Educational Incentive Program
(EIP) and the Individual Training Plan. Advisors may also contact the SUNY Early Childhood
Education and Training Program a8@0-399-0549 or at www.tsg.suny.edu.

The Advisor as Observer
Purpose of Observation

When you are trying to evaluate a Candidatebs
professionally, there is no replacement for being there and seeing for yourself. Your purpose in
observing a Candidate in his/her work environment is not unlike a Candidas pur pose i
observing a child. You are gathering information about the Candida®v s/he manages
childrenés health and safety, how s/ he interact
learning and welbeing of children, and so forth.

Observation is not Ajudging. o In fact, the fir:
you see. Later, you and the Candidate will meet for a coaching session so that together you can
interpret (I) what you have seen. That interpretationleéit! to evaluation (E) and a plan for the

Candi datebs growt h.

Observation Requirements

The New York StateSchoolAge Care Credential Process requires you to observe the Candidate
on at least three separate visitand complete the.1 Advisor Observation Instrument.

Three weeksmust lapse between each of your three observations. All observations must be
dated within 6 months prior to the date the Candidate submits his or her 3.1 Assessment Visit
Request. This might take a totdlthree visits, or it might take additional visit.the Advisor is

unable to observe the Candidate on the required schedule, the Candidate must write a letter to the
Credentialing Agency requesting a waiver.

I'tds i mportant to remember that the simple fact
happens in a given day. You canoét expect to s
particularly weltbehaved on the day that you visit, and therejore might not see the Candidate

exercising any guidance or discipline. Children may be exploring a science project on the day

that you visit, and therefore you may not see the Candidate engaging them in a creative or
dramatic arts project. On any givea § , you wonét be able to obseryv
every competence that the New York State Sclga Care Credential expects of him/her.

That s why the Credentialing Process also incl u
evaluatinga Candi datebdés competence. That 6s al so wh
work with children on three separate occasions, and why the Credentialing process also includes

an observation by thendorser because different people will often see def@rthings.
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Time your observations so that you have adequate opportunity to see the Candidate in action,
reflect on what you saw, and give him/her practical feedback that suggests growth strategies.
Space your observations at least three weeks apdhtat s/he has time to act on your feedback
before you go back to observe again.

In addition to three observations of the Candi
regular Coaching Meetings with the Candidate. In these meetings the Adases svhat s/he

has observed, helps the Candidate reflect on the purpose behind his or her observed behavior, and
helps the Candidate identify , plan, and implement specific actions that can improve and enhance
theschoolage carexperience for the Candite as well as the children and families served. See

the Advisor Coaching Meeting Notes for details and a potential format of these meetings.

I n addition to providing a process for t he Ad

Observation Instrumerit s a key document t hat is used in th
Credenti al Endor ser observes t he Candi dat e onl
information about his or her competence as the Advisor can. Therefore the Credential Endorser

reiesmm t he Advi sords Observation I nstrument for th

8§ To gain understanding about competency areas that the Credential Endorser did not happen to
see on a given day

8 To gain understanding about t he tBeAddsordat eds g
observes through the final Advisor Observation

Therefore, the Advisor is required to:

8 Make note of the date on which s/he observed each time,
8 Use different colored ink to make notes each time s/he observes so tBahtwd Age Care
Credenta | Endorser can track the Candidatebs gr owt
8 Make substantial notes that describe what s/he has seen in each skill area,
8 Following the final observation, complete the box at the bottom of each Skill Area on the

Observation Instrument, indicating your segted shoft and longterm goals for the
Candi datedés growth and whether you believe t he
needs more training.

The Credential Endorser will review your Observation Instrument carefully, looking for notes

thate | | him or her more about the Candidateds cor
given day s/he visits. The Credential Endorser will take your votes and suggested goals into
consideration, asking the Candidate for more information when your vogés differ from his

or her perceptions.

There is no set formula for how many skill areas a Candidate must receive competent ratings.

Rat her the Credenti al Endorser wil| | ook at eac
performance, documéation, and ability to articulate the value, process, and purpose of his or her

work.
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Observation Guidelines

1 Become familiar with the program and its setting for150minutes before beginning to
observe the Candidate.

1 Blend into the woodwork.Without being discourteous or disrespectful to children or
staff, resist the temptation to interact with them, interrupt, or ask questions.

9 Listen and watch as the Candidate goes about his/her work with children, and displays
abilities in the 14 Skill Ares.

Listen and watch childrendéds experiences that
Note your questions on tligbservation Instrument

Move around inconspicuously to observe various aspects of the program and the
Candi datebds wor k.

1 Keep your focus on thCandidate rather than on any other staff members.

Preparing to Observe

Become familiar with 5.1 Advisor Observation Instrument. It will help you focus your attention

on competencies required by thiew York StateSchoolAge Care Credential Process.hi§

instrument is designed to help you make the most of your observation time by reminding you of

things to look for. The instrument follows theNew York Stat&choolAge Care Competency

Standards listing Skill Areas, Competencies, and Indicators in the same order as in the 2
Competency StandardsYou should be familiar with Zompetency Standarde that you see

the reason behind some of the competencies and/or indi¢ateesons that may ndie clear

from the 5.1 AdvisorObservation Instrument.Understanding the reasons and intent of the
Competency Standaresi | | help you focus and understand wha

You may want to focus on only three or four Skill Areas each time y&usa that you can look
especially for indicators of competence in those areas. However, be ready to observe other
indicators too. It would be a shame to miss the Candidate doing something wonderful in the
Guidance Skill Area just because you plannedhiserve the Cognitive Skill Area that day.

Please be sure that at least one observation is made with the same children that the Candidate will
be working with when s/he is observed by the Credential Endorser. This consistency will give
the CredentiaEndorser the same frame of reference when s/he reads your Observation notes.

Using the Observation Instrument

It is clearly easier to observe some competencies than others. Some will happen right in front of
your eyes as the Candidate demonstratesabiéities. Other competencies require you to look
deepeii at trends, processes, how staff and children interact, and sa fanith make inferences
regarding what you see.

Each Skill Area has a brief description and numbered competencies follovirdidators which
help define each competency.
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For example,

Score Box

4 Competency

2-1 Includes children of all ability levels, including those with special needs.

__ Activitiesand experiences incluadildren of all Observation Notes
abilities

____Childrenwith disabilities interact with their Indicators
peers as well as differentbled children

___ Children withexcepional abilities
are challenged

Checking Off Indicators

Check off the indicats as you obseniewhen they are relevant. You need not check off all the
indicator statements. Make notes about what you see and about what you do not see.

Usually, if you check offall the indicators listed, you will score the competency ashat3not

always! Just because you have observed an indicator, does not mean that you have observed the
Candidate taking that action repeatedly or consistently. In those cases, you might rate the
competency asalora?2.

Scoring the Competency
Each comptency is scored using the following scale.

1 = Rarely. While observing, you saw the Candidate do this infrequently, or take inappropriate
action.

2 = SometimesYou saw some evidence of this action.
3 = Mostly. You saw the Candidate repeatedgmonstrating the behavior described.

I = Needs followup documentation or interview discussior¥ou were unable to see any

evidence of this particular competericyand you believe that this is due to circumstaricése

day of your visit, lack of timepd so forthi r at her t han to the Candi dat eo:
that area. Therefore, you may rate a competenc
more information. You can | ook for that infornm
discuss it in coaching meetings with the Candidate.

DNA= From what you are able to observe, this com
situation. You will need to follow up with the Candidate to determine if the competency does not

apply, or if t does and you were unable to observe it on the particular day you visited. If the

|l atter i's true, youol |l want to ask the Candi dat e
File) how it applies and how s/he demonstrates that competency in his/tker wor
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Making Notes About What You Saw

Use the space provided on 5.1 Advisor Observation Instrument to take notes that explain your
reasons for giving a particular score. Feel free to use additional paper to document what you
observed.

Date the Instrment each time you observe, and

Use different colored ink on each observation so that you,Sitteol Age Care

Credential Endorser, and the Candidate will be able to track what happened when and to

notice growth between visits.

Note brief examples afihat the Candidate didor did not do.

Use quotes to remember what the Candidate said.

Note why it seems that an indicator or a competency does not apply (DNA).

Note if a competency seems as though it ma y
example, the availability of storage space.)

Note improvement since your previous observation.

Your notes will help guide you as you meet with and coach the Candidate, and they will help the
Credential Endorser to get a full and accurate picture ofthedCad at e 6s compet ence.
Credential Review Panel also looks at the notes of the Advignithe 5.1 Advisor Observation

Instrument and Coaching Meeting Notes Fadrto verify the recommendations of the Credential

Endorser. Advisor notes are very im@mt in the Assessment Process!

There is space to make additional comments following each functional area. Use that space to
identify anything el se you observed related to
may not be already describeddm e of t he areads competency stater
Reflect on What You Saw

Use the following three questions to gather your thoughts so that you can give constructive
feedback to the Candidate.

1. What did you like about what you saw the Candidate doing? How likdd®monstrate
competence? What indicators of competence did you see?

2. What might the Candidate do better? What indicators of competence were not
observable on the day that you were there?

3. What help might the Candidate need in order to develop gremeronstrable
competence?

Use your notes from your observation and your reflection about what you observed to plan your
Coaching Meetings.
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Completing Your Observation and the Observation Instrument
By the time you compte your observation, yoshould:

____Have written a score (1, 2, 3, |, oNB) by each numbered competency.

____Have checked off most of the indicators, and

____Have made notes to help you remember your rational for a particular score, and to offer more
in depth informatia.

____Make a list of competencies that require further discussion/documentation when you meet
with the Candidate.
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Coaching Meetings Giving Effective and Constructive Feedback About What You Saw

Feedback affirms what the Candidate does well and offers guidance about how the Candidate can
become more competent. Giving effective feedldatie kind that a Candidate can really hear
and learn froni requires skKill.

Being evaluated is rarely comfoma b | e f or a Candidat e. And it pr
either. S/ he may fear that youdll negatively ¢
which you observed his/ her actions, or that yol

ideas. Depending on what you say and how you say it, a Candidate may become discouraged,
defensive, and unable to accept your guidance.

What can you do to make your feedback really useful to a Candidate? Use the same kinds of
guestions listed above. va out t he Candi dateds evaluation of
you share your observations. Most people are aware of what they do well and where they need to

grow although they often find it difficult to express. Learning to express their strengths a
challenges will be useful throughout the Credentialing Process and in their careers. Therefore ask
them these questions:

1. What did you like about your performance on the day | observed? What indicators of
competence do you think you demonstrated?

2. If you had that day to live over again, what might you do differently? How might you
have drawn on additional competencies to help you be more effective? What would you
like to try that might stretch your current abilities, but which would increase your
progr amés abilities to meet childrends needs?

3. What do you want to work on before | come back to observe again? How can | help you
be successful in meeting your goals?

Listen carefully as the Candidate replies to each of these questions. When s/hesmention
something you also noted, take the opportunity to affirm that you had the same perception.
Agreemeni even when it might be about disagreeable thingsilds relationships. When the
Candidate feels that you have fully listened to his/her respohsessthe will be far more ready

to listen to what you have to say.

You do have an obligation to help Candidates meet the standardsN#wh¥ork StateéSchoot

Age Care Credential. (THel AdvisorObservation Instrumeneflects these standards. Reti@

2 Competency Standarde better understand the context of the standards and indicators of
competence. ) You are also obligated to help the Candidate increase his/her level of competence.
Therefore, every observation feedback should result in ciergn@wth strategies and goals.

Growth Strategies and Goals

The philosophy of thélew York StatéSchootAge Care Credential is that professional growth be

a goal for all schoehge provider$ before, during, and after the Credential Pro¢esbetherthe
Credential is awarded or not. Therefore, you have an obligation to help the Candidate develop
appropriate growth strategiesven if s/he already demonstrates a high level of competence.
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One element of completing the Credential Process is for #mgli@ate to develop at least two
growth strategies (sherand longterm goals) in each Skill Area. Your role as Advisor is to help

the Candidate draft his/her goals before s/he meets with the Credential Endorser. Because you
will have spent more time witthe Candidate than the Credential Endorser, s/he will look at your
notes to confirm that the shednd longterm goals identified by the Candidate are appropriate.

Therefore, as you observe and conduct your feedback sessions with the Candidate, detie and
at leasone short and one longterm goal for each Skill Area on th®bservation Instrument.

A goal is a statement about what the Candidate will do, why and how s/he will do it, and when

s/he will do it. Shorterm goals should be accomplisheihin six months. Longerm goals

shoul d be accomplished within tStheol Agdh Cagee year s
Credential Renewal Process.

Effective goals sayhat one wants to ddhow one will do it, andwhen it will be done. The
following are examples of effective godlsones that truly help the Candidate improve her/his
performance.

8§ Provide more opportunities for scheafje children to develop their expressive language
skills by having them tell stories and tameord them each Thursday in April.

8 Create a writing center for children to write skits and act them out by gathering
maer i al s, posting AWhat i f?0 questions to st
presentation for their families at our Halloween Family Dinner.

8 Ask older children to read to the younger children each Friday afternoon during quiet
time.

This example is a far less effective goal. Although the intent is positive, the goal does not answer
how, why, or when the Candidate will address this topic.

8 Encourage children to routinely verbalize their thoughts and feelings.

To make the recommendatiorore useful, offer examples that help the Candidatéeheees/he
could promote such expressidfiake your suggstions concrete and specififoint to references
a Candidate might use to fulfill his/her growth goal.

Engage the Candidate in brainstorming wboew and/or different ways to apply his or her
existing skills and knowledge, and develop additional competence to better meet the needs of
schoolage children and their families. Consider activities, materials, techniques, routines,
professional confemnces, homstudy references, and the likeand help the Candidate focus on
growth strategies and goals that will help him/her develop the competencies s/he most needs.

Candidates are required to come to their Assessment Visit with a draft of theirastibfong

term goals attached to thétortfolios Instructions forDocumenting Competencipsovides the
following template for Candidates to use as they develop their simaiiongterm goals.
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4.4Short-and Long-Term Goals Worksheet
New York State SchoolAge Child Care Credential

Candi dat edbs Name: Date:

Short-Term Goal
(within 6 months)

Long-Term Goal
(within 3 years)
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OST =0Out-of-School Time
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The Advisor as Guide in Candidate Documentatio: Portfolio and Resource File

The Candidate documents competencies in hisfRertfolio and Resource File. See
Documenting Competencies Instructidos more information about what both documents must
contain.

Preparing théortfolio and Resource Filis a challenging task. Candidates need guidance about
entry topics, how to prepare entries so that they meet the standards that are required,tand ho
schedule their work so that they can complete all the necessary entries.

In some cases the Candidates will attend a Credential Preparation Course which will provide
some guidance about preparing their documentation. Independent Study Candiglateshe
Advisor alone to provide that guidance.

Regardless of how the Candidate prepares for th
carefully review the final documents and to si
The Advisob s si gnat ur e Portfoldb ancdResoairse Filedreacompletd and contain

the required information.

The Advisor should therefore review several of the first entries that the Candidate writes so you
can be sure s/he is on the right trdméfore s/he invests huge quantities of time. Ask the
Candidate to show their entries to you periodically so that you can provide useful feedback and
guidance throughout his/her process of documenting their competencies.

Use the same feedback process aghigir observations, and offer suggestions that will help them

clarify what they dq whenthey do it how they do it and why it is important to them and to

the development of the childrenin each Skill Area. Thd?ortfolio mu s t be the Candid
original work and should reflect his/her individual style while still containing all the required

content.

The Candidate will present thortfolio andResource Fildéo the Credential Endorser when s/he

visits. However, the Credéal Endorser has limited time to do a detailed review of the

Candi datebdés documentation at hi s/ her visit. Th
knowledge of these materials.

If your Candidate has aspirations to apply for college credithenbisis of his/her written
documentation, then you should pay special attention to hoRdtifolio is written. Encourage
the Candidate to use spell and grammar checkers, togadtis/her entries, and to use correct
language that reflects colle¢evel writing.

The Advisor as Evaluator

The Advisor is responsible for writing a Summar
t o the CRonfdid. dTais Addser SummanfForm should refer to observations and

coaching meetings that the ¥idor has conducted with the Candidate and should offer concrete

examples that indicate that the Candidate is a competent sdmobre prfessional.
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The Advisor as Guide for the Candidate to submiB.1 Assessment Visit Request

Before the Candidate is eligible to subrBitl Assessmenfisit Requesto the Credentialing
Agency, s/he must verify that the following tasks have been completed.

1 The Candidate must complete their documentation,

1 The Advisor must complete all three obsdions, and

1 The Candidate has collected completegiFamily Questionnaires.

On completion of all these tasks, the Advisor must 8idriAssessment Visit Requbsfore the
Candidate submits it.

This form is not a statement of the Candidateods
you have completed your responsibilities, and that the Candidate is ready for his/her Endorsement
Visit.

Please counsel a Candidate who is not ready for aes&ment Visit to postpone the request.
S/he may not be ready if:

1 his/her documentation is not yet complete,
1 if you have not yet completed your tasks, or

9 if significant improvement in skills is needed.

There may be instances when a Candidate isfisalt with her/his performance and chooses to
proceed even after you have counseled for postponement. Alert the Candidate that if the
Credential Endorser chooses not to recommend that the Credential be awarded, s/he can apply
again at a later time or apgdethe process. However, unless the appeal is granted, s/he will be
responsible to pay the Endorsement fee again.

When the Credentialing Agency receives ftssessment Visit RequesCredential Endorser will
be assigned. The Endorser reviews Caatdiddlocumentation, conducts an observation and
interviews the Candidate.

Thank you for your work to improve the quality of scheagje caren New York State!
We hope your participation will be a rewarding expece. If you are concerned onsure about

any aspect of your responsibilities, please contact your local Host AgeAdteBchool Works!
New York at 518.694.0660 or via the welwatw.afterschoolworksny.org
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Advisor Checklist

Vv

Vv

Read Advisor Instructionsand alltBiean di dat eds materi als caref ul

Schedule three observations with the Candidate. Each mastdaest three weeks apart

within 6 months of the Candi dateds Endor seme.|

observations 06.1 AdvisorObservation Instrumentotingyour vote regarding

ACompetento or fiNeeds More Trainingo along

professional development at the bottom of each Skill Area.

Schedule coaching meetings with the Candidate to offer constructive feedback, including
growth strategies, after each observation. Record notes from these meethaysson
Coaching Meeting Notes

Guide the Candidate in preparation of hisfertfolio andResource File.

Sign3.1Assessment Visit Requeasdtich states that theortfolio andResource File
contain all the required information.

Attach your completed, dateBl,1 Advisor Observation Instrumeamd5.2 Advisor
Summary Formm 0 t h e (DacumdntdtiartPertfolo andResource File).

Candidate Materials

Introduction and Eligibility Requirements
Competency Standards

Candidate Instructions

Endorsement Visit Request Form
Documenting Competencies

<K<K

Portfolio Preparation

Portfolio Templatesind Samples
Family Questionnaires

Professional Development Go8etting
Resource File Preparation

Advisor Materials

All of the above plus,

Advisor Instructions

Advisor Observation Instrument
Advisor Coaching Meeting Notes
Advisor Summary Form
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5.1 Advisor Observation Instrument

Candi dat eds Name:

Observer6s Name (Advisor):

Date of Observation 1:

Date of Observation 2

Date of Observation 3:

Reminders:
V Dates must be within program year and three weeks apart.

V Final observation must be within 6 months ofamiCandidate submits his or her
Endorsement Visit Request.

V Please use different colored ink to make notes dwath observation which
will allow the Credential Endorser and the Credential Review Panel to
reconstruct what happened each time you observed and will indicate growth
between observation visits.
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Observation Instructions

Study the Observation Instructions section of this manual before making your initial observation and
review the Instructions before making subsequent observations.

Using the Observation Instrument

As you observe, check off thiedicatorsthat you seeWhen you have seen enough to make an
assessment thmmpetency goalrite a score in the box next to tbempetencyumber.

J Competency

Includes children of all ability levels, including those with special needs.

___Activities and experiences include children of all abilities

___Children with disabilities interact with their peers as well Observation Notes
as differently abled children

___Children with exceptional abilities are challenged. Indicators

Scoring the Competey
Each competency is scored using the following scale.

1 = Rarely.While observing, you saw the Candidate do this infrequently, or take inappropriate action.
2 = SometimesYou saw some evidence of this action.
3 = Mostly. You saw the Candidate repedite demonstrating the behavior described.

| = Needdollow-up documentation or interview discussiorou were unable to see any evidence of this
particular competency and you believe that this is due to circumstaricé®e day of your visit, lack of

time,andsofortir at her than to the Candidatebds | ack of co
rate a competency with an Al o6 to remind yourself

i nformati on in the Can d distuss & @ scoadbingc meatimgs twitht theo n an
Candidate.

DNA= From what you are able to observe, this compe
You will need to follow up with the Candidate to determine if the competency does not apjilgoes

and you were unable to observe it on the particul

ask the Candidate to explain or document (Portfolio or Resource File) how it applies and how s/he
demonstrates that competency in hisiverk.
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Skill Area 1: Professionalism

Afterschool pofessionals working with schealge children and their families make decisions
based on knowledge ohild and youttdevebpment, appropriate scheafjeactivities and
family life, and demonstrate ammnitment towards quality programs for schagle children.
Theafterschool professionabntinues to set new goals and take advantage of training or
educational experiences that will help her/him to grow more competent.

Competencieand Indicators Observation Notes

1-1 Demonstrates knowledge of regulations that apply to sekgmlkare by:

____Speakingconvincingly about the purposes SAC regulations and
NAA Standards for safe and high quality care.

1-2 Views self as professiohan currert work with children.

Dresses in an appropriate manner
Arrives on time; islependable and reliable

____Speaks of work in positive terms

1-3 Has and is continually developing competenaneshild development, programming,
communication skillsand other topics related to children by:

Regularly attending conferences, workshops, and other professional development
opportunities, and has an ongaijrgtivetraining plan

____Belonging to a professional organization relateddmootage children

Reading professional journals, magazines, newsleétrdike to increase knowledge of
current findings, best practices, anehds in afterschool

Participating in regular staff meetings to plan and evaluateribgram as well as giving
input to supervisor regarding policies and procedures

Meeting and talking with colleagues and the supervisor to provide input on program issues

Using the strengths of other team members and valuing thetranpaverall program
issues
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1-4 Demonstrates wierstanding of program policiey:
____Stating program policies and procedures and/or knowing where to find them
__Foll owing the programdéds system for accurate

Answering parentsd and familiesd questions
to the supervisor when appropriate

Reviewing program policies before starting a new task

____Administering program, budget, and personnel appropriatatbposition
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Skill Area 2: Child Development

Candidate demonstrates an understanding of child development ages, stages, and the range of
development that may occur within a given age or stage, as well as an alaipptydhis
understanding in developing program, environm

Observation Notes

2-1 Demonstrategeasonable expectations regarding what children of various
developmental stages are able to do phifgicamotionally, socially, cognitively,
and creatively.

Helps younger children to feel safe and secure

____Helps older children develop their own sense of identity through greater independence
and choice, planning activities firemselvesetc.

Organizing observations in a systematic way

2-2Plans, organizes, and provides programming that meets the developmental
needs of children.

____Plans and adapts a wide ganof activitieghat children of various ages can enjoy and
find challenging but not frustrating

Environment is organized so children of different ages, sizes, and abilities can feel
comfortable

____Program materials and equipment are appropriate (in size, appeal, and cognitive ability)
for the developmental stages of children using them

____Involving children in planning and evaluating the program

Changing aspects of the progrémmaddress individual cultures, interests, needs,
and abilities

____Providing substitute staith adequate information about the program

2-3 Includes children of all ability levels, including those with special needs.
____Activities and experiences include children of all abilities

____Children with disabilities interact with their peersvasl as diffeently-abled children

____Children with exceptional abilities are challenged
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Skill Area 3: Safety
Candidate provides a safe environment to prevent and reduce injuries

3-1 Follows New York State safety regulations adlvas program policies
and procedures designed to keep children safe.

____New York State License to operate is clearly posted
3-2 Actively works to prevent injuries and harm to children.
____No unsafe raterials or equipment in sight
____Thereare clear traffic paths and exits

____Designated separate areas for quiet and active play
____Candidate supervises and interacts with children
____Children are visible to stafft all times

Sigrrin and sigrout attendance procedures are used

Observation Notes

Maintaining agency awareness of how each child arrives and leaves the program
(i.e. bus, walking, auto) and safe means for their transport to ensure child safety

____Developmentally appropriate supplies and equipment are available

Rules about using materials or equipment safely are posted, stated, and reinforced

Appropriate childadult ratios and group sizes are maintained

Candidate intervenes immediately when children arelwed in unsafe play

____Rules and procedtes for sports and games are explained before play begins

____Candidate models and reinforces safety rules with children
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3-3 Prepare$o act quickly if an accident or injury should occur. Observation Notes

____There is an accessibielephone in working order
____Safety equipment is kept in good condition
____Firstaid and safety supplies are maintained

Emergency phone numbers for childrenbds pare
and poison control are posted next tot#lephone

Using an effective means of communication between and among staff
(i.e. intercom, monitors, walkitalkies, etc.) who are supervising children in
different areas of the program such as indoor and outdoor areas
Providing appropriate first aid training for children to learn
Developing Plans of Action to respond to unusual emergencies related to weather,
terrorist attacks, etdraining and practicing such plans to ensure that staff and children
are prepared to respond if necessary
3-4 Responds quickly and calmly in event of an emergency, including:
Explaining and following specific procedures when there is an accident or emergency

___Responding quickly and calmly to children in distress

Recording injuries, accidents, and ilinesses on a form to share with families and
program supervisor
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Skill Area 4: Health

Candidate promotes good health and nutrition and provides an environmeaintinidiutes to

the prevention of illness.

Observation Notes

4-1 Follows New York State Child Care regulations that address health,
sanitation and food handling practices

____Candidate uses safe and healthy practices regarding universal precautions,
disinfecting equipment and surfaces, and safe food handling practices

4-2 Models and teaches habits that promote good health and nutrition

Candidate does not use tobacco, alcohol, and other drugs, soft drinks, or excessive
candy while with children

Candidate maintains a positive, relaxed atmosptioereduce tension and stress

Candidate washes hands often and always before or after food preparation or eating,
after messy or outdoor activities, and after toileting and/or blowirsg

____Candidate helps children learn healthy ways to recognize, relieve, and cope with stress
4-3 Maintains and makes accessible suppliest help children practice healthy habits:
____Tissues, paper towels, and soap are all available withinehildrs r e a c h
A supply of sanitary pads and tampons

Children are encouraged to drink lots of water, especially when active or weather is hot

4-4 Acts to detect and prevent child maltreatment by:

Describng state regulations regarding mandated reporting
4-5 Maintains a high standard of cleanliness and sanitation practices.

The facility has adequate ventilation and lighting, comfortable room temperature,
and good sanitation
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4-6 Is preparedd deal with medical emergenciesillness as demonstrated by:
Medical records are accessible for children in case of medical emergencies

____Children with signs of illness are checked and treated appropriately to prevent spread
of infection and comfort sick children

____Uses universal precautions to prevent spread of disease

4-7 Provideshealthful, nutritious and pleasant snack and food experiences for children.
____ Surfaces are cleaned and disinfected before using fibpfeparation or eating area
____Children are allowed to plan, pege, and serve meals and snacks

Selfservice snacks are available so children can méterwhen, what,
and how much to eat

__ _Mealsareservedindra x e d -$itf ydmbdphere
____Children ee encouraged to try new foods

____Providing opportunities for children to learn healthy nutrition and active play
practices that lead to healthy weight

_____Employing a supportive cagiving style that leads to healtfiyod attitudes

____Being responsive and firm with children, offering food and activity choices within limits
4-8 Opensvindows daily to let in fresh air (if applicable).

____Windows are open if weather and circumstances permit

4-9 Provides resources drealth and hygiene, such as magazines, books, pamphlets,
and visiting health professionals.

Health resources are available to children and parents
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Skill Area 5: Self

Candidate provides physical and emotional security for selebolage child and helps each
schootage child to know, accept, take pride in himself or herself and develop a sense of

independence.
5-1 Respectthe individuality of children.

____Children are shown that they are apjated,valued, and enjoyed

Observation Notes

Encourages children to show appreciation to adults and other children in the program

____Children regularly get individual attention

Child can choose not to participate in an activity

5-2 Helpschildren identify, plan, angursue their own interests and talents.

Activities and materials ref/l

A wide variety of activities
individual differences is available

ect childrenods

t hat do not

5-3 Helpschildren learn ahat and appreciate a vaty of cultures and ethnic groups,

including their own.

____Staff make no biased remarks

____Children make no biased remarks and/or are corrected when they do

____Artwork, books, visual depictions show a variety of aduand ethnic groups

Actively promotes cultural awareness through reading, foods,
celebrations, arts, etc. beyond a basic curriculum

5-4 Providesopportunities for children to experience success and then encourages
them to see and acknowledge their own progress and successes.

Candidate uses genuine praise and recognition to acknbvwg e
efforts and accomplishments

Candidate uses gentle, physical or nonverbal contalctig, a touch,
a smile to let children know they are cared for
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5-5 Encourageshildren to solve their own problems, intervening only when it seems
they candét find a solution or when someone I

____Candidate responds respeity to children

____Candidate listens carefully to children and takes theteton seriously without
interrupting, judging, or giving unask€dr advice

5-6 Involveschildren in activities that help children learn positive social values.
___Chidrendemnstrate responsibility as tbfley partic
_____Children use their growing indepemde in safe and aggpropriate ways

There are competitive sports and games [as well as cooperative games] that help
childrenlearn to value fairness, cooperation, and personal growth

____Children have opportunities to practice leadership skills
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Skill Area 6: Guidance
Candidate provides a supportive environment in which children can learn

and practice appropriate and acceptable behaviors

Observation Notes

6-1 Creates®in environment of respect where it is not acceptable to hurt any

____CGandidate speaks respectfully to children and other adults and
requires children to do thame

Children are involved in setting limits and making rules

ne

Creates a sense of community through positive communication with children and adults

6-2Guidec hi | drendés behavior in positive manner

____Candidate relies on cooperative and redpeguidance and discipline methods rather than

coercive and authoritarian methods

Candidate speaks to children with the same tone and respect used with adults

____Candidate redirects children from inappropriate to appaitgbehavior

(for example, from play wrestling in the quiet area to playing a game in the gym)

____Candidate has reasonable expectations of behavior based on ages and abilities of the

children

Chil drenbds misbehavi oasatons di scussed i n prive

Candidate offers assistance to children who are out of control
____There are creative outlets for children to express strong feelings
6-3 Usegpositive problem solving and problem prevention methods.

____Children experience the natural dodical consequences of their behavior
(when safe and appropriate to d9 so

Candidate |istens to and accepts
the consequences of expressing those feelings inappropriately

childrenos

Candidate talks to children about their day at school, their friends, their concerns,

and their feelings
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6-4 Followsa daily schedule that allows children freedom within structure.

6-5 Helps children develop and practice positive conflict management skills by:

Introducing peer mediation skills to children

6-6 Communicatediscipline policies clearly
Children understand disciplinary consequences

Candidate knows and follows New York State regulations regarding discipline policies
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Skill Area 7: Out-of-SchoolTime Environments

Candidate uses space, relationships, materials, and routines as resowmestifocting an
interesting, secure, and enjoyable environment thaiwages play, exploration, and learning.

7-1 Separatemterest areas so that simultaneous activities of different natures | OPservabn Notes
can take place

There ar a variety of welequipped, inviting, and responsive interest areas
Interest areas rotate to reflect changing skills and interests
Furniture, tape, or floor covering defines interest area boundaries

Quiet and noisy activitiesaresepaeate d c hi | dren do not get in

Older children are encouraged to create spaces designated for their use only

____ Childrenbés ideas and suggestions are ref
7-2 Providesspace in which children naenjoy quiet and privacy.

____There is a quiet area with adequate lighting where children can do homework

There are appropriate materials (dictionaries, writing supplies, pencil sharpener, etc.)
for homework assistance

There are comfable indoor and outdoor areas where children can enjoy alone time
There are areas that are soft and comfortable for children to sit or lie down

7-3 Providesspace for children to engage in active play.
___Children have opportunities to use indamd outdoor areas for large muscle play

____The environment has been adapted, if necessary, to make it appropriate for children
with special needs
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7-4 Providesmat eri al s whi ch

engage childrendés intere

Materials refleatliversity and show no bias

There is a variety of opemded materials children can use in different ways
Materials are provided to build on interests children develop outside the program
7-5 Establisheschedules and routines that give childire@dom within structure.

____Candidate plays different roles; for example, leader, odrsdistener, facilitator,
adult friend and partipant

Transitions are managed so children do not have to wait with nothing to do

Candidatebserves, talks with, listens to, and surveys children to determine their interests
Children meet their personal needs on individual schedules

7-6 Hasa systematic storage plan and area.
Materials that are used together are stored together

Materials are displayed on labeled shelves so children can choose what they want to do
and return items when finished using them

Portable items such as baskets and carts are used to arrange materials in shared space
Children are involveith setting up and dismantling the environment in shared space

____There is sufficient space for children to safely store their belongings antong
projects or works in progress
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Skill Area 8: Creative
Candidate provides opporttieis that stimulate schoealge children to play with sound, rhythm,
languages, materials, space, and ideas in individual ways and to express their creative abilities.

8-1 Modelsand offers enthusiastic leadership for creative thigki Observation Notes
and projects

____Candidate solves problems

Involving community resources and volunteers to expose children to a variety
of creative processes as well as the cultural diversity of the community

__ Candidate admits when s/he makesistake and tries again
__ Children are encouraged to take risks, learn from their mistakes, and try again
____Candidate interacts positively so that children feel valued for their uniqueness
____Children are encouraged to express their ideas alge
____Candidate helps children try out many new experiences in a spirit of discovery and curiosity
8-2Createen environment that encourages childreno:
__ Examples of creative work surround children
Chil dr eno gsplayede ati ve work is d

Candidate negotiates for such space if program area is in a school or otherwise shared
with another agency

8-3 Introducesew, creative processes, ideas, and activities to children.
____Activities include sensory experiences

___Childrenbds dramatic play is extended
____Prop boxes are introduced

There are a variety of cultural activities that introduce children to the arts,
such as drama, dance, music, literature, film, painting, drawing, and sculpture

Activities encourage more creativity than coloring books, prepackaged craft projects,
and dittos
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8-4 Encourageshildren to develop their creative abilities.

____Candidate helps children understand that it takes hard work and practice
to develop their talents

____Candidate helps children develop specific skills they can use in their creative work

Candidate responds to childrends ideas fo
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Skill Area 9: Physical
Candidate provides a variety of equipment, activities, and opportunities to promote the physical

development of scho@lge children.

Observation Notes

9-1 Providesa variety of materials, equipment, and activities
____Children can explore on their owuith follow-up from staff

____All children are allowed to develop and maintain physical fithess
__Children engage in relaxing activities \atk, puzzles, Bgos or blocks)

__ Encourage active play at | eatgmhinueshi rty min
per day

9-2 Providesspace and time for children to engage in active play every day
____There is adequate space for safe active play
9-3Provided eader ship and enthusiasm that encourage

Games ahactivities encourage physical development and cooperation

Candidate encourages children when they are learning new skills and
provides assistance upon request

Candidate suggests ways children can coordinate movement of their large
and small muscles

Candidate helps children develop an awareness of rhythm so they can coordinate
their movements

Candidate encourages children to make up and organize their own games
Children are encouraged to use their langscles in daily routines

Candidate introduces new games and activities regularly so children learn different
ways to use their muscles

9-4 Provides developmentally appropriate activities
____Children learn redife skills

Children havepportunities to explore materials on their own
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Skill Area 10: Cognitive

Candidate provides hands activities, experiences, and opportunities that encourage curiosity,
exploration, and problem solving appropriate to the developmental levels anddesytes of
schootage children.

Observation Notes

10-1 Createsn environment where learning means. fun

Children appear to enjoy activities in a wide variety of topical areas including
reading, writing, the arts, and science

_____Somaeactivities engage children in a process

_____Some activities encourage children to develop a product
____Children have opportunities to experience, do, and explore
_____Humor resources are availabl&ddles, jokes and limericks

10-2 Encourageshildren to be in charge of their own learning
____Children have space and time to develop and carry out their plans
_ Candidate solicits, accepts, and respects

____Using creative thinking skills in planning gmblem solving skills

10-3 Encourageshildren to develop their inteand intrapersonal intelligences
(knowing themselves and others)

____Children make decisions and solve problems on their own, without adult assistance

____Children havelpnty of time to talk to each other and to thdfsta

____Children demonstrate their growing cognitive skills and apply them to new situations

104Taps nt o chil drendés desire to explore adult s

____Children havlandson experiences, to learn by doifrger example, sculpture,
photography, dance, drama, etc.

10-5 Helpschildren develop their language skills
A wide range of books and magazinees that

Candidate talks to and questions children about what they are observing and learning
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106 Balances hi | drendés academic needs with their ne
learn new skills, get exercise, and develop social skills

____The shedule offers a balance of homework assistance with appropriate fun learning
activities to develop and strengthen skills

Children are encouraged to do homework and exercise acaderndisapline as
part of,but not the only elemewif the daily routine

_ Candidate responds to childrends requests

10-7 Helpschildren develop curiosity about science and the natural world

There are discovery boxes on topics such as ntiagnestatic electricity, solar energy,
and weather

There are materials that help children learn to classify, sequence, and understand cause
and effect

____Children have opportunities to explore natural science and the outdoor environment
10-8 Exposes children to experiendasolving new hformation, ideas, and concepts.
____Candidate uses own special skills and talents to share with children

____ Community resources are used to expose children to meaningful new experiences

____ldentifying shared interests and helpingdriih form clubs to explore them

117| Page



The New York State SchoeAge Care Credential Manuai 2008

Skill Area 11: Communication
Candidate actively communicates with schagé children and provides opportunities and

support for schoehge children to understand, acquire, and use varishhonverbal means of
communicating thoughts and feelings.

Observation Notes

11-1 Modelspositive communication skills in interactions with other staff members
and parents as well as with children

Candidate listens attentively to what children haveyt@sd shows respect for their ideas

~_ Candidate accepts childrends use of sl ang
for standard use of language

____Candidate uses the different languages spoken by children and their famibegnast a
respect and t o eguageenNironmdne programdbés | an

11-2 Providegnaterials that encourage language development activities

____There are props, costumes, and other materials that encourage dramatic play, making up
skits and puppetry

There are audio and video tape equipment children can use to record their storytelling,
plays, skits, music and other atmns

Children are encouraged to read and write foispleganot because they must complete
assigned work

Children share folklore, oral tréidns, stories, songs, and books that reflect their family
backgrounds
11-3 Buildsopportunities for children to develop and use communication skills into all
program activies, not just those specifically related to reading, writing, and speaking
Candidate shows knowledge of developmental stagesnmfg@ommunication; using
printing or cursive writing on signs, bulletin boards, and other written materials based o

the age of the children who use the area

Candidate uses group meetings as opportunities for children to share their ideas, raise
concerns, and discuss solutions

_____There are places where children can work, play, and talk ihgnoabs
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Children plan and implement special interest clubs that use or explore communication
skills, for example, publishing a newspaper, planting a garden, discussing favorite books,
or learning about television production

Candilate helps children find the words to express their ideas and feelings

11-4 Asksopenriended questions to encourage children to think and express their ideas

_ Candidate is alert to childrends nonverba
play, drawings, stories) and uses the cues to ask questions about their ideas and feelings

11-5 Introducesnore complex communication skills such as assertiveness, conflict resolution,
and refusal skills as children develop aleinonstrate a grasp of more basic skills

____Candidate helps children express their feelings and discuss problems verbally rather than
use aggression to solve a problem

____Children use brainstorming so they can use it as a preaang tool
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Skill Area 12: Social Positive Classroom Community
Candidate helps each schagle child feel accepted in the group, helps chiltkam to
communicate and get along with others, and encourages feelings of empathy andespéaal
among schoeage children and adults, and teaches skills that will prepare children to protect
themselves from issues such as violence, exploitatgmpf alcohol, tobacco and other drugs,
premature sexual experiences, and bullying.

Observatio Notes

12-1 Modelspositive ways to interact with other people of all ages
____Candidate appears in touch with his/her own feelings
____Candidatenodels acceptable ways to express feelings

12-2 Employsobservation skills to understand the sociadweof each child

____Candidate observes and listens to learn how each child relates to others in the program
____Candidate assists children who have difficulty being accepted by their peers

12-3 Helps children develop and practice the skills to gmig@with others

Candi date shows that s/ he accepts chil dreno:s
learn to control their actions

12-4 Helpschildren develop and practice conflict management skills

____Children are taught positive methadsresolve conflicts

____Group meetings are held regularly to solve problems that involve all the children
____Includes discussions about ways to avoid and prevent violence

____Children have opportunities to handle theiradiseements without adwdssistance
12-5 Builds a sense of community among children and.staff

Children participate in mulage activities that encourage coopiera
and allow older children to play the role of leader and mentor

____Children are encouraged telp each other
__Chil dren enj oyanyseparate fom &delts s d ¢ o mp

____There are opportunities for children to belong to groups
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12-6 Helpschildren feel part of the larger community
____Children have opportunities to be involved in doenmunity

Community members are invited to share their special knowledge
and skills with the children

Creating opportunities for children to become aware of community resources
including those for victims of violencebeforethey may need them

Coordinating with appropriate resources
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Skill Area 13: Families

Candidate maintains an open, friendly and cooperative relationship with eachaapaol c
family, encourages their involvementthe prgram, and supports the sch@lg e c hi |
relatiorships with his or her family.

hil dos
dos

Observation Notes

13-1 Demonstrates understanding that it is important to establish a relati ,
with childrenbs par eimdryscarétakenoftheres as t hey ar
chidand the most i mportant individual i n a ch

____Candidate calls family nrmbers by name
____Family memlers talk easily with Candidate
13-2 Develops a system of regular communication with parentf$eanities.

A variety of communication strategies are used to inform parents and
familiesabout the program

Candidate recognizes that parental/family involvement is not restricted
to formal meetings, but happeat every point ohteraction

Candidate shares interesting, positiv@inf mat i on about each chil dés
Candidate gives families information about
forexample,tat t he child didndét eat a snack

___Asking parents and familiesfornf or mati on about their chil dr e

Sharing observation information with families and encourages them to
help their children grow and develop

____Involving @rentadvisory groups to provide direction for the program
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Portfolio Evaluation

The Portfolio is a written document in which a Candidate presents information about her/his
work in relation to the seven Competency Goals and all fourteen Skill Areas as described in the
New York StateéSchootAge Care Competency Standards.

NOTES

Autobiographical Statement

Approximately 300 words in length with few or no spelling and / or
grammatical errors

Describes Candidates past, their reasons for working in selgeatare
Few or no spelling or grammedl errors.

Program Description

Approximately 300 words in length with few or no spelling and / or
grammatical errors

Goals and philosophy of program are included.

Description of children including special needs and abilities, ages,
languages spokenultural backgrounds, etc.

Description of weekly activity schedule

Competency Goals/Skill Areas

Skill areas are clearly divided, in order, and labeled for easy reference

There ardghree entriesfor each skill area clearbabeled, numbered

and datedwithin the same school year as request form was submitted

Each Skill area entry clearly explains:

o What specifically was/is done

o How it was/is done

o When it was/is done

o Why is it important to the candidate ideally and philosophically (in their work?)
o Why isit appropriate to the developmental level of sckage children

Each entry is original, with no duplication between entry and resource file items
Entries are concise, limited to one page

Entries have few or no spelling or grammatical errors

Any photos oartwork added to the portfolio is an enhancement and adds to the understanding
of the documentation

123| Page



The New York State SchoeAge Care Credential Manuai 2008

Resource File Evaluation

The Resource File is a collemti of materials scho@gestaffuse in their work wth children
and families. Ishouldprovide candidatwith important experience lacating resources and
relating their owrwork in schoolage programs.

A Skill Area 1: Professionalism

____Items 17 are included and complete.

_____Membership verification in professiomalsociabn is included as a memberslaigrd or
letter of verification.

A Skill Area 2: Child Development

_____Items 8 and 9 are included and complete.

_____Two creative art activities have been formatted for appropriate use with children
ages 57, 810 and 1612.

_____Two gross wtor skill activities have bediormatted for appropriate use with
children ages &, 810 and 1612.

A Skill Area 3: Safety
____Items 1012 are included and complete.
____Documentation of currendélt/Child/CPR/First Aid; can be photocopies of cards or a
letter from the sponsoring agency that specifically names the candidate as having
successfully completed Adult/Child/CPR/First Aid class.

A Skill Area 4: Health
Item 13is complete

A Skill Area 6: Guidance
Item 14 is complete

A Skill Area 8: Creative

____Items15 and 16 are complete.

Al songs (item 15) include words as well as sheet music.

_____Two of the songs are from cultures other than their own.

_____Item 16 details three art activities, supplies, materials and how the children are expected to
use them. Resources can be from curriculum; of an original nature; from the internet; or
from any other resource providing art activity ideas.

A Skill Area 10: Cognitive
Item 17 is complete.

A Skill Area 12: Social
Item 18 is complete.
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A Skill Area 13: Families
Items 19 and 20 are complete.

A Skill Area 14: Operational Program Management
Items 2426 are complete.

A Compkte Resource File

_____File is well organized and neat.

____ Competency Goalsealabeled and items aneimbered for easy reference.

_____There is no duplication of items in the portfolio.

_____All resourcetems are appropriate for scheage children ashtheir families.
__Candidate has actually used all or most activities listed in the file. (Interview question)
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Potential Interview Questions

Skill Area 1: Professionalism

Please describe how you demonstpatgessionalism in your work.

How is your work of valué to children, families, and the community?

Skill Area 3: Safety

Do you take children on field trips? If so, what practices do you employ to keep children safe
while on a field trip?

Skill Area 7: Out of School Environments

How do you advocate for positive spaces for children?

Skill Area 12: Social

How are children taught to positively resolve conflicts?

Skill Area 13: Families

How do you serve as a resource to families?

Skill Area 14: Operational Management

How do you engage children, parents, and families in developing your program?

How would you describe a responsive, high quality program?

How are program policies demonstrated in daily program?

What else would you like tadd that speaks to the value, purpose, and process of your work?
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5.2 Advisor Summary

Skill Area

Candidate Strengths

Candidate Growth
Needs

Advisor Assessment

1.
Professionalism

Competent
Needs more training

2. Child
Development

Competent
Needs more training

3. Safety Competent

Needs more training ____
4. Health Competent

Needs more training
5. Self Competent

Needs more training
6. Guidance Competent

Needs more training
7. Out of Competent
School Needs more training

Environments
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8. Creative Competent
Needs more training

9. Physical Competent
Needs more training ____

10. Cognitive Competent
Needs more training ____

11. Competent
Communication Needs more training
12. Social Competent

Needsmore training

13. Families Competent
Needs more training ____

14. Program Competent
Operation Needs more training

128 Page




The New York State SchoeAge Care Credential Manue 2008

Chapter Six: Credential Endorser Instructions

Contents Include
Role of the SchoolAge Care Credential Endorser
Endorsement Assignments
Scheduling the Assessment Visit
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Preface

Age Care Credential Program. A€redential Endorser, you have been recognized by your peers for
having expertise in the field of scheade child care. The Credential Endorser plays an integral part in
the credentialing process, ensuring consistency and quality control.

T hank you for agreeing to beszhootAge CareCredential Endorser for the New York St&ehool

The New York Stte SchoelAge Care Credential helps schagle care staff develop competence and
professionalism. Successful candidates will possess the knowledge and skills necessary to enhance the quality
of care in their program.

The Credential Program is administer by AfterSchool Works! New York and wadeveloped in partnership

with the New York State Office of Children and Family Services and Cornell University. As the administrator
of the CredentialAfterSchool Works! New Yorkrains Credential Endorsers tonctuct Assessment Visits to
verify Candidates' competence.

Credential Endorsers act as representatives of the Credentialing Agency. Credential Endorsers maintain the
reliability, validity and credibility of the system.

Reliability means consistency. FdneNew York StateSchoolAge Care Credentialing Process, reliability
means that every assessment follows the same process to ensure that every Candidate will be treated fairly ar
that when aNew York State Schoohge Credential is awarded, it has integand meaning.

Validity means that thé&New York State Schoehge CareCredential is well grounded upon evidence of
competence. Evidence is a combination of the Ca
wor k, and t he Castiouthte theavalee dpsrpoaeband protegs ot his/her work.

The credbility of the New York StateSchootAge Care Credentialing Process and the SehAgel Care
Credential itself depends on reliable and valid decisioasd on how the Credential is peived in the field.

Credential Endorsers play a part in portraying a credible image by acting in a sensitive, ethical, and
professional manner.

Thank you forsharing ourcommitmentquality schoolage/ afterschool programs!
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