Needs Assessment
Completing a Needs Assessment is an important part of the training process.  This will enable you to find exactly what the training need is to ensure that the training you offer meets the needs of the program.  A needs assessment can be done via phone, e-mail, or mail.

Program Name: __ABC Child Care________________________________

Contact With: ___ Education Coordinator_____________________________________

Topic Needed: ___Choosing Books___________________________________

Who Needs the Training: ___Infant, Toddler, and Preschool Teachers___________________________

Number of Participants: ___20________

Why do they need the training/what is the situation that demands the training? 

During classroom observations it has been noticed that all classrooms do not have age appropriate books in their classrooms nor are the books on a variety of topics.  Teachers are not understanding what makes a book developmentally appropriate for the children in their room and are having a hard time choosing books on various topics to put in the classroom. _________
How much do the participants know about the content materials? Teachers know that books are important and have a good selection of books.  However, the books accessible tend to be on the same topic and many of the books are not age appropriate.  ____________________________

What are the training needs/what would you most like to get out of this workshop. 

I would like all teachers to be better equipped and know how to choose age appropriate books, as well as know how to choose books on various topics for a diverse selection of books.________

Are there any particular questions or concerns, dealing with the topic, which you would like addressed in the training? Making sure teachers understand how to do this independently without needing another person to come in tell them what books they need to have.

What are the expected benefits/what particular skills would you like to gain and/or improve upon after taking the training? That teachers will be able to choose their own books, know the importance of having a wide variety of age appropriate books that are of diverse topics.

When - time and approximate dates/time frame. On our next PD day in April

Where – location. ___ABC Child Care_________________________________

	Training Plan Worksheet



	Training Topic (based on Needs Assessment)
Choosing developmentally appropriate books of various genres for children ages birth through preschool.
	Level of Training

2
	Length of Training

2 hours

	Core Content Area

Learning Environments and Curriculum
	Core Content Competency

Select age appropriate print materials to support early literacy skills.

	Workplace Outcome

Select appropriate books and print materials in a variety of genres, for children in the sensory motor and preoperational stages of development (infant, toddler, and preschool children, birth through 6 years).


	Knowledge 
What will participants have to learn about in order to learn to do the skill.
	Skills
What will participants have to learn to do.

	What the terms sensory motor, preoperational, and fine motor development mean.
	Differentiate between skill levels based on age groups.

	What age appropriate is when choosing books.
	Understand the progression of language from infant to preschool.

	Different genres of books.
	Know how to sort books and choose various genres.

	
	Select books that are age appropriate and support various genres for each age group.

	Training Outcomes

Classify children’s books based on characteristics of developmentally appropriate books for sensory motor and pre-operational stages of development.

Classify books based on the genre.



	Training Title 
Selecting Developmentally Appropriate Books and Other Print Materials for Young Children, Ages Birth through 6 years 

	Target Audience: Infant, Toddler, and Preschool

	Training Description

During this training participants will learn how to select books that are developmentally appropriate for children ages birth through 6.  Participants will have a hands on opportunity to select and classify books based on skill level and genre.  Participants will learn how language progresses and develops during this age and how to choose different books based on the age group they serve.  


Training Plan 
Opening COMPONENT (10-15%) PACES
Opening component is the PA of PACES.  This means that you will Preview the topic and outcomes, and Activate Prior Knowledge about the topic.  
The opening component will generally include introductions, icebreakers, housekeeping, overview of training, and an opening activity.
Title: Selecting Developmentally Appropriate Books and Other Print Materials for Young Children, Ages Birth through 6 years

Date:
4-18-2019

Time: 10:00 am – 12:00pm

Number of Hours: 2 


Level of Training: 2
Workplace Outcome: Select appropriate books and print materials in a variety of genres, for children in the sensory motor and preoperational stages of development (infant, toddler, and preschool children, birth through 6 years).
	Opening Time

List what tasks you will be doing during your opening time.
	Training Content
(what you are going to do – activities, discussion topics, etc.)
Training Method

(how are you going to teach this method – please refer to your FET binder for training method ideas)
	Training Aids: (Materials, Equipment)
	Time Needed:

	Welcome
Introductions

Housekeeping


Overview

Activate Prior Knowledge Activity (APKA)


	Mini-talk
Greet participants 
Mini-talk
Intro myself and refer them to my ‘Bio’ 
Writing for memory 
Intro activity adapted from Jaime Pylant’s “John Hancock” [SCORE by Pike, Pluth, Meiss] 
Round Robin
Establish “ground rules” 
Mini-talk

Explanation of Resources (handout organization, etc.) 

Miscellaneous things participants need to know 
Mini-talk

Brief Agenda – walk through it

Workplace Outcome – show/read (above)

Training Outcomes – show/read

1-Classify children’s books based on the characteristics of developmentally appropriate books for children ages Birth to 7 years.

2-Classify books based on the genre.

Share research byte
WIFFK – ‘Literacy’ research Byte

Read aloud 
Trainer reads ‘Are You My Mother?’ to participants. Then, using index cards provided, asks them to jot down all the reasons why they enjoyed the story. Give them one minute for writing. [Ask them to hang on to their card, as you will have them refer to it later in the workshop.]


	LCD/Screen/Computer/ Remote throughout

Handout packet

Blank ½ page in handout

Writing tool

Chart paper/blk marker

Handout packet

Sides on PowerPoint

Handout packet

Source of research byte

Book: Are You My Mother? 

Index cards

Writing instrument
	30 sec.

30 sec.

4 min.

2 min.

1 min.

1½ min.

30 sec.

8 min.

TOTAL TIME:
18 Minutes


CONTENT DELIVERY Component (60-70%) PACEs

Content delivery is the CEs of PACES.  This means that you will present Content about the topic, do Exercises to help practice skills around the topic, and short summaries to recap the knowledge and skills presented.  The s is little, because this will be summary done at various points in the training, after C and E delivery.  This is not the full Summary in the Closing Component.  
Content Delivery will include most all of your training outcomes.  It will include the knowledge you will be teaching participants and the exercises/activities to help them learn the skills.
Title: Selecting Developmentally Appropriate Books and Other Print Materials for Young Children, Ages Birth through 6 years

Date:
4-18-2019

Time: 10:00 am – 12:00pm

Number of Hours: 2 


Level of Training: 2
	Training Outcomes

(list what training outcome you are addressing)
	Training Content
(what you are going to do – activities, discussion topics, etc.)
Training Method

(how are you going to teach the content – please refer to your FET binder for training method ideas)
	Training Aids: (Materials, Equipment)
	Time Needed:

	Classify children’s books based on characteristics of developmentally appropriate books for sensory motor and pre-operational stages of development.


	Mini-lecture
Define the terms sensory motor, pre-operational, and fine motor development.

Create a Developmental Chart

Provide examples of fine motor development and the physical characteristics of books that support literacy development in the sensory motor and preoperational stages of development.

Brainstorm
Solicit rationale for knowing about the sensory motor and preoperational levels of development in relation to fine motor dev. related to literacy skills.

Connect & Highlight 
Pull out index card (from APKA activity). If anything on your index card connects with ‘fine motor’ development, highlight those items in yellow.

Mini-lecture
Define expressive and receptive language.

List and Discuss
Identify differences in expressive language levels between sensory motor and pre-operational children.  List and discuss what typifies the expressive language used by early to late Sensory Motor children and early to late Pre-operational children.
Connect & Highlight

Refer to index card (from the APKA activity). If anything on your index card connects with ‘children’s language’ development, highlight those items in blue.

Mini-lecture
Discuss the developmental progression of expressive language development in young children, infant through preschool and connect to the language used in books, progressing from books for infants through books for preschoolers.  Present the expressive language that typifies sensory motor and pre-operational children.  
	Handout with a place to write/fill in the blanks for the definitions 

Prepared Chart Paper with chart with 3 columns; 1) infant, 2) toddler, and 3) preschool across the top and the two dev. levels down the side.

a) Small strips of paper w/fine motor skills and physical characteristics printed on each strip. Ask participants to place the strips in the correct places on the Chart.

Black marker

Chart paper

Handout

APKA index cards

Notes

Highlighter

Chart paper

Black Marker

Chart paper (1/table)

Black Marker(1/table)

APKA index cards

Notes

Highlighter

Handout to support mini-lecture  and participant wall chart information from previous exercise
	5 min.

11 min.

3 min.

1 min.

3 min.

13 min.

1 min.

5 min.

	Classify books based on the genre.


	Word Scramble and Crisscross Matching Activity

Introduce and define the various genres that represent the variety of books available to children.  Unscramble word and match to definition.  Discussion follows task.

Connect & Highlight

Refer to index card (from the APKA activity). If anything on your index card connects with ‘genres’, highlight those items in green.

Peer Consensus

Select books that best match the developmental motor and language skills for sensory motor and pre-operational children, and, identify the genre each book represents.  Classify a set of 10 books based on information presented in this workshop.
Debrief when finished.
	Activity sheet with genre words scrambled in one column and descriptions of genre in the 2nd column.  

APKA index cards

Notes

Highlighter
10 books for each table group

Sticky notes to label genre of each book


	10 min.

1 min.
20 min.
TOTAL TIME:
73 minutes


CLOSING COMPONENT (20-25%) PACES

Closing component is the S of PACES.  This means that you will provide a comprehensive Summary of the entire training.  Closing Component will include all of the wrap up activities: Final Q&A, Evaluation, Implementation Plan, transfer of learning activity, Summary Activity and final housekeeping.

Title: Selecting Developmentally Appropriate Books and Other Print Materials for Young Children, Ages Birth through 6 years

Date:
4-18-2019

Time: 10:00 am – 12:00pm

Number of Hours: 2 


Level of Training: 2
	Closing Time

List what tasks you will be doing during your closing time.
	Training Content
(what you are going to do – activities, discussion topics, etc.)
Training Method

(how are you going to teach this method – please refer to your FET binder for training method ideas)
	Training Aids: (Materials, Equipment)
	Time Needed:

	Summary

Final Q & A /Comments

Evaluation

Follow-Up Strategy

Housekeeping


	Review

Summarize key points by reviewing agenda and then ask participants to notice the color-coded ‘connects’ between what you liked and the key points to selecting developmentally appropriate books/genres on their index cards
Identify and Analyze

Application Activity  

Refer to the list of books you brought reflecting the “Book Area” in your room.  Identify the genre of each book and the developmental level it is best suited for (Sensory Motor or Pre-Operational). Analyze where your needs are for additional types of books, both developmentally and genres needed to enhance your Book Area.

Writing Activity
Implementation Plan

Based on the content today, fully complete left side of Implementation Plan.

Whole group discussion

Time for asking questions and solicit comments and questions regarding the topic.

Time to discuss answers, solutions, and resources shared.

Writing Activity
Complete Evaluation Form
E-mail POSTING
Transfer of Learning Activity

HOST a POST: Trainer sends home  a ‘Host-a- Post’ form for participants to track what they are working on; a) what they tried, b) what worked, and c) any problems they had or questions they have. Two weeks after training trainer sends an e-copy of same form. Participants fill out the e-form based on the notes they have taken on the hard copy via their personal implementation efforts and e-mail it back to trainer. Trainer compiles returned input and posts (no names attached) for all participants to reap from the gathered information/questions/answers.

E-mail NETWORKING 
Trainer shares his/her plans for post-training Follow-Up with participants.

Based on the questions that surface, 3 – 4 weeks following the workshop, trainer will e-mail a) a resource article /or/ write a brief article with information that supports the skill they are working, addressing the concerns that surfaced.

Next Steps

We will stay in touch via e-mail and I will also e-notify you after my next meeting with Directors with a date for the next workshop in our series.

Final tasks/announcements
A networking participant list will be sent to those of you who signed the list, please remove all the throw-away items from your table, and take all of your personal items.  

Handout Certificates
Certificates are available on the table behind me and are laid out in alphabetical order
	PP Slide

Personal index cards

Page in handout

Implementation Plan form

PP Slide, trainer’s expertise, participant input

Evaluation Plan form

Computer

Internet 

Computer 

Internet

PP Slide

PP Slide

PP Slide
	2 min.

2 min.

5 min.

5 min.
5 min.

3 min.

2 min. to explain

1 min. to explain


30 sec.

30 sec.

30 sec.
TOTAL TIME:
26 ½ minutes



total Training Time: 117 ½ minutes
