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Professional Learning funding and support
come from multiple sources including:

Association of Early Childhood Government of Newfoundland and
Educators of Newfoundland and Labrador:
Labrador’'s (AECENL):

 PL Grant Fund e Operating Grant Program (OGP)

* PL Lending Library e Quality Enhancement Program (QEP)

e Facilitator List e Child Care Subsidy Program (CCSP)
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Introduction

There are several supports and funding opportunities in place in
Newfoundland and Labrador to assist administrators in planning a
professional learning close-out day in-house (single-service), or in
cooperation with one or more neighbouring services (multi-service).

The Government of Newfoundland and
Labrador’s Operating Grant and Child Care
Subsidy programs allow regulated child
care services up to two funded PL close-out
days a year.

AECENL offers funding in the form of a PL
Grant Fund each fiscal year (April 1st-
March 31%), which can be accessed once or
spread accross two PL close-out days.

Additionally, AECENL can support programs
with professional learning opportunities
from a PL Lending Library, and a list of
facilitators through the Professional
Learning Coordinator.




What is professional
learning?

Professional learning is defined as
learning opportunities designed to
improve professional knowledge
and practices related to quality
early learning and child care. Also
known as PL, PD or professional
development, professional
learning can take place on a
weekday, an evening, or during the
weekend.

What is a close-out day?

A close-out is a day in which a
service closes for a full day to
support staff by offering
professional learning opportunities
during regular work hours.

How can | cover the costs

1. Services actively engaged in the

Operating Grant Program (OGP)
and or the Child Care Subsidy
Program (CCSP) have the
opportunity to avail of two close-
out days per government fiscal
year (April-March), whereby daily
operating grant rates can be
claimed.

. All NL Certified ECEs can apply to

AECENL to access the PL Grant
Fund once per fiscal year.
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Single-service

One child care service engaging

in PL as a staff team.

Full day training with
one facilitator

A full day of PL facilitated by
one early learning
consultant or professional.

Full day training with
multiple facilitators

A full day of PL facilitated by two
or more consultants or
professionals (one workshop in
the morning and a second
workshop in the afternoon).

Virtual facilitation
A workshop that takes place

online, with a facilitator
conducting training for a group
over a platform like Zoom,
Teams, or Google Meet. The
participants may be together in
one location while the
facilitator joins online from
another location.

One-day
PL that begins and ends on the
same day.

Multi-service
Two or more services meeting

together to engage in PLas a
Community of Practice.

Two consecutive days
PL that takes place over the

span of two days during the

tht week or over a weekend.

could a
close-out

DVD workshops

d qy |OO k (AECENL's PL Lending Library)

Pre-recorded workshops or

Ii ke9 training sessions with support

® material; these workshops can

be facilitated by the

For examples of what administrator of a child care
a close-out day service.

schedule could look
like, visit section

Sample Close-Out =i
Day Schedules. @E

)

Pre-made workshops
(AECENL's PL Lending Library)
Out of the Box and other pre-
made workshops complete with
learning materials and
instructions. These workshops
may be facilitated by an ECE
with a Level Il certification or
higher, and requires the
facilitator to complete the

In-person facilitator
A workshop that takes place

on-site, at the child care

service or in a rented venue.
from AECENL.
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Index of Acronyms

Association of Early Childhood Educators of
Newfoundland and Labrador - AECENL

Child Care Consultants (quality) - CCC (Quality)
Child Care Services Certification - CCS Certification
Child Care Subsidy Program - CCSP

Early Learning and Child Care - ELCC

Operating Grant Program - OGP

Professional Learning - PL

Quality Enhancement Program - QEP

KX AECENL Facilitator List

List of Facilitators for In-House & Virtual Training
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- Determine if you are eligible for AECENL's PL Grant Fund

Administrators may apply for AECENL's PL Grant Fund once per fiscal year (April Ist-
March 3lst), or request to use up to $150 for PL related expenses over two close-out
days per year.

You may want to email plcoordinator@aecenl.ca to discuss:

¢ alearning topic for a close-out day you would like to explore;
¢ ideas for who might facilitate;

e borrowing workshops from the PL Lending Library;

e applying for the PL Grant Fund; or

e other support related to professional learning.

- Determine your professional learning topic(s)

¢ Pick a topic. Decide what you want your pl close-out day to cover. Consider the
interests, strengths, and needs of participants when choosing a focus for your PL.

- Decide your potential training day(s), and confirm availability of facilitator(s)

e Search for a facilitator. Note that if you are considering a facilitator from
AECENL's Facilitator’s List, this list is not exhaustive; you may choose to explore
training opportunities not included in this list.

e Check out AECENL's Professional Lending Library. You may want to book a
facilitator for the morning, and use a pre-made workshop from the lending
library in the afternoon.

e Request a quote from one or multiple facilitators. Identify facilitators with
availability for your PL close-out day and ask them for a quote for the training.
Make sure that they have experience and expertise in the areas you want to
cover.

¢ |dentify AV needs. Determine what audiovisual equipment you will need for the
training, such as a projector, screen, or sound system.

e Schedule the day. Plan out the day’s schedule, including breaks and any
activities that you want to include.

e Choose your participants. Determine if your PL day will be in-house for your
centre-staff, or if you will invite a neighbouring program to attend.
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- Determine the budget, including the cost of the facilitator, materials,

AV equipment, refreshments, and lunch.

e Facilitator costs. You will want to ensure your facilitator has included all costs in
their quote (workshop fees, as well as travel and accommodation costs if they
are traveling to present for your close-out day).

e Nutrition breaks. Decide whether you will be providing refreshments and lunch
for the staff. If you are, determine what food and drinks you will be offering and if
there are any dietary restrictions to consider.

* Materials and supplies. Ask your facilitator if there are any materials or AV
equipment you are expected to provide.

- Apply for AECENL's PL Grant Fund

Apply for AECENL's PL Grant Fund by emailing plcoordinator@aecenl.ca with a
paragraph containing the following information: topic, facilitator, date and length of
PL, and intended audience (for example, ECEs in-house at a child care program, a
group of family child care providers, or a public event open to ECEs in the
community).

Note: AECENL’s PL Grant Fund requires pre-approval. Services may not request
funding for a PL event after it has occurred.

- Once your AECENL PL Grant Fund has been secured:

» Book your facilitator. Ask them for an invoice and to specify when they need
payment. They may ask for a deposit.

e Inform parents and staff. Notify parents and staff of the upcoming professional
learning day in writing at least 30 days before the close-out day, as per Policy
Reference: ELCD-2021-OGP-B3 Exceptions to Regular Days of Operation (2).

e Please note that centres who receive funding under the Operating Grant
Program (OGP) must: provide the regional OGP office 30 days in advance
notification of closures where possible and provide parents/guardians
notification of closures at least 30 days in advance.

e For more information please reference Policy: ELCD-2021-OGP-B3 Exceptions to
Regular Days of Operation (2) and (4) Through the following link

https://www.gov.nl.ca/education/childcare/operating/

e Share relevant information. For example, share the learning topics planned for
the day and how it relates to the child care program and provincial framework. A
sample letter to parents is included in this toolkit.
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- Prepare what you will need the day of the event:

Send reminders. Remind parents and staff about the close-out day as it
approaches.

Design your PL certificates. See “How to create a Professional Learning certificate
for in-house PL". Your facilitator may also provide PL certificates; please ensure
they contain the necessary information. Signatures may not be photocopied,;
each PL certificate requires an original signature.

Prepare materials. Gather any materials that the facilitator will need for the
training, such as handouts, worksheets, or presentation slides.

Test your AV equipment.

Set up the workshop space. If you have access to this space in advance, set it up
before the day of the PL event. If not, decide how you plan to set it up, taking note
of what you will need.

Assign roles. Assign roles to other participants to ensure that everything runs
smoothly. This includes setting up the AV equipment, providing refreshments,
and assisting the facilitator.

Request accessibility feedback. Give participants the opportunity to share any
access needs prior to the workshop by providing an accessibility statement. This
can be a simple paragraph stating “Please let us know if you have any
accessibility needs or require accommodations to participate. For questions
about accessibility, please contact (contact name, email address).”

Prepare a land acknowledgement. Consider sharing a land acknowledgement
at the beginning of your professional learning day. You may want to write your
own or use one from a local friendship centre or Indigenous group. Here is a link
to a Land Acknowledgement from First Light, with background on why we
acknowledge the territory in which a gathering takes place.



https://firstlightnl.ca/media-and-resources/information-initiatives/land-acknowledgement/

Finish setting up the workshop space. Arrange the room where the training will
take place. Make sure that it is comfortable, well-lit, and has enough space for all
the attendees.

Take attendance. Keep track of attendance during the training for issuing PL
certificates. An attendance sheet template is included in this toolkit.

Exit survey. At the end of the day, distribute and collect the Professional Learning
Event Exit Survey in the Appendix and Tools section of this toolkit. Please submit to
plcoordinator@aecenl.ca; these exit surveys help both the service and AECENL
improve and support future training sessions and opportunities.

Sign and distribute PL certificates. Once you have received the participants Exit
Survey, distribute PL Certificates. Have someone non-affiliated with your centre
sign the PL certificates at the end of the PL day. For example, this could be a visiting
facilitator or a child care consultant.

If you have availed of AECENL's PL Grant Fund, submit your Workshop Attendance
Sheet and Claim Form (supplied by AECENL with PL Grant Fund pre-approval)
along with original OR copies of receipts to plcoordinator@aecenl.ca. You will
receive a reimbursement cheque of up to $150 in the mail once your forms have
been approved and processed.

Ensure fees are paid to the facilitator by the date indicated on their invoice.

Send a thank you email to the facilitator (this is a courtesy, not a requirement of
the funding process).

Facilitator survey: Gather feedback from the facilitator after the training to
evaluate its effectiveness. Please submit this to plcoordinator@aecenl.ca once the

PL day has concluded, along with the Exit Surveys.
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Tips for Selecting
Topics with Your Team

Here are some suggestions on how to plan
your professional learning day topics:

Work with QEP and
AECENL's PL Coordinator
to review and discuss
initial ideas/scope.
Engagement with a QEP
consultantis a
collaborative process—
with the consultant there
to support and guide.

Consider what topics
come up frequently in
your staff meetings, with
your program
consultants, social
workers, or Child Care
Consultants (Quality).

Consider surveying
(formal or informal,
anonymous or otherwise)
your staff to gather their
input on their needs and
how they learn best. A
sample Professional
Learning Needs Survey is
included in this toolkit.

What topics excite you as
an educator? Sharing
your passion for
professional learning with
your staff is an excellent
motivator for your team!

Consider programming
needs that have been
identified and observed
through reflective
practices.
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PROFESSIONAL LEARNING

CERTIFICATE

of attendance

prp— A sample PL certificate is
included in this toolkit
o 8 e (see Appendix and Tools).

FACIUTATOR LOCATION

DATE @ SIGHATURE

For PL done in-house to be accepted for Child Care Services (CCS) Certification
renewal, the person signing the PL certificate needs to be non-affiliated with the
centre.

The non-affiliated person who signs the PL certificate does not need to stay for
the duration of the event, but they do need to come and verify that the event is
happening. If you have contracted a facilitator that is non-affiliated with the
centre, they can sign the PL certificates.

Each PL certificate requires an original signature. A PL certificate with a
photocopied signature will not be accepted for CCS Certification renewal.

Breaks for lunch or supper do not count towards the total PL hours awarded. If
your PL event is from 8:30am-4:30pm and you break from 12pm-1pm for lunch,
the total awarded for the day is 7PL hours. If you break from 12:30pm-Ipm, the
total is 7.5PL hours.

The PL Certificate should include the following:

o Workshop Title (or a list of titles and/or topics for multiple trainings)
e Date and Time of Event (e.g., 8:30am-4:30pm)

e Location

e Name of Facilitator
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How to Access the

AECENL PL Grant

The PL Grant Fund is available to help
support local professional learning events
to take place. Through the PL Grant Fund the
applicant may be eligible for
reimbursement of up to $150.00 of PL event
related expenses. Consideration will be
given to size, scope, and expected
audience. The PL event can be for in-house
training or open to CCS Certification holders

Here’s what you need to know:

in the immediate vicinity. The applicant

needs to be approved for eligibility to
receive the PL Grant Fund prior to the event.

When to apply:

You can access up to $150 of
funding each fiscal year
between April 1st and March
31st until funds are exhausted.

Examples of PL
events accepted for
the PL Grant Fund:

e An in-house professional
learning day hosted by a
centre for their staff.

e APLevent using DVDs or
workshops from the PL
Lending Library.

e A workshop open to family
child care providers.

e A group of ECEs meeting
in-person to participate in
an online learning event.
For example, AECENL's
provincial conference or
online regional events.

Who can apply:

Any ECE in NL holding Child
Care Services Certification
that wants to offer a PL event
for their program or for the
community.

A family child care provider
that offers PL to a group of
providers or the community.

What does the PL
Grant Fund covers:

e Facilitator or speaker fees

e Rental space

e Materials or printing costs
associated with the PL
event

e Refreshments served
during the PL event

e Expenses not listed above
approved in advance by
the PL Coordinator

What PL events will
be considered:

Grants will be approved on a
case-by-case basis.
Consideration is given to the
scope and quality of the
proposed PL event, as well as
its audience.

How to apply:

Complete the following form:
PL Grant Fund Application Form

Applicants will be asked to
provide the following
information:

e Name of applicant

* Name of regulated service

e Number of participants
anticipated

e Number of services
involved

e Anticipated close-out day

e A brief description of the
learning day (including

If you are organizing, or would like to organize a PL event for ECEs in
your areq, contact the Professional Learning Coordinator for more
information about the PL Grant Fund at plcoordinator@aecenl.ca

workshop topics and/or
facilitators)
¢ If the service has

or call (709) 579-8993.

accessed the fund during
the current fiscal year 14
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AECENL has a library of workshop kits listed on

HOW to Access our website. These kits include:

e DVD workshops and premade workshops

th e A E C E N I_ P I_ ) ;C;rt]:r?(;lltfsor presentations

Attendance sheets

I_e n d i n g I_i b r(] ry e Evaluation sheets

PL certificates

Where can | find the list of workshop titles?

You can visit www.aecenl.ca or click this link to see what we offer:
PL Lending Library List

How can | facilitate a workshop from the PL Lending Library?

DVD Workshops can be facilitated by an educator with any level of certification.

To borrow from the remainder of the PL Lending Library, AECENL asks that the facilitator is
approved by having a minimum Level 2 certification, and has completed AECENL's online
workshop, Workshop Facilitation Skills.

What do | need to know about the Workshop Facilitation Skills online
workshop?

The cost to complete this facilitation skills workshop is $10 for non-AECENL members and
$5 for AECENL members.

AECENL members are entitled to a free online workshop as part of their annual
membership.

If you would like to register for the Workshop Facilitation Skills online workshop, please fill
out the following form and submit to admin@aecenl.ca: Online Workshop or Refresher
Course Registration Form

What do | do once | choose my workshop(s)?

Once you choose a workshop you'd like to borrow, you can fill out and submit the
following: PL Lending Library Form.
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How to Access the AECENL PL
Lending Library (Continued)

Is there a cost associated with borrowing workshops?

Workshops from the PL Lending Library are free, but AECENL requires a retaining fee for
each lending library selection. This retaining fee covers the cost to replace the materials
in the event they are damaged or not returned. AECENL will accept cash, cheque, or
money transfer, but the preference is for a cheque to be submitted with your lending form
and returned to you once materials are brought back in good repair. The cheque is only
cashed in the event that the materials are damaged or not returned.

What if | live outside of the metro area and can’t pick up or drop off
lending material?

For child care services outside of the metro area, AECENL will mail workshop materials free
of charge. It is the borrower’s responsibility to pay for return shipping. You can include
these costs in your QEP grant request or be reimbursed for return shipping through
AECENL's PL Grant Fund.

Who signs PL certificates for PL Lending Library workshops facilitated
in-house?

For workshops facilitated by program staff in-house to be accepted for Child Care
Services Certification renewal, the person signing the PL certificate needs to be non-
affiliated with the centre. The non-affiliated person who signs the PL certificate does not
need to stay for the duration of the event, but they do need to come and verify that the
event is happening. If your PL day also includes a visiting facilitator that is not affiliated
with the centre, they can sign the PL certificates for the PL Lending Library workshops.

Is there a question we didn't answer?
Email plcoordinator@aecenl.ca or call (709) 579-8993.
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Appendix
and Tools

PROFESSIONAL LEARNING TOOLKIT FOR ADMINISTRATORS
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The following is a sample letter to parents. You may
S O m p I e want to add a note letting parents know if they are
required to pay child care fees during your close-out
Lette r tO day. An example paragraph detailing this could look like:
Our professional learning close-out day will be a paid
closure; staff will be on-site and paid for their training
PO re n tS time, therefore parent fees apply. We look forward
to sharing what we learned with our early learning and

child care families and community, and to apply our
new training to our practice.

Dear Parents,

As you may already be aware, our early learning and child care program is
committed to providing high-quality care and education for your children. One of
the ways we achieve this is by supporting our educators’ ongoing learning and
professional development.

With this in mind, we would like to inform you that we will be hosting a
professional learning close-out day for our educators on [enter date here]. On
this day the centre will be closed for parents and children, while our educators will
participate in workshops and information sessions that are related to current
trends and quality practices in the field of early learning and child care. This is an
opportunity for your children’s educators to engage in facilitated learning directly
related to their work in the child care setting. The day will be focused on
deepening educator’s knowledge and skills, as well as enhancing understanding
of quality practices in the early years.

We believe that this professional learning opportunity will have significant
benefits for both our educators and your children. Our educators will be able to
develop new skills, stay up to date with sector trends and research, and engage
in networking opportunities. This, in turn, will enable them to provide the best
possible care and education for your children.

We apologize for any disruption this may cause to your schedule. However, we
believe that the benefits of this professional learning day far outweigh any
temporary inconvenience.

Thank you for your understanding and support. If you have any questions or
concerns, please do not hesitate to reach out to us.

Sincerely,

[Your Name]
Licensee/Administrator
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Dear [Licensee],

| hope this letter finds you well. As the administrator of our child care center, | am
writing to you to advocate for a professional learning close-out day. Under the
Operating Grant Program (OGP) and the Child Care Subsidy Program, we can
close our centre for up to two days for professional learning each year. | believe
that this is an excellent opportunity for us to improve our knowledge and skills
and to better serve the children and families in our care.

Furthermore, | would like to bring to your attention that through AECENL, our
service can apply for up to $150 of support per year towards the cost of a close-
out day.

Professional learning is essential to ensure that we are providing high-quality
services for children and families. By participating in professional learning, we
can build on, and develop new skills, keep up to date with sector trends, gain
fresh perspectives, and expand our horizons. Professional learning also helps us
provide developmentally appropriate learning opportunities in a safe and
educational environment for children.

| believe that a professional learning close-out day would benefit our center
immensely. It is an excellent opportunity to improve our knowledge and skills,
reflect on our practices, grow as a team and build staff morale. | encourage you
to consider this opportunity, and | am happy to discuss any questions or
concerns you may have.

Thank you for your time and consideration.
Sincerely,

[Your Name]
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Date:

Facilitator:

Topic:

Please indicate the degree to which you agree or disagree with the following statements:

The facilitator was knowledgeable
of the materials discussed

Strongly
Disagree

O

Disagree

O

Neutral

O

Agree

O

Strongly
Agree

O

The facilitator was organized and
prepared

| was satisfied with the facilitator

The content and materials were
presented in a way that was easy
to understand

| was satisfied with the content
and materials presented

O |0 |00

OO0 |00

O |0 |00

O] O |00

O |0 |00

The content and materials were
relevant to my profession

Strongly
Disagree

O

Disagree

O

Neutral

O

Agree

O

Strongly
Agree

O

I will apply the information learned
from this PL event to my profession

The materials and examples used
were inclusive (i.e., applies to all
children of all abilities and
diversities)

The PL event allowed me to
collaborate and network with other
Early Childhood Educators

O
O
O

O
O
O

O
O
O

O
O
O

O
O
O
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Strongly
Disagree

Strongly

Disagree Neutral Agree Agree

| believe that the service where |

work will support me in

implementing the knowledge O O O O O
gained from this professional

learning event

Very
Dissatisfied Satisfied

O O O O O

Dissatisfied Neutral Satisfied Very

Please return this form to receive your
Professional Learning Certificate

2]



Date: Workshop Title:

Region: Community(s):
# of Participants: Services:
Topic:

Please indicate the degree to which you agree or disagree with the following statements:

Disagree Agree

Learning objectives were clear O O O O O
I was organized and prepared O O O O O

| was satisfied with the facilitator O O O O O
The content and materials were

presented in a way that was easy O O O O O

to understand

| was satisfied with the content
and materials presented O O O O O

Strongly . Strongly

The content and materials reflected

quality practice, framework goals and O O O O O

principles, and provincial regulations
and standards

Participants could apply content
from the workshop to their practice O O O O O
The materials and examples used

were inclusive (i.e., applies to all O O O O O

children of all abilities and diversities)

The PL event allowed ECEs to network

and collaborate with other Early O O O O O

Childhood Educators

Very Dissatisfied Neutral  Satisfied Very
DISSCItISerd Satisfied
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Name of Workshop:

Date and Length of Workshop:

Presenter's Name:

Name of Service:

# in Attendance:

Name
(Print or Write Legibly)

—

Received Certificate
(Initial by presenter or sponsor)
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o

—
—

N

®

=
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16

Name
(Print or Write Legibly)

Received Certificate
(Initial by presenter or sponsor)

17

18

19

20

2]

22

23

24

25

26

27

28

29

30

Check here if more than 30 attend.
Please photocopy this sheet and attach both together.
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PROFESSIONAL LEARNING

CERTIFICATE

of attendance

MAME OF PARTICIPANT

WORKSHOP DATE & TIME

FACILITATOR LOCATION

DATE SIGNATURE




B:30am-%am

Qam-10:30am

10:30-10:45am

10:45-12:00pm

1200pm-1:00pm

1:0pm-2:00pm

2:00pm-2:15pm

21 5pm-4:00pm

4:00pm-4:20pm

With One

Facilitator:

Sign in, introductions,
housekaeping rules

| Moming Session

Moming Session
continuad

Lunch Break

Aftarmoon Sassion

Braak

Aftamoon Session
continuad

Final discussions,
evaluations, award PL

cartificatas.

With One Fadilitator
and PL Lending Library:

Sign in, introductions,
housekaeping rules

Moming Session with
Facilitator A

Break

Moming Session
cantinuad
Lunch Break

Afternocon Sassion with
Out of the Box Workshop

Break

Aftarnoon Sassion with
DVD workshop

Fimal discussions,
evaluations, award PL
certificates.

E

With Two Facilitators
and PL Lending Library:

Sigmn in, introductions,
housekeaping rules

Morning Session with

Facilitator A

Broak

Morning Session
continuead

Lunch Break

Afternoon Session with
Facilitator B

Braak

Afternoon Sassion with

DVD workshop

Final discussions,

evaluations, award PL
certificates.
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Your early learning and child care program is planning a PL close-out day!

We are all in a unique place on our early learning journey as educators. Your reflective
feedback can help your employer plan learning opportunities that allow everyone in your
program to thrive.

Please take a few moments to complete this survey and share your learning journey goals.
Once completed, please submit to your program director or administrator.

Name: Date:

| am interested in the following early learning topics:
1

2

3

| feel confident about my work in these areas:
e ™

- /

| could use support in these areas:

4 )
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Your early learning and child care program is planning a PL close-out day!

We are all in a unique place on our early learning journey as educators. Your reflective
feedback can help your employer plan learning opportunities that allow everyone in your
program to thrive.

Please take a few moments to complete this survey and share your learning journey goals.
Once completed, please submit to your program director or administrator.

Name: Date:

| am interested in the following early learning topics:
1
2

3

| feel confident about my work in these areas:
e ™

- /

| could use support in these areas:

4 )




| prefer the following delivery methods (select all that apply):

() In-Person () oOnline () Amixture of In-Person and Online

| learn best through (select all that apply):

O Visual Learning - | prefer lots of pictures and visuals
O Auditory Learning - | can easily listen and learn
(") Hands-on Learning - | need practice to learn

Sharing and talking within communities of practice - it helps me to discuss what i've
learned and to share my ideas with others.

| would like to share the following about my learning style and preferences:

4 )

. /

If lunch and/or refreshments are provided, | have the following dietary restrictions:

| would like you to be aware of the following accessibility needs/requirements:




Facilitation Resources

for Administrators

Administrators may choose to facilitate
their own professional learning days in-
house. In order for

PL facilitated by program administrators
to count towards Child Care Services
Certification renewal, certain criteria
must be met.

e For an Administrator to also serve as
a facilitator in-house, they must hold
minimum Level 2 Certification and
have completed AECENL's Workshop
Facilitation Skills Course online.

e A person non-affiliated with the
centre must be present at some
point during the PL day to sign the PL
certificates.

e Administrators serving as facilitators
may use pre-made or DVD
workshops from AECENL's PL Lending
Library as part of their in-house
professional learning.

The following resources for facilitators
are designed by and used with
permission from Susan MacDonald of
Inspiring New Perspectives.

The resources are part of a four-part
course Designing and Facilitating
Innovative Professional Learning
Experiences, based on Susan’s book:
Supercharge Professional Development
for Early Childhood Educators: 101 Ideas
for Designing and Facilitating Engaging
Learning Experiences. You can find
information about the book on the
Redleaf Press website.

To learn more about Susan and the
courses that she offers visit her website:
Inspiring New Perspectives.
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https://www.redleafpress.org/
https://inspiringnewperspectives.com/
https://aecenl.ca/index.php/professional-development/pl-presented-aecenl/online-workshops
https://aecenl.ca/index.php/professional-development/pl-presented-aecenl/online-workshops

Discover what your audience is interested in learning about. Conduct pre-training
surveys, have individual conversations or hold focus groups to learn about their specific
interests, needs, and goals and to start getting their buy-in to the training.

Clearly state the WHY of the session. Adult learners will be more motivated to engage in
the session when they understand the relevance of the training to their work. Share
specific objectives at the beginning of each session.

Create a sense of safety and belonging. Start with a warm welcome, allow time for
adults to introduce themselves, clearly communicate expectations, and review
expectations.

Be intentional in designing your presentation in ways that reflect and respect the
participants’ diverse backgrounds and experiences.

Build engagement. Provide opportunities through various workshop activities for
participants to connect the information you are sharing to real-life problems and
challenges they are facing.

Acknowledge and validate the expertise of the participants. Create opportunities for
participants to share their expertise and prior experiences. Stress that you value their
knowledge and want everyone to learn from and with each other! Provide options for
involvement. Recognize that adult learners like to have some control over how they are
learning. Provide options for participants to engage in ways that are comfortable and
meaningful to them. Allow participants to opt out of activities that they are not
comfortable with.

Conduct evaluations to gather feedback on what worked well, what participants
learned, what changes can be made to improve the session and any issues needing
follow-up.

Incorporate a variety of activities into each session helps to engage participants in
ways that will increase their ability to learn and apply the information you are sharing.
Howard Gardner’s Multiple Intelligence provides a framework to help you design
professional development that respects and motivates adult learners (see next page).



http://www.inspiringnewperspectives.com/

Verbal/Linguistic
“The World Player”

Logical Mathematical

“The Questioner”

Spatial
“The Visualizer”

Musical
“The Music Lover”

Bodily/Kinesthetic
*The Mover”

Interpersonal
*The Socializer”

Intrapersonal
*The Individual”

MNaturalist
*The Nature Lover”

Share Stories, Partner or Small Group Activities

Create Charts, Gathering Data,
Problem Solving, Critical Thinking Scenarios

Draw, Build, Design, and Create. Watch Video Clips,
Play Games, Use Visually Appealing Graphics

Reflect on Songs, Use Music for Opening
Presentations and Transitions

Move Throughout the Session, Listening Walks,
Short Energizers, Mix and Mingle Activities

Incorporate Group Work, Sharing of Ideas,
Opportunities for Communicating and Listening to
Others, Create Professional Learning Communities

Individual Reflection Exercises,
Individual Projects and Activities

Use Matural Materials to Represent an Idea or
Vision, Spend Time Outdoors, Utilize Classification,
Observation, and Organizational Activities



http://www.inspiringnewperspectives.com/
http://www.simplypsychology.org/multiple-intelligences.html

Child Care Legislation
References

Family Notification

As per regulation and policy noted below, parents/guardians of every

child registered must be provided at least 30 days notice before closure

with written notification of the day/s the child care service will not be
operating during its regular hours of operation.

Regulation Reference: Child Care Regulation 48 (1) a and (3).

Policy Reference: ELCD-2017-14 (1) i

Operating Grant Program (Centre Based) and Child
Care Subsidy Program

Should a service be actively engaged in the Operating Grant Program
(OGP) and or the Child Care Subsidy Program (CCSP), these programs
support regulated services in availing of two (2) close-out days per
government fiscal year (April-March), which may include closing a
service for a full day to support staff to access professional learning
opportunities during regular work hours.

Policy Reference: ELCD-2021-SUB-F1 Paid Closure Days: (5) i.
More information on the CCSP may be found following this link:

Policy Reference: ELCD-2021-OGP-B3 Exceptions to Regular Days of
Operation (2). Centres are required to identify days taken for
Professional Development on the Centre Enrollment and Wage Grid
Statistics Form. More information on the OGP may be found following
this link:
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https://www.gov.nl.ca/education/childcare/childcaresubsidy/
https://www.gov.nl.ca/education/childcare/childcaresubsidy/
https://www.gov.nl.ca/education/childcare/operating/

Contributors

AECENL would like to thank the
following for contributing to the
creation of this PL Toolkit:

Pamela Pike, Administrator — Early Learning
Centre

Coralee Burton, Administrator — Early Learning
Centre

Delisa Farwell, Program and Policy
Development Specialist — Department of
Education; Newfoundland and Labrador
Government

Sandy Gow, PL Coordinator — Association of
Early Childhood Educators Newfoundland and
Labrador (AECENL)

Skye Taylor, Executive Director — Association of
Early Childhood Educators Newfoundland and
Labrador (AECENL)

Mary Linehan, Instructor — College of the North
Atlantic

Lori Caulk, Associate Dean — College of the
North Atlantic

Linn Vizard, Design Coach — Made Manifest
Seden Lai, Graphic Designer — Made Manifest

Amanda Hachey — NoulLab ECE Lab

Dan Ritchie — NouLab ECE Lab



https://ecelab.ca/

	Professional  Learning Toolkit  for Administrators
	A toolkit to support administrators in Newfoundland and Labrador with planning a professional learning close-out day

	About  this Toolkit
	Professional Learning funding and support  come from multiple sources including:

	Table of Contents
	Introduction
	There are several supports and funding opportunities in place in Newfoundland and Labrador to assist administrators in planning a professional learning close-out day in-house (single-service), or in cooperation with one or more neighbouring services (multi-service).
	This PL Toolkit serves as a resource for ELCC administrators who wish to access these resources and financial support to maximize impact, save time, and reduce costs. In addition to this toolkit, QEP consultants, in cooperation with AECENL’s PL Coordinator, are available to assist in the process of planning and executing a PL close-out day for a regulated child care program.

	What is professional learning?
	How can I cover the costs
	What is a close-out day?
	Single-service
	Full day training with  one facilitator
	Full day training with  multiple facilitators
	Virtual facilitation
	One-day
	Multi-service
	Two consecutive days

	What could a close-out day look like?
	For examples of what a close-out day schedule could look like, visit section Sample Close-Out Day Schedules.
	DVD workshops  (AECENL’s PL Lending Library)
	Pre-made workshops (AECENL’s PL Lending Library)
	In-person facilitator
	Index of Acronyms

	Facilitator List
	Professional Learning Day Planning Steps Checklist
	Step 1
	Step 2
	Step 3
	Step 4
	Step 5
	Step 6

	https://www.gov.nl.ca/education/childcare/operating/
	Step 7
	Day of PL Event Checklist
	Post-Training Checklist
	Tips for Selecting Topics with Your Team
	How to Create a Professional Learning Certificate for In-House PL
	How to Access the AECENL PL Grant
	Here’s what you need to know:
	When to apply:
	Who can apply:
	Examples of PL events accepted for the PL Grant Fund:
	What does the PL Grant Fund covers:
	What PL events will be considered:
	How to apply:

	How to Access the AECENL PL Lending Library
	Where can I find the list of workshop titles?
	How can I facilitate a workshop from the PL Lending Library?
	What do I need to know about the Workshop Facilitation Skills online workshop?
	What do I do once I choose my workshop(s)?

	How to Access the AECENL PL Lending Library (Continued)
	Is there a cost associated with borrowing workshops?
	What if I live outside of the metro area and can’t pick up or drop off lending material?
	Who signs PL certificates for PL Lending Library workshops facilitated in-house?

	Appendix and Tools
	Sample Letter to Parents
	Sample Letter for Administrators
	Professional Learning Event Exit Survey
	Please complete this form to receive your Professional Learning Certificate.
	Date:
	Facilitator:
	Topic:
	Please indicate the degree to which you agree or disagree with the following statements:
	Quality of the Professional Learning Event
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree
	Applicability of the Professional Learning Event
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree


	Professional Learning Event Exit Survey (Continued)
	Support for the Professional Learning Event
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree
	Overall, how would you rate your satisfaction with the professional learning event?
	Very Dissatisfied
	Dissatisfied
	Neutral
	Satisfied
	Very Satisfied
	Do you have any suggestions for how this PL event could be improved? Please describe:
	Please return this form to receive your  Professional Learning Certificate
	Facilitator Survey
	Please complete this form and submit to plcoordinator@aecenl.ca or C/O PL Coordinator, P.O. Box 8657, St. John’s, NL, A1B 3T1, along with the Professional Learning Event Exit Surveys from participants.
	Date:
	Region:
	Workshop Title:
	Community(s):
	# of Participants:
	Services:
	Topic:
	Please indicate the degree to which you agree or disagree with the following statements:
	Quality of the Professional Learning Event
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree
	Applicability of the Professional Learning Event
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree
	Overall how would you rate your satisfaction with the professional learning event?
	Very Dissatisfied
	Dissatisfied
	Neutral
	Satisfied
	Very Satisfied
	Interested in support creating and facilitating quality professional learning workshops? Reach out to plcoordinator@aecenl.ca for resources.

	Facilitator Survey
	Please complete this form and submit to plcoordinator@aecenl.ca or C/O PL Coordinator, P.O. Box 8657, St. John’s, NL, A1B 3T1, along with the Professional Learning Event Exit Surveys from participants.
	Name of Workshop:
	Date and Length of Workshop:
	Presenter’s Name:
	# in Attendance:
	Name of Service:

	Workshop Attendance Sheet (Continued)
	Check here if more than 30 attend. Please photocopy this sheet and attach both together.
	Interested in support creating and facilitating quality professional learning workshops? Reach out to plcoordinator@aecenl.ca for resources.
	Sample Close Out Day Schedule
	AECENL’s Sample Training and Professional Learning Needs Survey
	Your early learning and child care program is planning a PL close-out day!
	Name:
	Date:
	I am interested in the following early learning topics:
	I feel confident about my work in these areas:
	I could use support in these areas:

	AECENL’s Sample Training and Professional Learning Needs Survey
	Your early learning and child care program is planning a PL close-out day!
	Name:
	Date:
	I am interested in the following early learning topics:
	I feel confident about my work in these areas:
	I could use support in these areas:
	AECENL’s Sample Training and Professional Learning Needs Survey
	I prefer the following delivery methods (select all that apply):
	I learn best through (select all that apply):
	Facilitation Resources for Administrators
	A Checklist For Supporting Adult Learners
	An Overview of Multiple Intelligences
	Child Care Legislation References
	Family Notification
	Operating Grant Program (Centre Based) and Child Care Subsidy Program

	Contributors
	AECENL would like to thank the following for contributing to the creation of this PL Toolkit:


