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This workbook is the result of the collaboration among members of the Pennsylvania Cross Systems Technical Assistance workgroup.  The contents are meant to be a guide and resource for Pennsylvania agencies serving early childhood programs, school-age programs, families and children across the commonwealth.  
Areas with red print are designed for you to fill in your organization specific information.  If you have received a print copy of this workbook and would like to modify the contents, you can find a writable version at www.pakeys.org. 

Please feel free to use this workbook in a way that best meets the needs of your organization.  All content areas may be modified to address resources, readings, and other information or assignments that pertain to each agency’s Technical Assistance Consultant role.  You will want to set a timeline for the orientation process and support new consultants as they work through each of the activities you assign.

Feedback and questions about this tool may be sent to Katrina Coburn at katcob@berksiu.org 

Pennsylvania Cross Systems Technical Assistance Workgroup Members:
Center for Schools and Communities – Family Support Programs

21st Century Community Learning Centers Initiative

Early Childhood Mental Health Consultation 
Early Intervention Technical Assistance
Head Start

Head Start State Collaboration Office

Keystone STARS Technical Assistance

Nurse-Family Partnership (Pennsylvania)

Pennsylvania Family Literacy 

Pennsylvania’s Regional School-Age Child Care Projects

Pennsylvania Pre-K Counts
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1: Becoming Familiar with Your New Agency
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ASSIGNMENT:
1-1. Who is the person in your agency who will answer your questions about Technical Assistance (TA) and work with you to complete this orientation program?

1-2. What are the names of the other TA Consultants in your Agency? 
1-3. What geographic area does your agency cover? 

1-4. How are cases assigned in your agency? 
1-5. List three areas in which you wish to increase your knowledge during the orientation period.
A. 
B. 
C. 
2: Getting to Know Your Team
ASSIGNMENT:
2-1. Our team regularly meets: 
2-2. Participate in whichever team event is happening this week.  In the space below, reflect on your experience. 
2-3. Identify the colleague(s) you can turn to when a question or concern arises. What is the chain of command in your agency? 

3:
The Role of a Technical Assistant


READING: 
NAEYC and NACCRRA Training and Technical Assistance Glossary http://www.naeyc.org/GlossaryTraining_TA.pdf
Characteristics of Technical Assistance:

Focus: Supports the reflective processes that professionals need to translate the theo​ries and information learned through education and/or training into best practices. Mentoring, coaching, consultation, Professional Development advising, and peer-to-peer TA are strategies that may be discrete processes or used as part of educa​tion and/or training programs. This should be embedded in the recipient’s broader professional development plan.
Relationships: Most TA methods are relationship-based; they benefit from the building of posi​tive, trusting, and respectful relationships. Services may be delivered by an individual or a team, to one individual or a group.
Process: May include combinations of information and resource dissemination and refer​rals, coaching, mentoring, consultation, and professional development advising, peer-to-peer TA, as well as other forms of support.
Duration: Levels, intensity, and duration vary greatly, depending on needs, responses, and resources.

Delivery: May be provided face-to-face or through distance, technology-based, or hybrid methods.
ASSIGNMENT: Discuss with your supervisor your role as a TA.  In what manner does your agency focus TA services?  What are ways that you can develop relationships with your TA recipients? 
4:
Introduction to Policy & Procedures


READING(s):  
List out manuals, internal websites etc; those that are essential for new employees to learn about with regard to their specific TA role.

ASSIGNMENT

 4-1. List three of your agency’s Program Goals.
4-2.   List the resources or information you need to begin working with a program.

4-3.   Identify for discussion with your supervisor/mentor, any policies or procedures that you have questions about.  

 5: PA Key Cross Sector PD/TA Intranet
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ASSIGNMENT: Visit the PA Keys website and log in to the Intranet.  If you do not have a button that says Cross Sector TA/PD on the left hand side, contact the PA Key for access.
5-1. On the home page to the Cross Sector TA/PD intranet  section, you will see available pre-recorded webinars that you can view at your leisure. Some of these webinars will be assigned to you later in this workbook. To obtain handouts and additional information about each webinar, click on the webinar archive main page link above the chart.
5-2. Visit the Bulletin Board and post a brief introduction to the site about yourself and what agency you represent under the “Introduce Yourself” forum.

5-3. Click on the Documents section.  Open the Guiding Principles File.  Click on Pennsylvania’s Cross Systems Technical Assistance Network to read the Guiding Principles.  Choose 3 of the principles to reflect on and record your response to below:
Principle Number ___  What this means to me

Principle Number ___ What this means to me

Principle Number ___ What this means to me
6:  Identifying Personal Professional Development Needs

ASSIGNMENT: Go to the Cross Sector PD/TA Intranet and click on the Competencies file to retrieve a copy of the TA Core Competencies. 

6-1.  Spend time going over the competencies and assessing your current abilities.  Identify three areas in which you would like to obtain professional development.
6-2.   Discuss the Competency Checklist with your supervisor and create a plan to obtain the identified professional development.  Complete the Professional Development Plan for TA Consultants with your identified PD needs.  Refer to this document to assess your progression of professional development and future needs.
7: Technical Assistance Resources

ASSIGNMENT: Identify and describe five Technical Assistance Resources. 
7.1 Resource:                        

Description:

How would you use this resource in your work as a Technical Assistance Consultant?
7.2 Resource:                        

Description:

How would you use this resource in your work as a Technical Assistance Consultant?

7.3 Resource:                        

Description:

How would you use this resource in your work as a Technical Assistance Consultant?

7.4 Resource:                        

Description:

How would you use this resource in your work as a Technical Assistance Consultant?

7.5 Resource:                        

Description:

How would you use this resource in your work as a Technical Assistance Consultant?

8: Community or Regional Resources


READING(S)
An Early Education Provider’s Guide to Early Intervention Services in Pennsylvania and PA CASSP: CASSP Principles located in the Resource section of Cross Sector Intranet.
*Assignment questions can be modified by your agency to be more applicable to the TA services delivered*

ASSIGNMENT: Describe the Early Intervention, Case Management, and Human Services systems in the counties/ region in which you work.

8-1. Where can families locate Early Intervention in the counties you are assigned to? 
8-2. Where can families locate other services/resources for children in the counties you are assigned to? (for example, services for children/families with special needs)
8-3. Locate and contact the County Case Management Unit(s) in the areas you are assigned.  What services do they provide?  How can families access their services? 
8-4. List a few Mental Health agencies in your region.  What mental health services do they provide?

Agency 1: ____________________________________________________________________
       Services provided: ________________________________________________________
Agency 2: ____________________________________________________________________
       Services Provided: ________________________________________________________
Agency 3: ____________________________________________________________________
       Services Provided: ________________________________________________________
9:
Pennsylvania Quality Assurance System (PQAS)

ASSIGNMENT: Prepare materials for PQAS.
9-1. Locate the PQAS application on the PA Key website.
9-2. Which PQAS category are you qualified to apply for? Explain why you think this is the case?        
9-3. Complete the three on-line learning modules for PQAS.
       
Module 1 Completion Date: ___________________
       
Module 2 Completion Date: ___________________
       
Module 3 Completion Date: ___________________
9-4. Submit PQAS application.  Submission Date: ___________________

10:
WEBINAR 1: Consultation in Early Childhood Education

ASSIGNMENT: Watch the webinar and answer the following reflection questions:

10-1. What are the 8 stages of the consultative framework?  List and provide a brief description here:

10-2. Spend some time reflecting on your own practice.  Have you experienced each of these steps?  Are there steps that you need to learn more about or work on improving in your own practice?  Is there a step (or steps) that you would like to learn more about?

11:
WEBINAR 2: Adult Learning Theory


ASSIGNMENT
11-1. Watch the webinar and answer the following reflection questions:

1. Adult learning, as opposed to child learning, has a different set of characteristic attributes. List some of the adult learning characteristics below. 

2. Spend some time reflecting on your own experiences in professional development, either as an instructor or a learner.  Were your experiences positive or negative?  Were any of the characteristics listed above present or missing in the situation that you have recalled?  Explain your experience here:
3. Are there practices that you need work on to become more effective when working with adult learners?  Identify techniques used when working with adults that you would like to learn more about?

12:
WEBINAR 3: Cross Systems Technical Assistance in Pennsylvania


ASSIGNMENT

12-1. Watch the webinar and answer the following reflection questions:
1. Identify and list 3 of the original stakeholder groups who met to strategically plan.

2. Identify the first goal of the Cross Systems TA workgroup. 

3. What are the three types of Technical Assistance identified in PA’s Cross Systems TA Network Definitions? 

4. List three of the TA Guiding Principles.
13:
WEBINAR 4: Ethics and Reflective Practice


ASSIGNMENT

13-1. Watch the webinar and answer the following reflection questions:

1. Write a comprehensive definition for Technical Assistance which includes some of the recommendations from the participants and connects the role of ethics in your work with clients. 

2. Describe the components of the seven step method for Reflective Case Study. 

3. Identify two strategies for sharing this information in your technical assistance work with clients.  

4. What role does a code of ethics play in your technical assistance work with clients? 

5. Think of scenarios of ethical dilemmas that you have encountered in your work and walk through the reflective case study process with a co-worker and write down some possible solutions to the dilemma. 

14:
WEBINAR 5: Building a Common Vision: Strategies for Sustaining Change


ASSIGNMENT: Watch the webinar and answer the following reflection questions:
14-1. Briefly discuss the ‘transition process’ that occurs when people or organizations experience change.

14-2. What are two common barriers to change that you have witnessed? Briefly describe the circumstances and what you observed. 

14-3. As a technical assistance provider, what are a few things you can do to help ease the change process for others?  

14-4. Spend some time reflecting on your own practice.  Complete the communication styles inventory and briefly describe how your style has been of benefit to you in your work.  How has it been a detriment to you?  Discuss your communication style with your supervisor.  

15:
WEBINAR 6: CQI: Keeping the Focus, Supporting the Process


Assignment: Watch the Webinar and answer the following questions.
15.1.
What does C.Q.I. stand for? 

15.2.
What are the four pillars of CQI?

15.3.
What are the four steps in the CQI process?

15.4.
Work with your supervisor to identify your TA specific role and how it supports CQI.  Discuss your TA role as it pertains to each step in the CQI process: identify an example of how you could provide support to a program during each step of this process.  Discuss any potential barriers you may encounter and how to get beyond those barriers.

16:
WEBINAR 7: Not by Chance: Connecting Learning to Child Outcomes


Assignment: View Webinar and answer the following questions.
16.1. Identify 3 ways that learning centers support a child’s learning.

16.2. Identify the 3 approaches to learning within learning centers.

16.3. Begin a discussion with your supervisor on ways to engage an Early Childhood Education or school-age practitioner that you may be working with to assess their willingness to begin implementing learning centers into their daily routine and how to begin to integrate that learning into small and large group instruction activities. What barriers may you encounter?  
17:
WEBINAR 8: Working Together to Share Common Understanding about Children


Assignment: View webinar and answer the following questions.
17.1.
Why is it important to understand how adults grow and learn in the work that you do as a TA? 
17.2.
List 2 different styles of adult learning.  Briefly describe the abilities and skills associated with those learning styles.

Learning Style: 

Abilities/Skills description: 

Learning Style: 

Abilities/Skills description: 
17.3.
Name the four Adult Thinking Styles: 

17.4
Name the four Stages of Change:

17.5.
Meet with your supervisor and discuss how your role of TA will work with adult learners to build relationships and assist the change process.  What barriers may you encounter?  What tips/strategies could you use to help an adult move through the change process?  
18:
Core Competencies: Supporting Resources


Assignment:   Log on to the Cross Systems TA Intranet.  Open the “General Resources to Support the Core Competencies” link.  Choose 2 of those resources that are available at your agency (or the local library) to review and discuss with your supervisor about how they may apply to your TA role.
18-1. Resource: 

18-2. Resource: 

19:
Shadowing

ASSIGNMENT:
19-1. Technical Assistance is not learned in the classroom. It is learned by watching others. Spend this week shadowing the other consultant in your region. Write some of your reflections here.

19-2.  Schedule to shadow, during your second month of employment, at least 1 to 3 Technical Assistance consultant(s) from another region.


A. Consultant Name:________________           Date to Shadow:_______________

B. Consultant Name:________________           Date to Shadow:_______________
C. Consultant Name:________________           Date to Shadow:_____________
20:
Collaboration with other TA agencies


ASSIGNMENT: Log on to the Cross Sector TA Intranet and read the resource provided under the “Program Abstracts/Matrix” folder.  This document provides a list of the different TA services being provided in PA and a snapshot of what services they provide.
20-1. During your shadowing experiences, discuss with the consultants what other TA agencies they have interfaced/collaborated with.  What has been their collaborative experience? 

20-2. Additionally, are there any limitations to the overlap of TA services in a setting?  List those here when applicable. 

20-3. Identify a few TA programs that you would like to learn more about in order to identify ways that you could collaborate with that professional when applicable. 
20-4. Work with your supervisor to make contact with the identified TA programs above, to increase your knowledge of their service which will support collaboration.

Program contacted: ________________________________________________
Program contacted: ________________________________________________
Program contacted: ________________________________________________
21:
Orientation Debriefing

ASSIGNMENT: Schedule a time to sit down and debrief with your supervisor.

21-1. Work together to briefly reconstruct a list of experiences you have observed during your orientation. 

21-2. Review the list and identify any policy, procedure, or practice issues within those observations.  Indicate them here. 

21-3. Ask any additional questions you may have about what you observed during your orientation.  These questions are great opportunities for senior staff and supervisors to talk about organizational mission (ultimate purpose), values (how we behave towards our mission, our customers, and the early childhood community), and policies (our bottom lines or limits). 
21-4. Identify the “next steps” for your learning based on the topics and questions you and your supervisor discussed above.  Plan for when and how these steps will be accomplished. 

22:
Definitions and Acronyms

Resources: 
Office of Child Development and Early Learning Glossary of Commonly Used Terms http://www.pakeys.org/uploadedContent/Docs/OCDEL%20Glossary%20of%20Terms.pdf
Pennsylvania’s Cross-Systems Technical Assistance (TA) Network Definitions

(located on the Cross Sector TA/PD Intranet)

Insert info about your agency here.














Insert information about your team here.








Technical Assistance (TA) is the provision of targeted and customized sup�ports by a professional(s) with subject matter, adult learning knowledge, and skills to develop or strengthen processes, knowledge application, or implementation of services by recipients. (NAEYC and NACCRRA Training and Technical Assistance Glossary)





Insert information related to your agencies Policy and Procedures








The Cross Systems TA Network values the healthy development of all children.  We recognize that involved practitioners, families, and communities are essential to attain this goal.  Technical assistance supports the professional development (PD) of practitioners and quality of programs.  Our goal is to be flexible and adaptable in responding to the unique needs and circumstances of each individual and program involved in technical assistance. We will provide services through the use of specialized skills, knowledge, and experience; holding ourselves to the highest standards in word, thought, and action.





Technical Assistant Consultants should engage in regular reflective self assessment in order to maintain high quality services to the constituents that we serve.  Pennsylvania has developed the General Core Competencies for Relationship-Based Technical Assistance to assist in the reflection process.








Technical Assistance Consultants maintain knowledge of and seek out community resources available to support early learning, school age programs, and the particular needs of practitioners and families.





All Consultants are to have knowledge of systems, resources, and programs to support facilities, practitioners, families and children.








PQAS is a system for certifying individuals who provide professional development and technical assistance to early childhood and school-age professionals in Pennsylvania.  The Pennsylvania Quality Assurance System (PQAS) maintains a registry of approved Professional Development Instructors to help ensure that professional development activities meet quality standards.





Technical Assistance Consultants may identify appropriate professional development opportunities that could enhance early care and education practitioner’s skills. Obtaining PQAS certification will allow you to reward practitioners with hours they will need for licensing and the STARS program.














All Webinars can be found in the Cross Sector PD/TA Section of the PA Key website.





All Webinars can be found in the Cross Sector PD/TA Section of the PA Key website.
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All Webinars can be found in the Cross Sector PD/TA Section of the PA Key website.





All Webinars can be found in the Cross Sector PD/TA Section of the PA Key website.





All Webinars can be found in the Cross Sector PD/TA Section of the PA Key website.





Awareness of professional competencies will ensure you continue to build the skills, knowledge and attitudes that are required to lay the foundation for developing a professional relationship with all clients and promoting a strength-based approach to continuous quality improvement while providing quality services to those serving children, families, early learning and school age programs.





Job shadowing is one of the time tested techniques of training newly recruited employees for their job assignments.  One of the key benefits of � HYPERLINK "http://www.brighthub.com/office/human-resources/articles/83504.aspx" \t "_self" �shadowing� another TA consultant is that you can build your � HYPERLINK "http://www.brighthub.com/office/human-resources/articles/102494.aspx" �confidence� very fast and assume responsible roles within the organization in minimal time. This confidence comes from having seen the job closely first-hand. No classroom training sessions or any other form of training can provide actual hands-on experience or build confidence so naturally.  You will get an opportunity to personally see and experience different situations, procedures, methods and scenarios during the course of TA work.








By working collaboratively Pennsylvania’s TA providers might be able to accomplish what none of us can do alone: improve the school readiness of children, increase service quality across the community and provide collective leadership on issues related to the early childhood system in our Commonwealth.





Adults learn best when they are able to “do” and then actively think about and process the “what” and “why” of their activity.  Remember that the purpose of orientation is to create a context for understanding.





The quality of communication, the process for capturing information and particularly the use of language are universal challenges in every industry. To develop expertise in any field of work practitioners must learn and understand their field to a depth, and a degree that requires a new vocabulary to explain and communicate that acquired knowledge.  Furthermore, when any group of people work together over time, they share experiences and develop a shared understanding that similarly, generates a subset of language, vocabulary and meaning that is unique to that group of people.  This challenge is never more evident than when a group of people from different fields, and with different roles, attempt to work together towards the same goal. Therefore in any multidisciplinary environment and despite the best of intentions, the use, misuse and interpretation of language can become an extraordinary barrier.
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