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Summary of the California Early Care & Education Workforce 
Registry 
 If you conduct Registry outreach and onboard early care and education professionals, 
you’ll want to be familiar with the benefits of creating a Registry account. It’s important that 
you know the population you are onboarding and tailor supports to highlight how the Registry 
can fulfill their specific needs. Below you’ll find a summary of the Registry functions and how it 
benefits providers and professionals in different roles in the ECE field.  

The California Early Care & Education Workforce Registry (commonly referred to as the 
Registry) is an online database system designed to track and promote the professional 
development of early education professionals. Similar to LinkedIn, participants create a 
personal profile to access Registry features including a Training Calendar, Resume Builder, and 
Job Board. Registry profiles also function as electronic professional portfolios where 
participants can upload their transcripts, California Child Development Permits, California 
Teaching Credentials, professional development hours, and other certifications. This enables 
them to have a consolidated record of their professional and educational accomplishments. In 
sum, the Registry offers a platform for early educators to track the accomplishments they have 
achieved thus far and prepares them for future success by offering them tools to continue their 
professional growth.  

 The Registry is also a useful tool for site supervisors or program directors overseeing 
child care programs. Using the Program Administration tools, participants are able to monitor 
their personnel’s qualifications to ensure compliance with licensing, training attainment, and 
employment status. Further, Registry administrators can generate verified reports they can 
print out to keep in physical personnel files or show licensing during compliance visits. Finally, 
administrators also have the option to post on the Registry Job Board where they can advertise 
openings at their programs free of charge. Altogether these tools help participants with the 
administrative aspects of running a child care program.  

 In addition to the tools designed to benefit providers, training organizations (e.g. 
agencies that offer workshops or professional development opportunities) can use the Registry 
Training Module to manage and track training data. Currently all training organizations funded 
by the California Department of Education Early Education Support Division (CDE-EESD) are 
required to use the Registry to track training data, but you’ll find we also support some non-
CDE funded training organizations in using the Registry’s training module. Over and above 
publishing trainings on the Training Calendar and granting hours for completed professional 
development, training agencies are able to generate reports to track various data, including the 
Direct Service Profile (which goes to the California Department of Education), feedback reports, 
demographic reports, and more. The data gathered in these reports offer agencies insight on 
their training efforts and empowers them to modify and tailor trainings to the needs of their 
service population. 



  

 On an even wider scale, data in the Registry will be used to inform research and policy 
decisions impacting early education. By collecting data surrounding training, experience, and 
wages, we will finally have solid information to help us bolster policy proposals with data from 
the field. It’s our hope that these data will demonstrate the positive impact of workforce 
initiatives, help us advocate for higher wages in the field, and shed light on the value and 
importance of the ECE field. 

 

Addressing Provider Onboarding Questions 
 “My providers are not going to register because they cannot share information”     

Providers may be apprehensive about sharing their information due to immigration status or 
other issues. This is a valid concern. There are a few things you can do to alleviate these 
concerns: 

 When working with providers, you can emphasize that the Registry is not a government 
agency or representative thereof, so there is no sharing of information with government 
entities. 

  Personal information isn’t shared and all personal data is double-encrypted for security 
purposes. 

 Although the registration page asks for a social security number, it is not a required 
field. In fact, we ask providers skip this field unless they are participating in a stipend 
program. 

 The primary reason we ask for personal information is to make sure we correctly match 
up the participant education and training records to the correct profiles. Since 
participants have the option of submitting their training certificates and transcripts, we 
need some base of information to accurately connect documents to the correct profiles. 

 Go over the privacy policy in trainings, which can be found at the bottom of the Registry 
homepage at www.caregistry.org. 
https://www.caregistry.org/_documents/Revised%20Registry%20PrivacyPolicy_ENGLIS
H_FINAL_4.4.18.docx 

 
“Is the Register Required?” 

 It is really helpful to explain why we are using the Registry. Providers appreciate it when 
you’re straightforward with them. Explain that as training organizations, we have to 
report to our funders in order to continue receiving money to provide training services. 
The Registry helps use gather the information on how many people attend our trainings 
and how many hours we offer - so funders understand how popular these services are. 



  

Therefore, we want to make sure our reports accurately reflect the people that attend 
so we can ensure we continue to receive funding to provide these trainings.  The 
Registry is required for R&Rs. 

 The Registry helps us bolster advocacy efforts to increase wages in the field and provide 
more resources for ECE.  

“They just don’t want to do it.” 

 If attendance to Registry workshops is an issue, maybe you can try hosting a Registry 
Café. We will be offering a Registry Café at the Annual Network/CAPPA Conference 2018 
so that you can see how they work. 

 During the Registry Café, providers are invited to enjoy coffee, tea, and other café-styled 
treats while they network with one another. Providers appreciate the time to enjoy one 
another’s company over food. It is a great way to gather the community in a single 
space. Providers chat, network, and enjoy their café treats for an hour. 

 After an hour of socializing, we then began the Registry Workshop. The content is 
largely the same: a presentation explaining what the Registry is and its benefits, a brief 
walkthrough of the interface, and then time to create Registry profiles with the support 
of agency staff. We also provided a scavenger hunt so providers could color and 
complete a fun activity that guided them through the Registry’s interface. 

 By combining the Registry with an opportunity to eat and chat, we instill a little bit of 
fun into the Registry. The cafés take a little bit more planning, but they’ve been quite 
successful.  

“They are negative about the Registry” 

 How you present the Registry is everything. Since the Registry is a means to professional 
development and not necessarily a tool they can directly apply to their practice, it’s vital 
that we highlight the benefits of the Registry to gain providers’ interest. Identifying and 
emphasizing the WIIFM (What’s in it for me?) is helpful in engaging FCCs and getting 
them exciting about the Registry.  

Some things that have resonated with FCC providers are: 

 If you have FCCs that need to find an assistant, they can post on the Job Board for free 
(other online forums charge for this service). 

 If they have assistants or other staff and they’d like to oversee their staff qualifications, 
they can do so through the Registry’s Administrative Access tools. 

 The Training Calendar allows them to search for trainings on their own and enroll as 
they see fit. 



  

   Once they’ve enrolled in the training, they just need to attend and their hours are 
automatically tracked for them. They don’t have to worry about following up or having a 
paper certificate getting crumpled in the backseat of their car since they’ll have an 
electronic record of their hours on their profile (which they can print out, if they’d like). 
Emphasize these hours can be used to renew permits and other professional 
development programs. 

 Also, being able to store transcripts and permits on the Registry means they have a 
single place to keep an ongoing electronic professional portfolio. It makes it so much 
easier than having to scramble to find those documents every time a program asks for 
them. 

Onboarding Strategies 
 Incentivize submitting documentation in order to completing providers’ Registry profiles 

using grants or other funding.  
 Give incentives to your FCC providers for enrolling on the Registry. 
 Make sure you refer to the Registry on everything training-related. 
 All emails going out to providers should say they should enroll in the training through 

the Registry and attach the profile creation instructions in case they don’t have a 
Registry account yet. 

 Have a staff member available at check in that can enroll providers as they walk into 
other trainings.  

 Every time you see providers, ask them, “Have you set up your Registry profile yet?” in a 
friendly tone. The more you ask this, the more you normalize the Registry. This can help 
providers feel more comfortable with the system and make it seem like this is just how 
things will be from now on (which it is). 

 Include reminders in your newsletter: “The Early Care & Education Workforce Registry is 
a great place to find and track professional development opportunities, build a resume, 
or search the job board. Sign up at www.caregistry.org!” 

  All quality Improvement flyers should ask FCC providers to bring their Registry ID # to 
trainings.  

 Include Registry ID on any application materials or as part of home visits.  
 Raffle ticket for those that completed Registry enrollment before or at workshop.  
 Encourage FCC providers to bring their Registry ID card to trainings. They can add their 

Registry ID# to contacts in their phone for easy access (they can include email address 
used for the Registry login). 

 Assess providers' technology needs and develop a workshop based on your findings.  
 Provide training or technical assistance to help providers who need an email account 

(one-on-one or at trainings). 



  

 Host a Registry Café!  Coordinate a workshop that addresses the benefits of using the 
ECE Workforce Registry and developing a professional portfolio.  

 Have additional staff and computers or tablets on hand to assist FCC providers with 
completing the registration process. Participants may also use smart phones. 

 Host a Provider Appreciation or Year End event! Include acknowledgement for FCC 
providers on the Registry. 

Creating a User Account Resources 

Tutorial Video - Shows how to register, create & update personal profile on the Registry 
(English) (Spanish) (Cantonese) 

Instructions for Creating a User Account in 7 Easy Steps (English) (Spanish) 

Frequently Asked Questions (English) (Spanish) (Cantonese) 

Provider Onboard Activities & Workshops 
 One of the central parts of Registry onboarding FCCs is provider outreach and 
engagement. You will be tasked with meeting providers where they are at, both in a literal and 
metaphorical sense.  In doing so, you’ll find you’re better able to support providers in creating 
and maximizing the use of their Registry profiles. Given providers practice in a range of 
different contexts, you’ll find there are some strategies that are particularly effective in 
engaging certain types of providers. Depending on your audience, you’ll notice you’ll need to 
shift the WIIFM (What’s in it for me?) of your presentation. In doing so, you’ll effectively 
capture your audience’s interest and demonstrate the utility of the system. 

Below you’ll find the most common outreach activities you may find yourself doing. 
Provider needs are constantly evolving, so you may need to change up your activities and 
strategies to meet the provider needs. 

Registry Workshops 
 During Registry workshops you can provide a brief presentation and walkthrough of the 
Registry interface and help provider create their Registry profiles. These sessions can last 1-2 
hours. After these sessions providers are left with Registry profiles and a basic foundation they 
can incorporate the Registry into their existing professional development habits. 

 Registry Presentation 
o A quick PowerPoint presentation that consists of a few slides explaining what the 

Registry. During this presentation you will essentially cover the information 
featured in the informational video. 

 Registry Walkthrough 
o Login into a test account and walk through the Quick Links.  

 This helps providers see the utility of the Registry and establish a 
foundation in using it.  



  

 Depending on how much time you have, you may need to skip some 
features 

 Workshop 
o During this portion of your workshop, you’ll have providers create Registry 

profiles. You’ll be there to provide hands on support to make sure they complete 
registration and fill out the fields correctly. 

o If you have folks that already have a profile, encourage them to login to their 
Registry profiles and update their information.  

 

Registry Cafés 
 Another type of R&R Registry Workshop is called a Registry Café. This is a new model for 
R&R workshops that arose out of the need to engage providers to maximize the utility of the 
Registry. R&R agencies found that they had a significant number of providers that were on the 
Registry but weren’t well-versed in all of the Registry tools and the Registry’s relationship with 
workforce initiatives like QRIS, CCIP, and CPIN. As such, we developed a new workshop model 
to engage these providers. In this model, the workshop is extended to three hours, where the 
first hour is reserved for providers to network with one another over coffee, tea, and pastries 
(this is where the title comes from). After this first hour, then the training begins which consists 
of:  

 A quick overview of the Registry’s tools 
o Since this is an advanced Registry training, you highlight the Administrative 

Access Tools 
o This overview takes about 20 minutes 

 A Mile in Her Career 
o This is a Prezi presentation in which providers follow the professional journey of 

a fictional Registry participant named Alexa. Throughout the presentation, 
workshop attendees are posed with scenarios and asked to workshop ways 
Alexa can use her Registry profile and other workforce initiatives to resolve the 
scenario and advance her professional development. 

 Registry Scavenger Hunt 
o After a Mile in Her Career, providers then login to their Registry profiles and 

complete a scavenger hunt that asks them to find different pieces of information 
on their Registry profiles. 

o The prior two activities should jog participants memory enough to be able to 
complete this activity. 

o Encourage folks to login to their own profiles to they can get more experience 
navigating the interface 

 Silent Questions 



  

o During the scavenger hunt, have folks write down any last questions they have 
or any takeaways they got from this training. Take 5-10 minutes to go over these 
questions as a group at the end of the workshop. 

Here are some tips for preparing and executing Registry Cafés: 

 Make sure agencies are able to provide the necessary materials for the scavenger hunt: 
o Ask if the agencies have devices they can loan providers to login to their Registry 

profiles. 
 If not, ask them to inform providers to bring their own devices to the 

workshop 
 Ensure the agency can provide Wi-Fi (your hotspot can only support 10 

devices) 
 Make sure providers are advanced enough for this workshop 

o Have providers enroll themselves in the training through the Training Calendar. If 
a provider needs help in doing this, it is a sign the provider isn’t ready for this 
training yet.  

 You can do a beginner version of the café 
o Instead of a quick overview and a Mile in Her Career, you would do the normal 

Registry presentation and walk through. 
o Instead of offering the scavenger hunt, you will focus on supporting people in 

creating their profiles.  
 You can bring the scavenger hunt as a supplemental activity in case 

people finish creating their profiles early 
o You would finish off with Silent Questions as normal 

Registry Clinics 
This level of support also typically takes place at an R&R. During clinics, you’ll provide technical 
support to providers that are at the agency for another reason (like another training). As 
providers sign in, they can stop and talk with you about any challenges they might be 
experiencing with the interface. Normal topics of discussion include how to login to their 
profile, enroll in trainings, and submit documents. Most conversations are 10 minutes or less 
(depending on the topic).  

Some tips when providing clinics: 

 Aim to be ready to work with providers 30 minutes before the actual training providers 
are there for starts.  

 This is a great time to strengthen personal relationships with providers and make them 
feel supported.  

 You can stay after the training to meet with providers as they leave, if necessary. 
 Bring some swag to give away 



  

When working with providers to resolve an issue, give them control of the computer and guide 
them through it. In giving them control, you’re affording them a hands-on learning experience. 

Registry Walkthrough 
 You may need to explain the Registry tools to FCCs. In order to be effective in this role, 
you’ll need to know the Registry functions and how they work. Below you’ll find a description of 
the Registry tools, including some effective messaging points. 

Registry Home Page 
 The Registry offers a number of tools to anyone that visits the website. In the right 
corner of the page, there is a box labeled Resource Links. The corresponding links will bring 
visitors to our FAQs, participant guides, and an animated video that explains the benefits of the 
Registry. In the bottom left corner, you’ll find a link to our Training Calendar. This allows 
participants to browse the Training Calendar without logging into their profiles. At the center of 
the page, you’ll also see a link to a YouTube video. This video walks participants through the 
enrollment process and also shows them how to update their profile information. 

 The most important feature of the Registry Home Page is the green login widget. This is 
where participants will login to their profiles by entering their username (the complete email 
address associated with their profile) and their password. If they forget their password, they 
can click on the Forgot your password? linked in white to have the system send them their 
password. Participants can create a profile by clicking on the red “Create a Profile” button 
above the green Login Widget. You can learn more about the enrollment process here.  

Quick Links 
 All participants will have access to a base level of tools referred to as Quick Links. These 
populate as different colored squares on a participant’s homepage. This format makes it easier 
for participants to identify and click on the tools they need to use.  

Personal Profile. The Personal Profile is the first Quick Link available on the home screen. It is 
red and labeled, “View/Update Personal Profile.” Clicking on this Quick Link brings you to the 
Profile Editor, where you are able to view and update the personal information on your profile. 
The Profile Editor is divided into four sections: Personal Information, Experience, Self-Reported 
Education Information, and Demographic Information. Each section has a corresponding “Edit” 
link in blue that you can click to update the information. All information can be updated at any 
time except for names. Only Registry staff can change participant names. Consequently 
participants need to contact the Registry Help Desk in order to have their name changed on 
their profile.  

Effective messaging points include highlighting that participants have the autonomy to update 
their information as needed. This is helpful because if they ever use an email address that 
associated with their employer and subsequently move on, they can still login to their account 
and change their email address so they can still access their profile and continue to have their 



  

profile grow with them. While talking about this tool, you can also emphasize that their 
personal information is double-encrypted and never sold or shared with anyone. The only 
people that have access to this information other than the owner of the profile is Registry Help 
Desk Staff and that’s only when they are helping participant’s navigate their profiles or 
updating their documentation. 

Employment History. Participants can access a running history of all of their employment 
opportunities in the ECE field by clicking on the lime green square titled, “View/Update 
Employment History.” Through the Experience Management page, participants can add and 
edit different employment records. All existing employment records will populate as rectangles 
with the Employer and start and end dates. Upon clicking on these rectangles, a drop down 
square with a more robust description of the employment record will appear. If participants 
need to edit their jobs, they can do so by clicking on the blue “Edit Position” link in the top right 
corner of the employment record. Note: if the participant’s employer has already confirmed 
their position they will not be able to edit the position (only their end date). If a change needs 
to be made after their employment has been confirmed, the participant should speak with their 
employer. 

To add a new employment record, participants should click on blue “Add a New Employment 
Record/Status” link above all of their employment records. Another window will pop up where 
participants can search for their present and past employers and list the corresponding details 
about those positions. As with everything on the Registry, all fields denoted with an asterisk 
need information. Upon completing the required fields, participants need to click on “Add 
Employment Info” to save the employment record. Participants can also edit the year they 
began in the ECE field at the top of the Experience Management page. If they edit the year, 
they will need to click “Update” to save their changes.  

Effective talking points include the convenience of having a running record of all their past 
positions. Often times job applications will request applicants note fine details of their past 
positions, which are easy to forget over time. Having them logged in employment history is a 
great way to streamline this process. However having a complete Employment History isn’t 
mandatory and participants can decide if they would ultimately like to take the time to report 
all of this information. 

Education & Training Report. The Education & Training Report is a PDF report that synthesizes 
a participant’s education and training information from their submitted transcripts, permits, 
credentials, and training hours. Participants can access this report by clicking on the purple 
Quick Link. Once a participant’s submitted documentation is verified by Registry staff, 
participants will be able to see their information reflected on this report. This report is divided 
into four different sections: degrees, courses, permits & credentials, and training. Under the 
Degrees section, participants will find all degrees granted by an accredited institution 
(regardless of field). Under the Courses section, participants will find a list of all courses 



  

completed at an accredited college/university that they passed with a C- or better. We list the 
course number, the course name, institution, completion date, unit count, and indicate 
whether the course falls under ECE/CD or general education. Although grades of “D” & “F” are 
inputted into the Registry’s system, they do not populate on the Education & Training Report 
because they do not count for units or professional development by the California Commission 
of Teacher Credentialing’s (CTC) standards since those are not passing grades. Next, 
participants will see their submitted Child Development Permits and Teaching Credentials, 
including the name of the document, document number, issue date, expiration date, and 
document number. Lastly, participants will find a running record of all training hours completed 
through a Registry Training Sponsor or submitted to the Registry Office.  

There are a lot of great things to highlight about this report when explaining this to participants. 
First, it pulls information across multiple documents and organizes them in an easy-to-read 
document. Further, all of this information is verified by Registry Staff, which means this is an 
official document that can be used to verify coursework, permits, and training hours (fun fact: a 
center used this document to save themselves from a licensing violation because a teacher’s 
permit information was listed on this report). Lastly, they can access this report any time and 
download it. This means they can print or send it to others for professional purposes.  

Registry Membership ID Card. Upon enrolling in the Registry participants receive are 
automatically assigned a unique Registry ID number. This Registry ID number is used to quickly 
identify Registry participants as well as track their professional development information 
without having to collect more personal identifying information (e.g. their Social Security 
Number). Participants can access this card by clicking on the light blue square labeled, 
“View/Print Membership Card (PDF).” This will bring participants to a page where they will click 
on a “Click here” link to generate a PDF of their Registry ID card. They can print and/or save the 
subsequent PDF for their records. 

This is a convenient tool to highlight since participants are often asked for this number when 
attending trainings or participating in a number of workforce initiatives. Many participants print 
out their cards and keep them in their wallet, while others take a picture of it or jot down their 
Registry ID number in their phone notes. When working with participants, I encourage them to 
store their Registry ID number in the same place they already store personal information so 
they can find it in a familiar place.  

Where to Submit Education/Training Documents. A big draw to the Registry is the ability to 
use the interface to create an electronic professional portfolio. Although we have the My 
Documents tool that participants can use to upload documents directly to their profile, some 
participants don’t feel comfortable enough with technology to effectively use this. In these 
cases, participants are encouraged to click on the yellow square labeled, “Where to Submit 
Education/Training Documents” to find out where they can send their documentation for 
profile upload. Upon click on this Quick Link, participants will see a short description of the 



  

types of documentation we’re interested in uploading to their profiles (although you can find a 
more robust description on our Document Submission Instructions) and the Registry Office’s 
contact information. Participants can send us documents by mail or email. Although we do have 
a FAX line, we don’t advertise it because faxes often come in blurry and can be unreliable. 

When talking about this function, always mention that we have the My Documents Quick Link if 
they prefer to upload documents directly (many like having that autonomy). However also 
mention they are more than welcome to submit documents to the Registry Office any time. 
Encourage them to submit updated documents as they receive them.  

Email CA ECE Workforce Registry Administrator. By clicking on this royal blue Quick Link, 
participants can send an email directly to the Registry Help Desk (caregistry@ccala.net). 
Something to note that clicking on this Quick Link will cause the computer to open its native 
email application, meaning that participants won’t be sending the message directly through the 
Registry’s interface.  

Some effective talking points include the ability to immediately request assistance if they get 
stuck with something or if they suspect they are experiencing a glitch. 

Resume Builder. The Resume Builder is a tool participants can use to create and format a 
resume that highlights their experience in ECE. They can access this tool by clicking on the navy 
blue Quick Link titled, “Resume Builder.” Upon clicking on this square, participants will be 
brought to a page with several text boxes they can edit to their own specifications. First, they 
will see a box titled “Summary of Qualifications” where they can enter a resume summary, if 
they want one. Next, they will see boxes for any and all past jobs they inputted into their 
Employment History. Note that no boxes will populate here if they haven’t added any jobs to 
their Employment History (I’ve noticed the capacity to use the Resume Builder incentivizes 
participants to report their Employment History). Each box will have a few options participants 
can use to format their job responsibilities. Additionally, participants can choose to hide a job 
from their final resume by unchecking the box above each text box.  

After editing their job responsibilities to their content, they will scroll to the bottom of the page 
and click on Save Qualifications & Create Resume. Participants should click on this button even 
if they are not entirely done because their work will not be saved if they just leave the page 
without saving. Upon clicking on this button, a Microsoft Word Document will download with 
their formatted resume in it. Since it’s a Microsoft Word Document, participants can (and are 
encouraged to) continue refining their resume for job applications.  

For many people, creating resumes is a hassle. This tool makes formatting resumes easy and 
provides a quick starting point for their job or grant application process. Further, since it 
exports as a Microsoft Word Document, participants can still customize their resume to make it 
their own or add experience outside of ECE. This is an optional tool, so participants don’t need 
to use this tool if they already have resume they like.  



  

 

Job Board Search. The Job Board Search allows participants to search a free online forum for 
different job opportunities in ECE. Participants can conduct a search by clicking on the orange 
Quick Link titled, “Job Board Search.” Participants have a number of different ways they can 
search for positions. By indicating their search criteria and clicking on “Search” they will see all 
jobs that meet their specified criteria. Jobs are posted by participants with Administrative 
Access (typically site directors, supervisors, FCC owners, or HR personnel). The Registry 
encourages providers to upload only direct practitioner positions (positions working in a child 
care context) but in reality agencies will also post support positions as well (which is okay, we 
don’t remove them).  

Obviously the Job Board presents an opportunity for career growth, so that’s a perk to highlight 
when talking about it. Additionally, Registry administrators are able to post as many jobs as 
they’d like free of charge, which is rare since most online job boards charge per post. Lastly, 
Registry administrators cannot search the Registry for participants with certain qualifications. 
We do this to protect participant’s confidentiality, but it also means that participants looking 
for a job can set the tone of the interaction with a potential employer. They will be the ones 
initiating the interaction, meaning they can put their best metaphorical foot forward. One thing 
to note about the Job Board is that there are times that there are no or very few jobs posted on 
the Job Board. Since the Registry depends on administrators to post on their openings on the 
Job Board. If they don’t post, then we won’t have any postings. It is an area of outreach that we 
are focusing on, but it’s an ongoing effort.  

Training Calendar. The Training Calendar is a tool participants can use to search and enroll in 
trainings in their area. When participants enroll in trainings through the Registry Training 
Calendar their hours are automatically tracked on their Education and Training Report, meaning 
they don’t have to submit any certificates or wait for verification of their hours. They can access 
the Training Calendar by clicking on the grey Quick Link titled, “Training Calendar.” This will 
bring participants to the training search page where, much like the Job Board, they can specify 
their search criteria to search for trainings in their area. After clicking search, a results list will 
populate with all trainings that meet their specified search criteria. From here, participants can 
find a training they’re interested in and read more details about it by clicking on the radio 
button next to the title and click on “View Event Details” at the bottom of the page. From here, 
the participant can click Enroll Now to enroll in the training. They will need to click through a 
few pages, but participants know when they are enrolled (or waitlisted) when they arrive to a 
splash screen confirming their enrollment status (they will also be sent a confirmation email 
from the Registry).  

There are a lot of perks to highlight when discussing the Training Calendar. First, it offers a 
schedule of professional development workshops they can access from anywhere with an 
Internet connection. This means providers don’t need to call different agencies to figure out 



  

who is offering what workshop when: they can peruse the Training Calendar and easily figure 
out which workshops they can attend based on their schedules. Second, all of the workshops 
will award participants professional development hours, meaning that they can use these 
trainings to meet the requirement for QRIS, their 105 hour requirement for renewing their 
permit, CCIP, or any other workforce initiative that requires regular professional development. 
Third, there are a variety of different offerings on the Training Calendar. Trainings fall under the 
12 ECE Competencies set out by the state, meaning providers can find trainings across a 
number of different sub-topics, granting them the autonomy to learn about something new or 
take a deep dive into a topic they’re already interested in. Further, trainings are offered in 
multiple languages, so providers can attend a training in whichever of those languages they are 
comfortable learning in. 

My Documents. The My Documents Quick Link is a tool providers can use to upload education 
and training documents directly to their profiles. Using this tool, they can build out their 
electronic professional portfolios and access their documents any time they need them. They 
can access these functionalities by clicking on the green Quick Link labeled My Documents. 
Participants will then be able to access previously uploaded documents as well as a tool to 
upload new ones. The Upload Utility is standard as far as online document upload utilities go: 
participants will first select the type of document they are uploading to the Registry. If the 
participant selects a Permit or Credential, they will then be asked to indicate the 
permit/credential level, document number, issue date, and expiration date. If not, they can click 
on “Choose File” to search their computer files for the file they would like to upload. Once 
selected, they can click on Upload Document.  

Once uploaded, documents will immediately be listed under “Uploaded Documents” with 
“Unverified” denoted as their status. This means that Registry Staff have yet to verify the 
information on the document and add it to the participant’s Education and Training Report. 
This verification process can take up to 8 weeks (depending on other data entry priorities). 
While a document is waiting for verification, participants can delete a document from their 
profile (however once verified they can no longer do this). Once a document is uploaded, it 
goes into a queue. Registry data entry staff access the document from the queue, review it, and 
begin verifying any coursework, degrees, permit, credentials, and training hours that need to be 
verified. Upon reviewing the documentation, Registry Data Entry staff will update the 
participant’s Education and Training Report. Once this process is complete, data entry staff will 
send the participant an email informing them of these changes. If a document cannot be 
verified for whatever reason, Registry staff will contact the participant and request they 
resubmit a verifiable document.  

 

The My Documents Quick Link is becoming an increasingly popular tool. Participants enjoy the 
ability to upload documents to their profile whenever they want. When talking about the My 



  

Documents Quick Link, be sure to highlight this ability. Discuss the fact that this is a way they 
can consolidate their professional record into one place, making it much easier to access any 
documentation should they ever need it.  

Additional Registry Tools 
 Although participants will mostly focus on their Quick Links, there are a few other tools 
that are helpful to point out to participants. Some of these tools are reserved for program 
administrators (program directors, site supervisors, family child care home owners) while 
others are available to all users. 

My Training Events. In the green navigation bar, you’ll find a tab titled Training Calendar. If you 
click on this tab, you will see two options: Training Calendar and My Training Events. The 
Training Calendar will bring you to the training search page (fulfilling the same function as the 
grey Quick Link) and the My Training Events link will bring you to a running record of all of the 
training events you have enrolled in using the Training Calendar. You’ll also see any trainings 
you have marked as saved while perusing the Training Calendar.  

The participant’s enrollment status will be noted for all the trainings they have enrolled in. 
Statuses will be Enrolled, Attended, Withdrawn, or No Show. If a participant has attended a 
training, they will have the option to take an anonymous survey to provide feedback on the 
training event. If they training has yet to occur, the participant can come to this page to 
withdraw from the training (although some agencies will request participants call their office in 
order to withdraw).  

Stipends & Pathways. Stipends & Pathways is another suite of tools that is reserved for 
participants that are also participating in a Stipend Program. At the moment, only San Francisco 
County is using the Registry to administer their Stipend Program. In LA, stipend participants 
only need to have a Registry ID number, but they do not need to use their profile to participate. 
That being said, this is something that may change in the near future, so keep your eyes and 
ears open for developments as the new Stipend Module is being built. 

Program Administration. In addition to the participant functionalities, the Registry offers a 
suite of tools to support administrators in overseeing the staff qualifications of their personnel. 
Using the Program Administrator tools, Registry Administrators (typically site supervisors, 
directors, or family child care providers) can access staff education and training documents, 
confirm employment, enroll staff in trainings, and post open positions on the Job Board. Access 
to this tools is granted through Administrative Access. You can learn more about the process of 
obtaining Administrative Access here and you can learn more about the Program 
Administration tools themselves in the Program Administrator User Guide. 

Training Sponsor Tools. In order for training organizations to post their professional 
development activities on the Training Calendar, the Registry has training sponsor tools. These 
tools allow training organizations to create training catalogs, post trainings, and track their 



  

professional development activities and affiliated instructors. You can learn more about these 
tools below or by looking through the Training Module User Guide. 

Instructor Tools. The instructors that conduct the trainings posted on the Training Calendar 
have access to two tools that allow them to showcase their qualifications and post trainings on 
the Training Calendar (if their affiliated training organization allows them to). You can learn 
more about these tools in the Training Module User Guide.  

 

Quality Rating Improvement System 
Overview  

The quality rating and improvement system (QRIS) that aims to improve the quality of 
early learning through regular assessments and professional support. Over time, this support 
helps providers improve the quality of their program. In California, all 58 counties participate in 
QRIS, each with its own implementation of QRIS.   

The Registry’s Role 
The Registry supports QRIS through the collection, verification, and assessment of 

qualifications if your county uses the Registry for QRIS. If you look at the QRIS Matrix (the rubric 
of the aforementioned quality indicators that programs are assessed on), family child care 
programs are only assessed on Element 3 while centers are assessed on Elements 3 & 7. 
Supporting providers with creating their Registry profiles, answering technical assistance 
questions, and providing Registry workshops when necessary, we can help providers can track 
their quality improvement activities. 

Training Agency Support 
 In addition to working with participants on the individual level to support them in using 
the Registry to advance their professional development, the Registry also works to support the 
agencies that use the Registry to post, publish, and track the professional development 
activities they sponsor for providers. These agencies (referred to as Training Agencies/ 
Organizations/Vendors internally) are agencies that provide workshops, house training 
programs, and other professional development services for early educators. Using the 
Registry’s Training Module, they are able to build training catalogs, publish trainings on the 
Training Calendar, manage participant rosters, and generate reports tracking the ample training 
data generated from their various professional development activities. These Training Agencies 
are located throughout the state and all of them use the Training Module for different reasons 
and in slightly different ways. Given that agencies have different needs and internal ways of 
implementing their professional development activities, they often need tailored assistance to 
help them not only learn the mechanics of the Registry’s Training Module and its associated 



  

features, but also to brainstorm how they can use the Training Module to meet their 
organizational goals and track the data they need.  

The Training Module 
 The Training Module User Guide, which offers an explanation of all of the Training 
Module parts and tools, is very helpful in using and learning the Registry. 

Training Module History 
 The Training Module was launched in July 2016, and at first was only used in Los Angeles 
County by the local Resource & Referral Agencies.  In October 2016, the California Department 
of Education Early Education Support Division (CDE-EESD) issued an unfunded mandate stating 
all training vendors receiving funding from CDE-EESD were required to use the Registry to track 
their training data and generate reports for programs like CPIN and CCIP. The rationale behind 
this mandate was that, prior to the Registry, state-funded agencies had to collect extremely 
confidential information every time a provider attended a training. This would mean the 
provider would spend a significant amount of time filling out paperwork. Further, they would 
use provider’s social security numbers to track providers’ progress throughout several training 
programs. As you can imagine, this practice was neither safe nor inclusive (since not all 
providers have social security numbers). What’s more is providers, either because they didn’t 
have social security numbers or feel comfortable reporting that information, would make up a 
social security number. This meant that tracking training data was impossible since a providers 
would make up a different SSN every time they attended a training. This was a huge problem 
for the state because then they couldn’t accurately track the impact of their funding. The 
Registry offered a solution to this problem: upon enrolling each participant is issued a unique 
Registry ID number. Completely independent of SSN, this number can be used to track a 
provider’s training progress and other indices of professional development without exposing 
more confidential information.  

The 2017-2018 Fiscal Year was the first “official” year that the Registry was incorporated 
into these training agencies’ implementation of their professional development activities and 
we have made great progress. Most agencies that are required to use the Registry to track their 
professional development activities are on the Registry as approved Training Vendors and 
agencies throughout the state have made significant progress in supporting their provider 
networks make the transition to the Registry. There is still a lot of work to be done and not all 
providers that should be on the Registry are enrolled. However, FY 17-18 was a great start and 
the Registry will continue supporting agencies in their efforts to ensure next year’s data is more 
complete so CDE-EESD can have more complete data, thus enabling them to accurately 
evaluate the impact of their funding and identify areas in need of additional support.  

  



  

Training Module Vocabulary List 
Training Sponsor Tools: Set of Registry functions that allow training organizations to 

post, publish, and track professional development activities and services 

Executive Director: Executive Director or other executive that submits the 

Training Sponsor Application. 

Training Sponsor Contact Manager: Agency staff member that has access to 

all Training Sponsor Tools. This individual is also listed as the primary contact for 

participants to reach out to if they have questions or concerns about a training. 

Additional Training Sponsor Manager: Other agency staff that have the same 

level of access to the Training Sponsor Tools as the Contact Manager. The only 

difference is that these individuals are not listed as contacts on trainings. 

Agencies can designate as many Additional Training Sponsor Managers as 

desired. 

Administrator: Agency personnel that has been granted Administrative Access 

on the Registry. While they don’t have access to the Training Sponsor tools 

(unless also listed as an Additional Training Sponsor Manager), they approve 

basic employment information of all personnel that has reported working at the 

Training Agency. 

Training Sponsor Information: Training Sponsor Tool that holds basic contact 

and logistic information about your training organization. Here you can edit 

contact people, training sponsor managers, and other basic training module 

functions. 

Add Training: This Training Sponsor Tool allows you to add trainings to List 

Training (also referred to as your training catalog). 

List Training: This Training Sponsor Tool serves as your organization’s training 

catalog. Similar to a college course catalog, it holds all of your training 

offerings. You can go to this page to edit training information including the 

description, hour value, and competency area. 

Instructor Management: This Training Sponsor Tool allows you to oversee the 

different Registry users that request Instructor Access to your organization. You 

can approve or deny Instructor Access Requests, as well as view a 



  

comprehensive list of all instructors associated with your training organization. 

Event Management: This Training Sponsor Tool features information about all 

trainings you have posted to the Training Calendar (published and unpublished). 

From here you can manage event-specific details, grant training hours, and print 

out rosters and sign in sheets. You’ll also use this tool to add trainings to the 

Training Calendar from your List Training/Training Catalog. 

Reports: This Training Sponsor Tool allows you to generate different reports that 

summarize training activities including attendee demographics, participant 

feedback, and funding information. Some reports allow you to customize the 

fields you’d like included on your reports. Reports export as Microsoft Excel files. 

Manage Logo: This Training Sponsor Tool allows you to upload an image of 

your organization’s logo. This logo will be featured on all trainings added to the 

Training Calendar. 

Instructor Access Tools: Part of Training Module that provides instructors to access to 

their Instructor Profiles and Event Management of each organization that has approved 

them as an instructor. 

Trainer/Instructor: Individual that leads training at a training agency. Agencies 

often have several trainers to administer trainings and can decide if they will 

contract out into the community to recruit trainers or if they will recruit trainers 

from within their organization. 

Instructor Profile: This is an optional tool that allows instructors to highlight their 

expertise and experience in ECE. Instructors can choose to publish their 

Instructor Profiles for participants to view. Some information is pulled from the 

Registry Profile while the rest is inputted by the Instructor. 

Event Management: Instructors will be able to see all trainings that have been 

added to the Training Calendar that they will be or have led. They’ll only be able 

to see trainings they’re associated with that have been added or published by an 

approved Training Sponsor Manager. 

Training Calendar: Calendar through which participants can search and enroll in 

trainings. 

“Invite Only” Trainings: Trainings that are not published to the Training 



  

Calendar so participants cannot search for and enroll in the training. This is done 

with a Training Organization wants to control who can enroll in the training. 

Organizations send a private invitation link to invited providers. Organizations 

should include enrollment instructions to providers when sending invitation links. 

“Published” Trainings: Trainings published on the Training Calendar that 

participants can find and enroll in through the Training Calendar. All trainings that 

are “published” to the Registry Training Calendar will be considered open.   


