RFA-2024-DES-02-EARLY: Appendix E - New Hampshire Afterschool Professional Development System Guidebook

New Hampshire Afterschool

Professional Development

System Guidebook

NHAPDS



The 2020 update of the 2018 revision of the NHAPDS is possible due to the commitment, dedication,
and perseverance of the Program Quality Subcommittee of the NH Afterschool Network. The
Subcommittee worked diligently over many months. Special thanks to the individuals on the Program
Quality Subcommittee and their organizations that supported them:

e o o o o o o

Susan Gimilaro, Project Director, ACROSS NH - Committee Chair

Karrie French, Executive Director, New Morning School

Claudette Mallory, Child Care Program Improvement Specialist, DHHS, Bureau of Child Development
and Head Start Collaboration

Sarah Nelson, Credentialing Specialist, DHHS, Bureau of Child Development and Head Start Collaboration
Terri Peck, Supervisor, DHHS, Child Care Licensing Unit

Jaime Calcagni Salagaj, Professional Development Coordinator, Boys and Girls Club of Central NH
Melanie Smith, Licensing Coordinator, DHHS, Child Care Licensing Unit

Amy Upton, Executive Director, East Side Learning Center

Nick Vaughan, Licensing Administrator, Adult Learning Center

Sonia Wilks, Branch Manager, Bradley Street, Boys & Girls Club of Central NH



Table of Contents

Welcome to the New Hampshire Afterschool Professional Development System................c..coccoiiiinne. 1
Process for Receiving a Credential ... e 2
Afterschool Credential Application CheckKIist ... 3
NH Afterschool Credential APPLCAtION ..............ciiiiiiiiiiii et 5
NH Afterschool Credential Approved Coursework Guidelines....................ccoocoiiiiiiiiiiiiniieeeeeen 7
Introduction to the Afterschool Core Knowledge Areas (CKAS) ...........coooiiiiiiiiiiiiieiie e 8
Introduction to Credential LattiCes ................ooiiiiiiiiiiiiii et 9
NH Afterschool Direct Service Credential LattiCe ...........oooieiiiiiiiiiiiiiiiiiiee e 10
NH Afterschool Administrator Credential LattiCe ..........ccoooieiiiiiiiiiiiiiiiiiii e 11
NH Afterschool Master Professional Credential LattiCe ...........coccieiiiiiiiiiiiiiieiee e 12
NH Afterschool Leadership Endorsement ..............ccooooiiiiiiiiiiiiiiicie e 13
Introduction to Professional ActivitieS (PA) .........oooiiiiiiiii e 14
@] (11T 1 o) RSP R 25
PN 1) 1) 111 1. G USSP 27
WOrk Verification LETIET ........cooiiiiiiiiiiiiiieeeee ettt ettt ettt e et e i ens 29
Afterschool Orientation GUIAEIINES ..........cooiiiiiiiiiiii ettt e 30
Professional Activity DOCUMENTATION ....c.eiiuiiiiiiiiiiiie ettt e 31
Program Professional Development P1an ..........cocooiiiiiiiiiiii e 32
Individual Professional Development Plan ............ccccoooiiiiiiiiiiiiiiiicce e 33
SElf-StUAY TEMPLALE ....ooeiieiiieiiieie ettt et et e et e et e e st e eateesateebeeenbeeseeenseenseeenseennns 34

Transcript REQUESE FOTIN .......ooiuiiiiiiiiieie ettt ettt et e e eenbe e saeenseeenes 35






Welcome to the New Hampshire
Afterschool Professional Development System

November, 2020
Dear Afterschool Professional,

In 2010, the Child Development Bureau launched the New Hampshire Afterschool Professional Development
System. In the last eight years, more than 630 afterschool credentials have been awarded.

The New Hampshire Afterschool Professional Development System (NHAPDS) is designed to recognize the
education, experience, skills and talents of those working in out of school time programs. It also is intended to
support the ongoing professional development of afterschool professionals, particularly given the strong link of
staff development to higher quality programs and positive youth outcomes.

The NHAPDS was first revised in 2013. The second revision of the NHAPDS included updates to the credential
lattices, allowing for more individuals to enter the system. The revision also provided for better alignment with
the New Hampshire Child Care Licensing Rules and the changes to the requirements for professional
development at all levels. Education and training continue to be vital in the growth and quality improvement of
our professional workforce.

The 2018 revision launched the Leadership Endorsement. This provided an opportunity to recognize individuals
who have demonstrated leadership skills at all levels of the credential lattices.

After the 2018 revision, a need for small updates was identified. In this 2020 Update, you will find
modifications to the Credential Lattices and the Professional Activities Matrix, as well as the Application
ChecKklist. Other typographical edits have been made.

Nationally, there is a growing commitment to the importance of professional development. Several states have
credential systems, some required, others voluntary. The NH system is voluntary and is based on the following
criteria:

e Education and Specialized Coursework
e Work Experience

e Ongoing Professional Development

e Professional Activities

The information and documents contained within this packet are meant to provide a process for attaining a New
Hampshire Afterschool Credential.

The Afterschool Credential serves as a visible achievement of an individual’s professionalism and commitment
to the field. Individuals are encouraged to display his or her credential openly and proudly. This serves as a way
to start the conversation about the professional requirements needed in the afterschool field in order to achieve
positive outcomes for children and youth.

Sincerely,

The Program Quality Subcommittee of the NH Afterschool Network (NHAN)



Process for Receiving a Credential

N
* Complete the application (see page 5).
J
N
* Gather supporting documentation (see checklist on page 3).
J
N
* Send request for official transcripts, if applicable (see page
35).
J
. . . . . \
 Submit application and supporting documentation to the
Bureau of Child Development and Head Start Collaboration
(BCDHSC). See application for address.
J
. . . . . . . \
* Application is received by the BCDHSC. Application is
reviewed by the Credentialing Specialist in the order in
which it is received.
J
. . . . . \
* The Credentialing Specialist will contact you via email if
more information is needed. All requested documentation
must be received within 60 days of initial application.
J
* The credential is awarded by the BCDHSC. You will receive
an email informing you about your credential and it will be
mailed to you within 3 months of the email.



Afterschool Credential Application Checklist

Before submitting your application, please review the checklist to ensure your application is complete.

Application:

[J Credential application, signed and dated

[J Check, made payable to: Treasurer, State of NH (see front of application for amount)
[J] Current resume

[J Submit completed application and all supporting documentation to:
DHHS/DEHS/Bureau of Child Development and Head Start Collaboration
ATTN: Credentialing Specialist
129 Pleasant Street
Concord, NH 03301

Education or Specialized Coursework (see the applicable lattice for specific requirements):

[J Documentation of Afterschool Orientation completion

[] Copy of high school diploma, or GED or HiSET

[ Official transcripts, in an original sealed envelope or electronically from the college or universities
registrar's office, must be provided to the Credentialing Specialist at the Bureau of Child Development and

Head Start Collaboration
OR

[J Documentation of completion of the Afterschool Basics
[] Copy of current NH Para II Certificate
[J Copy of appropriate Certificate

Work experience:
[J Third-party documentation (see Work Verification Letter in Appendix) from present and past employers to
document the relevant work or volunteer experience listed.

[J For Afterschool Master Professional Workshop Trainer, Faculty or Allied Professional, work experience
may be documented by training certificates listing the individual as the presenter/trainer or by college faculty
supervisor verification of course work taught.

Ongoing Professional Development (initial application):

[ Submit documentation of the required number of hours of training within the last 12 months. Documentation
includes copies of certificates from trainings or a Training Transcript from the NH Professional Registry.
This may include 6 hours of self-study (see Appendix). Do not submit more than the required number of
hours indicated in the lattice.

Ongoing Professional Development (renewal application):

[] Submit documentation of the required number of hours of training within the last 3 years. Documentation
includes copies of certificates from trainings or a Training Transcript from the NH Professional Registry.
This may include 6 hours of self-study per year (see Self-Study Template in Appendix). Do not submit
more than the required number of hours.

Professional Activities (PA):

L] Copy of Professional Activities Matrix and the required documentation for activities completed.
[] Initial application — PAs must be completed within 12 months of application.
[] Renewal — PAs must be completed within the last 3 years.






Revised 2018
NH Afterschool Credential Application

I. APPLICATION INFORMATION
Please print the fee in the box to the left of each credential for which you are applying. Credential level is
dependent on qualifications and will be determined by the Credentialing Specialist.

CREDENTIAL
NH Afterschool Direct Service
NH Afterschool Administrator
NH Afterschool Master Professional (check all that apply):

00 Program Mentor O Faculty
0 Workshop Trainer [0 Allied Professional
NH Afterschool Leadership Endorsement
[ New Credential ($15.00)/credential [ Application for Renewal ($10.00)/credential
1 Expired Credential ($15.00)/credential (1 Leadership Endorsement ($5.00)

1 Credential Reprint ($3.00)/credential
Make checks payable to: Treasurer, State of NH

I1. PERSONAL INFORMATION

Name:

(Please print your name exactly as you want it to appear on your credential)

Other name/s in which information may be received - maiden name, etc.

Mailing Address:

E-mail:

Primary Telephone: ( ) Work Telephone: ( )

ITI. EDUCATION and SPECIALIZED COURSEWORK

A copy of your high school diploma, GED or HiSET certificate may be required for some lattice levels.
College coursework* must be completed at a regionally accredited institute of higher education. College

transcripts must arrive in a sealed envelope or electronically from the college registrar's office.
*Refer to lattices and "Approved Coursework" for reference.

Institution City/State Date of Completion
High School Diploma:
or GED/HISET:
. .. . Degree(s) Awarded
Colleges/Universities City/State Dates of Attendance (1 Applicable)

FOR OFFICE USE ONLY:
Date Application Received: Date Payment Received. Check # Amount:
Credential(s) Awarded.: Date: Expiration:




Revised 2018

IV. EMPLOYMENT INFORMATION

Name of Program/Employer:

Address:

Phone number:

7  Full Time (Hours/week:) [ Part Time (Hours/week):

V. WORK EXPERIENCE

Please attach:
e Your updated resume, including current position.
e Work verification letter(s) (see Appendix).

VI. ONGOING PROFESSIONAL DEVELOPMENT

Please attach a copy of your NH Professional Registry Training Transcript or copies of training certificates
including dates, length of training, and training title. The presenter or host agency must sign certificates.
Only submit documentation for the number of hours required for the credential for which you are applying.

VII. PROFESSIONAL ACTIVITIES

Please attach a copy of the Professional Activities Matrix and the required documentation for activities
completed (please only copy the pages that have an activity you completed).

The information presented in this packet is complete and accurate to the best of my knowledge.

Signature: Date:

Education and Specialized Coursework require official college transcripts. Both carry no time limit.

Work experience is time spent working in an afterschool setting. Work experience requires third party
documentation, such as the Employment Verification letter in the Appendix. It carries no time limit.

Ongoing professional development requires documentation and should be completed one year prior to your
initial credential application date.

See the Professional Activities Matrix for options.
The Afterschool Credential is valid for three years. Renewal criteria are also listed on the lattices.

Please contact the Credentialing Specialist at 603-271-4684 with questions or if assistance is needed to complete
the application.

Mail completed application and supporting documents to:

DHHS/DEHS/Bureau of Child Development and Head Start Collaboration
ATTN: Credentialing Specialist
129 Pleasant Street
Concord, NH 03301

Please Note: All supporting credential documentation must be received within 60 days of your initial credential
application.



NH Afterschool Credential Approved Coursework Guidelines

The NHAPDS requires specific education and specialized coursework completed at regionally accredited
colleges/universities. To determine if the college or university attended is regionally accredited:

a) Visit this website: https://ope.ed.gov/ACCREDITATION/SEARCH.ASPX
b) Here is a description of what qualifies as regionally accredited (first list):
https://ope.ed.gov/ACCREDITATION/Agencies.aspx

All approved coursework must focus on content specific to school age children (K — grade 12). Below are
some examples of courses that meet Core Knowledge Areas in Afterschool. Some key words to look for in
course descriptions are listed below this chart. It's also a good idea to review core course requirements for
courses in degrees such as, but not limited to: Youth Development, Recreation, Family Science or Family
Studies, Education, Educational Leadership, and Childhood Studies.

Afterschool Core Knowledge Areas | College Courses with Content in:

Child/Y outh Growth & Development Development, Youth, Adolescent, Life Span, Growth,
Literacy, Exceptionality, Learning Disabilities, Behavior

Learning Environment and Curriculum | Curriculum Development, Learning Environment, Theories of
Learning, Adventure or Physical Education, Recreation,
Literacy, Math, Science, Arts, Kinesiology, Sport and Exercise,
Technology, Experiential Learning

Child/Y outh Observation and Observation Techniques, Assessment Tools, Child or Youth
Assessment Development

Interactions with Children and Y outh Relationship Building, Communication, Child
Development, Coping Mechanisms, Peer Interaction

Youth Engagement Development of Child Leadership and Voice, Child-directed
Learning, Project-based Learning, Learning Environments

Cultural Competency and Diversity, Inclusion, Special Education, Classroom Integration,

Responsiveness Human Relations, Exceptionalities

Family, School, and Community Organizations, Nature of Education, Diversity, Learning

Relationships Communities, Families, Schools, Community, Society, Service
Learning, Parenting, Life Span Development

Safety and Wellness Prevention, Health, Wellness, Safety, Administration, Emergency
Planning, Nutrition

Program Planning and Development Learning Resources, Relationships, Community,
Professionalism, Development

Professional Development and Leadership, Group Management, Administration, Organizing,

Leadership Supervising, Advocacy, Policy, Systems, Fundraising, Budgeting,
Mentoring

Key Terms (this is not an exhaustive list): youth, school age, adolescent, juvenile, families, schools,
community, education, sport, adventure, recreation, physical education, culture, kinesiology, student, and
child. If you are unsure if a course will be accepted, please sent a copy of the course description to the
Credentialing Specialist for review and approval.



Introduction to the Afterschool Core Knowledge Areas (CKAs)

The Core Knowledge Areas (CKAs) constitute the body of knowledge that defines the afterschool profession.
The National AfterSchool Association (NAA) notes:

All professional societies share common characteristics. Among them are a body of knowledge
and skills, culture, a code of ethics, and public recognition. The NAA Core Knowledge and
Competencies enable afterschool and youth development practitioners to demonstrate expertise
and gain a higher level of recognition within their communities.

In this 2018 revision, NH continues to recognize the 10 content areas developed by the NAA and (National
Institute for Out of School Time) NIOST. They are:

1. Child/Y outh Growth and Development

2. Learning Environments and Curriculum

3. Child/Youth Observation and Assessment

4. Interactions with Children and Youth

5. Youth Engagement

6. Cultural Competency and Responsiveness

7. Family, School, and Community Relationships
8. Safety and Wellness

9. Program Planning and Development

10. Professional Development and Leadership

For more information about how the content areas are demonstrated in the afterschool field, please visit
https://naaweb.org/resources/core-competencies




Introduction to Credential Lattices

Credential lattices signify the roles of professionals in the afterschool field. Each lattice includes several levels
or endorsements.

On each lattice, the title of the credential and the criteria needed to obtain that credential are listed. To the right
of each criterion listed are the requirements for each level or endorsement. Criteria include the following
categories:

Education & Specialized Coursework
Work Experience

Ongoing Professional Development
Professional Activities
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Introduction to Professional Activities (PA)

Professional Activities (PA) demonstrate an afterschool professional’s expertise and commitment to the field.
These activities may occur on the individual level or as part of a larger schoolage organization.

Professional Activities:

e Engage credential applicants in the broader aspect of afterschool programs;

e Increase the knowledge of everyone involved in afterschool programs including professionals,
children and families; and

e Increase the knowledge within the greater community about the impact of afterschool
programming.

The PA matrix following this introduction lists accepted Professional Activities. Each Professional Activity is
assigned a number of units. Applicants must use this document to record their completed Professional
Activities. The documentation needed to receive credit for each Professional Activity is listed on the matrix.

Professional Activities are required for every credential level, except Afterschool Direct Service, Level 1.
Please see the credential lattices for the required number of units that must be submitted with the application.

Applicants must submit the PA matrix and the documentation listed to receive credit for the Professional
Activities. If a PA is not listed in the Matrix, please add it to the ‘Other’ line and contact the Credentialing
Specialist for PA approval and the number of units to be assigned.
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Glossary

ACROSS NH: a project of SERESC, contracted through the Bureau of Child Development and Head Start
Collaboration to provide training and technical assistance to afterschool providers to improve quality,
accessibility, and professionalism of afterschool in New Hampshire. www.acrossnh.org

Afterschool: term used to describe programs serving school age children, staff who work in these programs,
and program activities outside of school time.

Afterschool Basics: a series of ten workshops that provide an overview of youth development and afterschool
programming for youth from elementary to high school years, offered by ACROSS NH.

Afterschool Orientation: a three-hour overview of the philosophy of AS programs, CKAs, licensing rules,
credentialing, and industry standards, offered by ACROSS NH; an appropriate substitute may be an afterschool
program’s own group orientation. See Appendix for guidelines.

Allied Professional: one who has completed training in a specialized field and wishes to contribute knowledge
to the afterschool field.

Approved Concentration: specific degrees related to afterschool which are considered “terminal” or are
accepted without further transcript review. These degrees for afterschool include but are not limited to degrees
in Childhood Studies, Youth Development, Recreation, Family Sciences or Family Studies, Education
(preschool through grade 12), and Educational Leadership/Administration.

Approved Coursework: credit-bearing courses consisting of afterschool content, offered through regionally
accredited colleges/universities. (see “Approved Coursework” list).

Associate’s Degree: college/university degree which represents a minimum of 60 credit hours or two years of
full-time study.

Baccalaureate Degree: college/university degree which represents a minimum of 120 credit hours or four years
of full-time study.

Child and Adult Care Food Program (CACFP): provides nutritious meals and snacks for eligible children
and adults in care. http://www.fns.usda.gov/cnd/care/

Core Knowledge Areas (CKAs): the body of knowledge that defines the afterschool profession.

Credential: indicator of professional level of growth, a certificate/award that recognizes the recipient’s
qualifications and commitment to afterschool, or an Allied Professional.

Cultural Competencies: awareness and respect for family beliefs, traditions, values, and environmental factors
that influence child and youth development.

Documentation: third-party evidence of qualifications in the form of official transcripts, copies of training
certificates, copies of membership cards, letters signed by employers, and other evidence that demonstrates
fulfillment of credential requirements.

Lattice: a framework of professional development criteria for credential levels/endorsements.

Leadership Development: any college course, workshop series, the ACROSS NH Leadership Institutes or
web-based series focused on expanding the skills, qualities, and confidence of individuals to serve in leadership
roles.
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Glossary

Ongoing Professional Development: continuous face-to-face and/or web-based workshops, conferences, self-
study, technical assistance, and coursework including evidence of content that focuses on the Core Knowledge
Areas.

Professional Activity (PA): an activity in which one engages to give back to the afterschool community, which
broadens one’s own development.

Program Mentor: one who provides technical assistance to an afterschool program or individual, for the
purpose of quality improvement.

Regionally Accredited Colleges and Universities: public and private degree-granting, two and four-year
institutions which meet standards, undergo peer review, and maintain accreditation through periodic ongoing
review.

Related Field: a specialized area of study, which has influence on or is influenced by children, youth, and/or
families. A degree in a related field must include a minimum number of credits focused on content in one or
more Core Knowledge Areas.

Self-Study: learning engaged by oneself, with no direct supervision or attendance in training or class, for one’s
own knowledge. (See "Self-Study" Appendix)

Technical Assistance (TA): specialized consultation provided to afterschool programs to address specific
challenges and improve overall program quality.

Work Experience: documented experience working with or on behalf of children and families.

Youth Development: the process of social and emotional development and learning of school-age children and
youth, which involves family and community.
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Appendix

WOrK VerifiCation Letter ......uiieiniiiniiiiiinniiniinnennnicssessssisssessssessssssssessssssssssssssssssssssssssssssssssssssssassssessssse 29
Afterschool Orientation GUIAENNES ..........cooeeiieiiiuiinieiiniininiintiistineeiseesstcssecsstissessssssssesssssssssssssssssassssssssse 30
Professional Activity DOCUMENEALION ....ccocveiiiirueriiseiiiseicssnecssnecssencsssnecssssecsssseessssessssssesssssessssasssssasssssssssssane 31
Program Professional Development Plan .32
Individual Professional Development Plan «.33
Self-Study Template .34
Transcript Request Form «.35
Please note: All forms are fillable online. You may fill them out online before printing. 27
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Work Verification Letter

Program Name:
Street Address:
Mailing Address:
Date:

Re: Work/volunteer verification for

Dear Credentialing Specialist:

This letter serves as verification of employment or volunteer hours, working with children, for

, who was employed (or volunteered) at

from to

worked with school-age children ranging in age from to

The position held was

The average number of hours worked (or volunteered) in a week was . The average

number of weeks a year was

Exceptions to these hours are indicated below and may contain school and summer vacation periods
where more hours are typically worked in a week. Please note that all hours counted are those working

with children.

Signature:
Print Name:

Title:
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Afterschool Orientation Guidelines

For the Direct Service credential, Level 1, one of the requirements is completing the NH Afterschool
Orientation or an appropriate substitute. An appropriate substitute is an orientation provided by the program
that includes the following content:

Agency structure, including key personnel and organization chart

School age program quality, including the 10 Core Knowledge Areas of the NH Afterschool
Professional Development System

Description of the program’s curriculum
Review of staff scheduling and where resources and materials are located
Review of the program policies/handbook (staff and family)*

Overview of the requirement to complete mandatory Licensing Orientation and Health and Safety
trainings.*

Review of professional development requirements based on number of hours worked and license status.

*May be part of Human Resources orientation in some organizations
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Professional Activity Documentation

Program Name:

Street Address:

Mailing Address:

Date :

Re: Professional Activity Documentation for:

Dear Credentialing Specialist:

This letter serves as verification that

(as listed in the PA Matrix)

matrix)

has completed the professional activity

in the core knowledge area (as listed in PA

. This activity was completed on

If you have any further questions, please feel free to contact me.

Sincerely,

Signature:

Print Name:

Title:

Email:

Phone Number:
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Program Professional Development Plan

Program Name:
Program Address:
Program E-mail:

Program Phone #:

Goals: (list 4-5 goals that you’d like your program to reach this vear)

Topics: (list 4-5 topics that vou can use to work towards your program goals)

How to Implement: (how will you reach your goals by using the above listed topics)




Individual Professional Development Plan

Intent: The purpose of this plan is to establish your ongoing professional development goals.
Keep a copy of this signed plan for your own use.

Name:
Title/Position:
NAA Core Goal Activity Goal Date | Date Documentation of
Knowledge | What do you | What activity will you for Activity | Completed | Accomplishment
Area want to learn | engage in to achieve your | Completion
more about, | goal (for example: enroll
do better, in a class, complete a
and/or workshop, review
achieve? literature, plan a specific
event or activity, etc.)?

Created by: Date:
Reviewed by: Date:
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Self-Study Template

1 hour

Professional development is an on-going process. All afterschool professionals, no matter how qualified or
experienced, must continue to incorporate new skills and knowledge into their work with youth and their
families. One way you can fulfill the requirements for professional development is through self-study
activities.

Self-study activities must be:
a. Based on current research in youth development
b. Demonstrate developmentally appropriate practice
c. Support the knowledge and skills needed to care for youth
d. Include a self-reflection component

Self-study Examples:
> Read an article in a recognized, professional journal,document topic and provide reflection
> Develop a professional portfolio
> Watch a documentary related to issues surrounding youth and provide reflection
> Read a book related to issues surrounding youth and provide reflection

Your Name: Date of Completion:
Resource Name: Date of Publication:
Reflection:
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TRANSCRIPT REQUEST FORM (Mail to college, not to Credentialing Specialist)

You can use this form to request paper transcripts from your college or university or submit online
requests directly from the college or university. If your college or university has an electronic transcript
request process, please have the transcripts emailed to credentialme@dhhs.nh.gov.

To (Name of College/University):

Date:

This is a formal request that a signed and sealed official transcript for the below student, whether

former or current, be forwarded to the address at the bottom of the page.

Student Current Full Legal Name:

Other name(s) under which transcript might be found:

Student Current Address:

Social Security Number:

Dates attended:

Student Signature: Date:

Attention Registrar’s Office: Please mail official transcripts and a copy of this form to:

DHHS/DEHS/Bureau of Child Development and Head Start Collaboration
ATTN: Credentialing Specialist
129 Pleasant Street
Concord, NH 03301
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