
East Missouri Action Agency, Inc. Head Start 

NEW EDUCATION STAFF TRAINING 

Name: 

Site manager 

date/initials: 

Training 

time 

 

Week 1 

 1 1) Site manager goes over Orientation packet—as with all staff. 

 1/3 

 

2)Site manager goes over volunteer orientation materials: Conscious Discipline for  

                                                                                             Head Start Families 

 1/3                                                                                              Promoting Literacy 

 1/3                                                                                              Creative Curriculum 

 3 3) Observe/shadow in a classroom, filling out ―Observation of the Classroom‖ form, using 

either ―Pre-service‖ or ―During Year‖ version.   

 1 4) Read: A Parent’s Guide to Preschool. 

 ½ 5) Teacher goes over ―Assistant Teacher Daily Schedule Expectations.‖ 

 2 6) Watch: HeadsUp! Reading - Orientation video, filling out worksheet; discuss with SM. 

 1 ½  7) Using Composure worksheet, read portions of Conscious Discipline chapter, 

―Composure.‖  Talk with site manager or teacher about strategies used in the 

classroom. 

  Week 2 

 ¼ 

 

1) Site manager talks with new staff person and fellow staff about how new person is 

doing. 

 ¼ 2) Site manager trains new staff member on how to take off gloves and wash hands. 

 1 ½  3) Using Encouragement worksheet, read portions of Conscious Discipline chapter, 

―Encouragement.‖  Talk with site manager/teacher about strategies used in the classroom. 

  Week 3 

 2 Watch: HeadsUp! Reading – 1A Talking video filling out worksheet; discuss with SM. 

  Week 4 

 1 ½  Using Assertiveness worksheet, read portions of Conscious Discipline chapter, 

―Assertiveness.‖  Talk with site manager/teacher about strategies used in the classroom. 

 ½ 

 

Site manager fills out United Way Framework Inputs and Activities: Implementation 

Checklist and discusses results with new staff member.  Together they plan strategies for 

next two months based on items that are not checked to enhance these skills. 

  Inputs/activities          Ways to learn/improve 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  Week 5  

 2 Using Choices worksheet, read portions of Conscious Discipline chapter, ―Choices.‖  Talk 

with site manager/teacher about strategies used in the classroom. 

  Week 6  

 2 Watch: HeadsUp! Reading – 2A Play video, filling out worksheet; discuss with SM. 

  Week 7  

 1 ¾ 

 

 

¼ 

1) Using Positive Intent worksheet, read portions of Conscious Discipline chapter, 

―Positive Intent.‖  Talk with site manager/teacher about strategies used in the 

classroom. 

2) Site manager reviews job description with new staff member. 

   Week 8 

 2 Watch: HeadsUp! Reading – 3A Reading video, filling out worksheet; discuss with SM. 

  Week 9 

 2 Using Empathy worksheet, read portions of Conscious Discipline chapter, ―Empathy.‖ 

Talk with site manager/teacher about strategies used in the classroom. 

  Week 10  

 2 Watch: HeadsUp! Reading – 4A Writing video, filling out worksheet; discuss with SM. 

  Week 11  

 1 ½ 1) Using Consequences worksheet, read portions of Conscious Discipline chapter, 

―Consequences.‖  Talk with site manager/teacher about strategies used in the 

classroom. 

 ½ 

 

2) Mentoring 

Site manager fills out United Way Framework Inputs and Activities: Implementation 

Checklist, discussing all the ways that the staff person has grown.  Site manager/staff 

plan next steps for the remainder of year:  What is the next area in which you would 

like to grow?  How can I help you? 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  Week 12  

 2 1) Watch: HeadsUp! Reading – 5A Learning the Code video, filling out worksheet; 

discuss with site manager. 

2) Site manager completes probationary period evaluation and discusses with staff 

member.  

I have completed all of the above assignments.  Attached are the worksheets reflecting this material. 

 

Signature ______________________________________________________ Date _____________________________ 

Note: Site manager must send into the Training Specialist at end of the probationary period. 



East Missouri Action Agency, Inc.  Head Start 

NEW EDUCATION STAFF OBSERVATIONS OF THE CLASSROOM (PRE-SERVICE) 

Directions: Fill out this sheet—and then discuss it with your site manager. 

1. Daily Schedule 

    Write down the posted daily schedule.  B. Read Creative Curriculum, pp. 82-93.                                            

Time Activity      Time Activity      

    

    

    

    

    

    

    

    

    

    

Does it include at least one hour of Choice (or Work) Time?   ___yes     ___no 

 

2. Weekly Plan 

A. Obtain a copy of the first Weekly Plan for the year.  Ask a teacher to explain how the plan works.  

B.  Read Creative Curriculum, p. 100-101. 

 

3. Rules 

  A. Write down the rules that are posted.  B. Read Creative Curriculum, p. 108.  

 

 

 

 

 

 

 

             

4. Interest Areas 

   Write down the interest areas in the classroom as you locate them. 

1. 5. 9. 

2. 6. 10. Cooking 

3. 7. 11. Outdoors 

4. 8.  

 

5. Families 

    A. Read Creative Curriculum, p. 212-213.  Answer questions on the next page.   

    B. When parents what should my role be? (Write down your answer.) 

 

 

6. Conscious Discipline Structures 

   A. Check off the Conscious Discipline structures as you find them. 

 Safe Place  Ways to Be Helpful Board 

 Family and Friends Board  Celebration Chair 

 Job Board  We Care Bag 

B. Ask a teacher how to:  

      1. Be a S.T.A.R.            

      2. Teach a child to use his or her BIG voice.   

C. Read Shubert’s Big Voice. 
      

Turn this in to the site manager—and demonstrate these two strategies and tell site manager what you learned from 

reading Shubert’s Big Voice. 



 

WORKING WITH FAMILIES 

Gaining Self-Awareness 

1. How did you become aware of your personal identity--nationality, culture, and ethnicity? 

2. What early messages did you receive about other groups? 

3. How did you define a "family" when you were growing up?  Has your definition changed today? 

4. What messages did you receive about your family's socio-economic status? 

5. Were girls treated differently from boys in your family? What do you think your family's expectations were for 

you? 

6. How and when were you encouraged to express your ideas and feelings? 

7. Was it acceptable to be noisy and active in your home, or were children expected to be seen and not heard? 

8. How was discipline handled? 

9. Was independence encouraged? 

 

 

 

 

 

 

 

 

 

 

 



East Missouri Action Agency, Inc.  Head Start 

NEW EDUCATION STAFF OBSERVATIONS OF THE CLASSROOM (DURING YEAR) 

Directions: 1) Ask for the current weekly plan.  2) Fill out this sheet—and then discuss it with your site manager. 
 

1. Daily Schedule 

        Write down the posted daily schedule:                                                   Write down the actual schedule: 

Time Activity       Time Activity      

    

    

    

    

    

    

    

    

    

    

    

What are the reasons for any differences that you see? 

 

 

2. Rules 

Write down the rules that are posted.   

 

 

 

 

 

 

 

 

What do you see people in the classroom telling children to do or not to do? 

How did staff help children follow the rules? 

 

 
            

3. Interest Areas 

    a. Write down the interest areas in the classroom as you locate them. 

    b. Star children’s favorite places to play. 

1. 5. 9. 

2. 6. 10. Cooking 

3. 7. 11. Outdoors 

4. 8.  
 

2. Weekly Plan 

Obtain a copy of the weekly plan that includes the interest areas section and the day(s) that you are observing.  Check 

off activities as you see them done.   
 

5. Families 

   What do teachers/staff say to parents when they see them? (Write observations down on the back.) 
 

6. Conscious Discipline Structures 

   A. Check off the Conscious Discipline structures as you find them. 

 Safe Place  Ways to Be Helpful Board 

 Family and Friends Board  Celebration Chair 

 Job Board  We Care Bag 

B. Ask a teacher how to:    1. Be a S.T.A.R.  2. Teach a child to use his or her BIG voice.  3. Read Shubert’s Big Voice. 

Turn this in to the site manager—and demonstrate these two strategies and tell site manager what you learned from 

reading Shubert’s Big Voice. 


