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Guide to Developing Targeted Professional Development 
 
Purpose of this Guide 
This guide provides a structured approach to developing targeted professional development for early childhood educators and programs. It 
emphasizes observation, data collection, dialogue, and reflection to ensure training meets actual needs and supports growth. 
 
Step 1: Gather Context and Insights 
 

1. Observe the Program (if possible) 

• What specifically am I seeing (objectively)? 

• How can I account for what I am seeing? 

• What strengths do I notice? 
2. Collect Essential Information (See Appendix A) 

• Number of participants 

• Roles and positions of staff/providers 

• Ages of children served 
• Career stage and tenure of staff/providers 

3. Engage in Open-Ended Dialogue 
Ask the director, administrator, or staff: 

• What are your main concerns? How do they differ from staff 
concerns? 

• What prompted this training request? 

• What specific practices are you looking to shift or introduce to your 
staff? 

• How do you plan to support your staff in implementing or shifting 
this practice? 

• What do you think might be influencing staff behavior? 

• What strengths do you see in your team? 

• How ready and open are staff/providers to change? 

• How do you ensure equitable access and participation for all staff 
and children? 

• Are there any cultural or linguistic considerations we should keep in 
mind? 

• How does the program currently address trauma-informed 
practices? 

• Are there staff concerns related to children’s or families’ trauma 
histories? 

• How many children and families speak languages other than 
English? 

• How do staff currently support multilingual learners? 

• How is technology currently used in the program (with children and 
for staff)? 

• Are there any challenges or goals related to technology integration? 
4. Use the Core Body of Knowledge (CBK) 

• Which core competency aligns most closely with the identified 
need? 

• What questions can uncover gaps related to that competency? 
5. Reflect on Findings 

• What strengths can be leveraged? 

• What changes could help staff succeed? 

• Which Core Beliefs relate to the professional development need? 
6. Validate Understanding 

• Return to the person requesting training to confirm and refine 
identified needs. 

 
Preparing for Sensitive Content 
Some content areas can bring up intense emotions, remind participants of 
past trauma, or expose opposing views. This can cause discomfort for 
presenters and participants. 

• How will you prepare participants for these discussions so that all 
voices can be heard? 

• Have you identified content items that might cause discomfort or 
strong opinions? 

• How have you planned for managing difficult conversations that 
could arise? 

 

 
 



 Guide to Developing Targeted Professional Development 
12.10.2025 

                                                                                                                               2 

Notes: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Which core competency seems most Relevant to the professional Development need? 
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Step 2: Develop Overarching Learning Goal(s) 
Purpose: Ensure the learning goal(s) have a strong, meaningful purpose that aligns with the identified needs and supports professional growth. 
 
Guidelines for Effective Learning Goals: 

• Central to the Content Area: Reflect core concepts or practices. 

• Relevant and Connected: Link directly to participants’ daily work and related content areas. 

• Engaging and Motivating: Spark curiosity and encourage active participation. 

• Action-Oriented: Frame goals in terms of what participants will do, not just know. 

• Inclusive and Responsive: Consider equity, trauma-informed practice, multilingual learners, and technology integration. 
Guiding Questions: 

• What is the most important outcome for participants after this session? 

• How does this goal connect to their current challenges and strengths? 

• How will this goal support equitable and inclusive practices? 

• Does the goal reflect trauma-informed approaches where relevant? 

• How will multilingual learners’ needs be addressed? 

• How does technology fit into achieving this goal? 
 
Learning Goal(s): Learners/participants will… 
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Step 3: Unpack the Learning Goal 
Reference the related CBK core competency and associated behaviors and skills. Identify the essential knowledge, skills, and dispositions that 
underpin the learning goal. 
 
Guiding Questions to Unpack the Goal: 

• What do the learners need to know (content knowledge)? 

• What child development knowledge would support successful practice? 

• What strategies or skills need to be learned and applied? 

• What beliefs, attitudes, or perspectives need to be cultivated (and which diminished)? 
 
Prioritize for Impact (be realistic) 

• Time constraints and session length 

• Participants’ career stage and competency level 

• Facilitator’s experience and familiarity with content 

• Available research and resources to support relevance 

• Opportunities for practice, reflection, and feedback during the session 
 
Define Success Indicators 
Identify what participants should be able to DO by the end of the session that indicates the goal has been met. 
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Step 4: Write Learning Objectives That Are S.M.A.R.T. 
 
Learning objectives should be SMART: 

• Specific: State exactly what the learner will be able to do. 

• Measurable: Can be observed by the end of the session. 

• Attainable: Achievable within time and conditions. 

• Relevant: Aligned to participant and organizational needs. 

• Time-framed: Achievable by the end of the session. 
 
Tips for Writing Objectives: 

• Start with: ‘By the end of this session, participants will be able to…’ 

• Add an observable action verb (see Appendix C for examples). 

• Avoid ambiguous verbs (e.g., understand, learn); use directly observable behaviors. 

• Specify criteria when needed (e.g., performance standards, conditions). 

• Consider lowest skill level present and move them one level up. 
 
Sample SMART Objectives (Equity, Trauma, Multilingual, Technology) 

• Identify two strategies to support multilingual learners during daily routines. 

• Demonstrate one trauma-informed practice in a role-play scenario. 

• Apply an equitable classroom management approach using culturally responsive prompts. 

• Integrate a simple digital tool to document observations and share with families. 
 
Write your learning objectives. 
By the end of this session participants will be able to…. 
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Step 5: Align Objectives with the Core Body of Knowledge (CBK) and Training Topic Areas 
 
List the CBK core competency and, if possible, related behaviors and skills for each learning objective. Estimate time spent addressing each 
competency. Do not include time spent on introductions, icebreakers, breaks, or meals. 

Learning Objective Related Core Competency Time Allotted 
   

   

   

 
Indicate the total amount of time spent in each of the areas below: 
 

CBK Core Competency Area Time OCFS Training Topic Area Time 

1. Child Development and Learning In Context  1. Principle of childhood development  

2. Family and Community Engagement  2. Nutrition and health needs of infants and children  

3. Observation and Assessment  3. Child day care program development  

4. Learning Environment  4. Safety and security procedures  

5. Curriculum and Teaching  5. Business record maintenance and management  

6. Health, Safety and Nutrition  
6. Child abuse and maltreatment identification and 
prevention 

 

7. Professional Engagement  7. Statutes and regulations pertaining to child day care  

 

8. Statutes and regulations pertaining to child abuse 
and maltreatment 

 

9. Education and information on the identification, 
diagnosis and prevention of shaken baby syndrome 

 

10. Adverse childhood experiences, focused on 
understanding trauma and on nurturing resiliency 
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Step 6: Create the Training Outline 
Develop a clear content outline with presentation methods, materials, and embedded opportunities for reflection and practice. Plan for 
psychological safety and strategies to navigate sensitive topics. 
 
1.  Training Title:  
 
2. Training Description:  
 
3. Core Body of Knowledge Core Competency Areas and Hours: 
 

Hours  Hours  Hours  

 
Child Development  and Learning in 
Context 

 
Family and Community 
Engagement 

 Observation and Assessment 

 Learning Environment  Curriculum and Teaching  Health Safety and Nutrition 

 Professional Engagement  

 
4. Bibliography/References and Resources (minimum of 3 sources): 

 
 
 
 
 
 
 

5. Training Objectives (number each objective): 
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Objective # 
(Page 7) 

Time Content Outline Presentation Methods Handouts/Materials 

     

 



 Guide to Developing Targeted Professional Development 
12.10.2025 

                                                                                                                               9 

Tips for Developing Course Content and Presentation Methods 

• Prioritize 2–3 key concepts that matter a year from now. 

• Sequence content from abstract to concrete and general to specific. 

• Use visuals (charts, graphics) to build memorable mental models. 

• Use Vella's 4A Model to balance content & application:  
o Anchor (connect to experience) 
o Add (new info) 
o Apply (practice) 
o Away (review/reflection) – emphasizing application early. 

• Vary methods (large/small group, individual exercises, visuals, video). 

• Plan short movement breaks and encourage self-regulation. 

• Embed inclusive examples and culturally responsive scenarios. 

• Include a facilitation plan for sensitive content (ground rules, norms, opt-in activities). 
 
Ongoing Assessment, Closure, and Evaluation 

• Read the room and adjust pacing and methods. 

• Encourage participation; acknowledge contributions. 

• Ask higher-order questions (see Bloom’s stems). 

• Use energizers in the afternoon to renew interest. 

• Close with reflection: summarize key points, reinforce insights, commit to implementation. 

• Collect focused evaluations tied to objectives and relevance. 
 
Follow-up Methods 

• Provide coaching or series-based sessions to reinforce practice. 

• Set clear expectations for follow-up tasks and timelines. 

• Offer resources and peer learning opportunities (PLC, communities of practice). 
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Appendix A  
 

Workshop Planning Form 
 

Proposed Workshop Title:  

Date of Workshop:  Start Time:  End Time:  

Contact Person:   Phone Number:   

Organization:   Phone Number:   

Address:  

City:  State:  Zip:  

Travel Information  

Hotel Information  

Number of Participants:  Voluntary Mandatory 

Participants with considerations:  

Needs/Accommodations:  

Other Information:  

Workshop Location:  Phone Number:  

Room Number(s):  Room Set-Up:  

Food Provider:  Set Up/Break Time:  
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Workshop Needs 
 
Aspire Event ID: 
 
 
Agenda:   Sign-In Sheet:    Evaluations:  
 
A/V Needs: 
 
Internet Availability: 
 

Materials to Bring Charts to Make Handouts to Print/Send 
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Appendix B 

Participant Follow Up Planning Sheet 
 
I plan to use the strategy/skill/knowledge I have learned to:  
 

 
 
 
 
 
 
 

 
I am going to share this strategy/skill/knowledge with:  
 
 

 
 
 
 
 
 
 

 
I plan to work on the following areas to further increase my strategy/skill/knowledge: 
 

 
 
 
 
 
 
 
 

 
Participant Name:       Date:  
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Appendix C 
Participant Action Plan 

 
Participant Name:          Date:  
 
Goal Statement: 
 

 
 
 

 

Action Steps Resources Needed Target Date 
   

 

How will I know I am successful: 
 

 
 
 
 

Evaluation Plan:  
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