
Dear Trainer:

This letter is to inform you that your training session has been selected for a training appraisal visit.  The Illinois Network of Child Care Resource and Referral Agency  (INCCRRA) Appraiser, 


_, will be coming to observe your 



training on

.  Prior to the observation, the Appraiser will contact you to schedule a pre-observation conference. This meeting, by phone or in person, will allow you to become acquainted with the Appraiser, and to discuss your training session.  

Listed below are the steps of the performance appraisal process and training competencies that will be evaluated throughout the observation.  For a more in-depth and comprehensive explanation of the appraisal process, consult the ITN Policies and Procedures Manual, or contact INCCRRA.

Performance Appraisal Process:

· Select a date for a training appraisal with the Appraiser.

· Complete a Self-assessment Survey and an Agenda, and send them to the Appraiser.

· Participate in a pre-observation conference.

· The observation will be conducted for a minimum of one hour during your training. If the training is cancelled or rescheduled, it is the responsibility of the trainer to make the appraiser aware of the change.
· Participate in a post-observation conference to discuss the results.

· Write your response to the appraisal, and develop an action plan (if required).

· Mail copies of all appraisal documentation to INCCRRA when it is complete. At the latest, send the copies with your Tracking and Payment form to receive payment for your ITN training (when offering a multi-session training, schedule the observation for an earlier session to avoid delays in receiving payment from ITN). Retain the original documents for your records.

Training Competency Areas:

· Presentation Skills

· Training Effectiveness

· Instructional Planning

Within each of these areas more specific trainer qualities will be assessed. The enclosed Self-assessment Survey provides more detail. Please complete the Survey and send it to the Appraiser before your pre-observation conference.

The goal of Illinois Trainers Network (ITN) is to improve the quality of training to early care and education professionals so Illinois children can receive high quality child care.  One way this goal is achieved is by providing relevant, interactive and effective trainings reflective of current research and training practices.

If you have any questions, you may contact ITN at (309) 829-5327 or (800) 649-1884.

Sincerely,

(Insert Appraiser’s name, title and contact information)

07/30/09

