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CCHRSC Training Gap Analysis Tool for CCA Administrator

I. PURPOSE:

The CCHRSC is providing this training gap analysis tool to enable post-secondary institutions offering programs for child care Administrators to compare their course material to the sector’s requirements for professionals working in the early childhood education field as Child Care Administrators.

The standards are a description of the skills and knowledge of a competent administrator. A curriculum is the description of a series of specified courses that when completed successfully provide a person with an educational credential to enter an occupation. A direct comparison is not possible because the standards describe the capacity of an experienced individual and the curriculum, describes the capacity of a new graduate. However, it is possible to make content comparisons. For post-secondary institutions it is important to ensure their courses are relevant to the sector as this can impact credibility, enrollment and the employability of their graduates.

The training gap analysis tool also provides information that can assist with curriculum design. Not only do the standards provide a framework for content scope and depth, the contextual information can provide a guide for the allocation of course time and the Bloom’s Taxonomy ratings provide insight into how knowledge is used.

II. COMPONENTS OF THE ANALYSIS TOOL:

The training gap analysis tool consists of the following components that will enable post-secondary institutions to review their programs; identify the relevant courses and conduct an analysis in comparison to the national occupational standards for Child Care Administrators. Each of the tool’s components is described below:

A. Analysis Reference Information:
Provides name of institution, the delivery model and reason for participating in analysis.

B. Program Description

Provides an overview of the post-secondary institution’s program.

C. Relevant Program, Courses and Prerequisites

Details the program courses and any prerequisites, assignments and major textbooks used.

D. Course Description and Learning Outcomes for Analysis

Provides details of the courses with the related learning outcomes that will be used for the analysis. The learning outcomes (LOs) should relate to the content of the course. If the LOs do not relate to the content, then use the course’s component titles to refer to the content and base the LOs on a review of content and assignments and exercises.

E. Comparison Tables:

The Comparison Tables are the working document from which to make the analysis. The Comparison Tables consist of the following:

The Knowledge table:
Consists of the knowledge requirements of the major tasks (MTs) (a compilation of the common knowledge and the knowledge required for each subtask.) Duplications of knowledge requirements may occur from MT to MT. Knowledge requirements are compared to course content to identify if the knowledge requirement is defined/discussed/explained in the context of the MT. 

	Knowledge for Task A2. Protect and Respect the Rights of Children
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	(

	federal, provincial/territorial and municipal regulations, e.g. licensing, fire, health, accessibility
	(

	children’s rights, e.g. United Nations Universal Declaration of Human Rights 
	

	professional and ethical responsibilities of child care professionals, e.g. codes of conduct
	(

	responsibilities of caregivers and families with respect to children’s rights
	

	resources and protocols available, e.g. child protection guidelines, human rights legislation
	(

	intervention strategies and protocols
	


The Occupational Standard table:

The table contains the Section heading, the MT and the subtasks listed below each MT to provide context and scope. Each of the subtasks is assigned a Bloom’s Taxonomy Level.
	CCHRSC Standard

A. Child Development and Care
	Bloom’s

Taxonomy

	
	

	2.  Protect and Respect the Rights of Children
	

	2.1 protect and respect the rights of children
	L3

	
	


Course Learning Outcomes table:

After each occupational standards table, there is a table for each of the relevant post-secondary institution course’s learning outcomes (LOs), followed by a table for the rationale for the analysis rating indicated in the analysis grid. There may be more than one LO that relates to the MT or an LO may relate to more than one occupational task statement. Additional course tables can be copied and pasted as needed. 

	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid




Bloom’s Taxonomy 

Each occupational subtask and the course LOs are assigned a Bloom’s Taxonomy level using the Bloom’s table below. Only the Cognitive domain is being used, as there is no mechanism or validated industry content to inform a comparison of the Attitude or Psychomotor domains. 

Bloom’s Taxonomy table (www.businessballs.com/bloomstaxonomyoflearningdomains.htm with minor adjustment to level 5 and 6 domains) (see section IV. Templates for print version)

	COGNITIVE DOMAIN



	level
	category or 'level'
	behaviour descriptions
	examples of activity to be trained, or demonstration and evidence to be measured
	examples of 'key words' (verbs which describe the activity to be trained or measured at each level)



	L1
	Knowledge
	recall or recognize information
	multiple-choice test, recount facts or statistics, recall a process, rules, definitions; quote law or procedure


	arrange, define, describe, label, list, memorize, recognize, relate, reproduce, select, state

	L2
	Comprehension
	understand meaning, re-state data in one's own words, interpret, extrapolate, translate
	explain or interpret meaning from a given scenario or statement, suggest treatment, reaction or solution to given problem, create examples or metaphors
	explain, reiterate, reword, critique, classify, summarize, illustrate, translate, review, report, discuss, re-write, estimate, interpret, theorize, paraphrase, reference, example



	L3
	Application
	use or apply knowledge, put theory into practice, use knowledge in response to real circumstances
	put a theory into practical effect, demonstrate, solve a problem, manage an activity
	use, apply, discover, manage, execute, solve, produce, implement, construct, change, prepare, conduct, perform, react, respond, role-play



	L4
	Analysis
	interpret elements, organizational principles, structure, construction, internal relationships; quality, reliability of individual components
	identify constituent parts and functions of a process or concept, or de-construct a methodology or process, making qualitative assessment of elements, relationships, values and effects; measure requirements or needs


	analyze, break down, catalogue, compare, quantify, measure, test, examine, experiment, relate, graph, diagram, plot, extrapolate, value, divide

	L5
	Evaluation
	assess effectiveness of whole concepts, in relation to values, outputs, efficacy, viability; critical thinking, strategic comparison and review; judgement relating to external criteria
	review strategic options or plans in terms of efficacy, return on investment or cost-effectiveness, practicability; assess sustainability; perform a SWOT analysis in relation to alternatives; produce a financial justification for a proposition or venture, calculate the effects of a plan or strategy; perform a detailed and costed risk analysis with recommendations and justifications


	review, justify, assess, present a case for, defend, report on, investigate, direct, appraise, argue, project-manage

	L6
	Create/Build
	develop new unique structures, systems, models, approaches, ideas; creative thinking, operations
	develop plans or procedures, design solutions, integrate methods, resources, ideas, parts; create teams or new approaches, write protocols or contingencies
	develop, plan, build, create, design, organize, revise, formulate, propose, establish, assemble, integrate, re-arrange, modify


The Analysis Grid:

The analysis grids will identify if the post-secondary curriculum LOs match the National Occupational Standards (NOS) by reviewing two aspects of the LOs: 

· Bloom’s Taxonomy level

· Scope of content

By reviewing the analysis grids and the unmatched LOs and MTs it is possible to get an overall view of how well the curriculum reflects the occupational standards and content that should be considered for future standards updates. A summary sheet of the analysis grids will be provided after the Comparison Tables (section F.). The analysis can be interpreted using the following key:

Analysis Grid key:

	
	
	

	
	
	

	
	
	


1. The Learning Outcomes have the same Bloom’s taxonomy level and appear to 
cover the same content as the Major Task.
2. The Learning Outcomes have a higher Bloom’s taxonomy level and 

	
	
	

	
	
	

	
	
	


appear to cover the same content as the Major Task.

3. The Learning Outcomes have a higher Bloom’s taxonomy level and

	
	
	

	
	
	

	
	
	


appear to cover all the content in the Major Task and include additional content.

	
	
	

	
	
	

	
	
	


4. The Learning Outcomes have the same Bloom’s taxonomy level and appear to 

cover all the content in the Major Task and include additional content.

5. The Learning Outcomes have a lower Bloom’s taxonomy level and 

appear to cover all the content in the Major Task and include additional content.

	
	
	

	
	
	

	
	
	


6. The Learning Outcomes have a lower Bloom’s taxonomy level and 

	
	
	

	
	
	

	
	
	


appear to cover the same content as the Major Task.

	
	
	

	
	
	

	
	
	


7. The Learning Outcomes have a lower Bloom’s taxonomy level and 

do not appear to cover all the content in the Major Task.

8. The Learning Outcomes have the same Bloom’s taxonomy level and

	
	
	

	
	
	

	
	
	


do not appear to cover all the content in the Major Task.

9. The Learning Outcomes have a higher Bloom’s taxonomy level and 

	
	
	

	
	
	

	
	
	


and do not appear to cover all the content in the Major Task.

10. There are no Learning Outcomes that relate to the Major Task.

	
	
	

	
	
	

	
	
	


(see section IV. Templates for print version)

F. Summary of Analysis

Using the Analysis Grid key, this table provides a visual overview of how the post-secondary institution’s program/courses compare to the occupational standards.

G. Learning Outcomes not covered by CCHRSC standards

At the end of the comparison tables are a series of LO tables for those LOs that do not relate to the occupational standards. This information is useful for CCHRSC to collect for the next standards update.

H. Contextual Information and Course Time Allocation

The contextual information for importance, frequency and time to perform proficiently are anecdotal ratings determined and validated by Child Care Administrators working in the sector. The ratings were assigned to each Major Task. These ratings can assist with curriculum design, as an indicator of how much time should be allocated to the content area not only in terms of the course time, but also in terms of the overall curriculum program. These ratings are being provided for information purposes only. The contextual ratings used for Child Care Administrators are defined as:

	Importance:


	Frequency:
	Time to perform proficiently:

	Important:

low risk to the operation if not performed correctly, e.g. promote sustainable practices 
Very important:

moderate risk to the operation if not performed correctly, e.g. follow employment standards 
Critical:

severe risk to the operation if not performed correctly, e.g. monitor safe food handling 
	Periodically:
rarely

Regularly:
scheduled or routinely, e.g. once a week

Ongoing: 
constantly


	Number of months or years it generally takes a new Child Care Administrator to perform the subtask without supervision, for example:
· 6 – 9 months

· 2 years



The information will be provided in a table similar to the following:

	Occupational Major Tasks relevant to Course Learning Outcomes
	Contextual Information



	
	Importance
	Frequency
	Time

	1. Develop and Implement Children’s Programs 


	very important to critical
	ongoing
	1 to 2 years

	2. Protect and Respect the Rights of Children


	very important to critical
	ongoing
	1 year

	3. Collaborate with Others


	very important
	regularly to ongoing
	1 year

	[Course title and id number]


	amt of course time
	% of course time


I. Analysis Conclusions and Observations:

The findings of the analysis are summarized and observations regarding the program are stated. Recommendations may be made based on reason(s) for the post-secondary institution’s participation in the analysis.

III. PROCEDURE:

Following these steps will assist in completing the analysis in a logical and efficient manner.

· Complete section A. - input Analysis Reference information

· Complete section B. - input description of program

· Complete section C. - input program courses, prerequisite requirements and assignments

· Complete section D. - review courses, and input course modules/components with their corresponding LOs. Compare course LOs to course content to ensure LOs reflect content and can be used to compare to the occupational standards; may have to use course titles as alternative, if LOs are not specific.

· Complete section E. - input courses and LOs under relevant NOS MTs

· assign Bloom’s Taxonomy level to the course LOs

· Input unassigned LOs and into tables in Section G.
· Conduct analysis, compare:

· course content to knowledge requirements of the standards

· course LOs to the subtasks that make up the MT to determine content match

· Bloom’s taxonomy levels

· Complete analysis grid, providing rationale in box to the left of the grid

· Complete section F. - transfer analysis grids to summary sheet 

· Identify standards with no course LOs/incomplete analysis grids 

· Complete section H. - input time allocations for courses and calculate percentage of time of each course to the program

· Complete section I. - summarize analysis and make recommendations, if applicable (see purpose for analysis)
IV. TEMPLATES

This section contains the templates for the analysis, a Bloom’s Taxonomy Chart and Analysis Grid Key.

CCHRSC Training Gap Analysis for Child Care Administrator

A.
Analysis Reference Information:

Post-secondary Institution:


Delivery Model:




Reason for Participation:


B.
Program Description:

C.
Relevant Program, Courses and Prerequisites:

Program title: 

Courses:

D.
Course Description and Learning Outcomes for Analysis:
[Course number and title]
	Course Components


	Learning Outcomes

	
	

	
	

	
	· 

	
	


Comments:

[Course number and title]
	Course Components


	Learning Outcomes

	
	· 

	
	· 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Comments:

E.
Comparison Tables
	Knowledge for Task A1. Develop and Implement Children’s Programs
	Content covered

	1. organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	2. federal, provincial/territorial and municipal regulations, e.g. licensing, fire, health, accessibility
	

	3. child development theories
	

	4. communication strategies
	

	5. current research related to program philosophy
	

	6. environmental and cultural influences on child development
	

	7. provincial/territorial and cultural early learning frameworks
	

	8. curricula and educational approaches
	

	9. benefits of routines, transitions, planned activities, curriculum and appropriate equipment and materials
	

	10. importance of:

· individualized learning for each child

· meeting emotional needs of each child

· long periods of uninterrupted play learning

· family within the environment

· respect for diversity of children and families

· staff ’s role in enhancing children’s learning

· facility design and layout 

· appropriate materials and equipment

· the outdoors and how it contributes to children’s’ mental and physical health
	

	11. legal requirements for indoor and outdoor areas of child care centres
	

	12. abilities, skills and interests of children and staff 
	

	13. culture, values and beliefs of children, families and staff
	

	14. current curriculum
	

	15. requirements to implement programs
	

	16. resources available to support staff and programs
	

	17. goals and objectives of programs
	

	18. indicators of quality in programs
	

	19. program evaluation methods
	


	CCHRSC Standard

A. Child Development and Care
	Bloom’s

Taxonomy

	
	

	1. Develop and Implement Children’s Programs
	

	1.1 implement a philosophy of early childhood education and care
	L3

	1.2 implement a curriculum
	L3

	1.3 provide a child-centred learning environment
	L3

	1.4 provide programming support to staff
	L4

	1.5 evaluate programs
	L5


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task A2. Protect and Respect the Rights of Children
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. licensing, fire, health, accessibility
	

	children’s rights, e.g. United Nations Universal Declaration of Human Rights 
	

	professional and ethical responsibilities of child care professionals, e.g. codes of conduct
	

	responsibilities of caregivers and families with respect to children’s rights
	

	resources and protocols available, e.g. child protection guidelines, human rights legislation
	

	intervention strategies and protocols
	


	CCHRSC Standard

A. Child Development and Care
	Bloom’s

Taxonomy

	
	

	2.  Protect and Respect the Rights of Children
	

	2.1 protect and respect the rights of children
	L3

	
	


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task B3. Collaborate with Others
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. licensing, fire, health, accessibility
	

	short-, mid- and long-range plans
	

	individual roles and responsibilities 
	

	diverse cultural beliefs in community and organization
	

	external agencies and other resources which support families and children
	

	opportunities for family involvement, e.g. the board, committees, volunteers
	

	benefits of family involvement for children, family and program
	

	evaluation techniques for child learning and development
	

	local external agencies and resources available e.g. physiotherapists, occupational therapists, speech/language pathologists, behavioural therapist, support centres
	

	confidentiality and privacy legislation
	

	importance of working cooperatively with school staff to serve the needs of children
	

	information about schools and school staff, including:

· vision, objectives and special projects 

· policies, code of conduct, routines, emergency procedures

· calendar, e.g. professional development days, exam periods

· roles and responsibilities of school and staff, e.g. teachers, principal, specialists, custodian, secretary, nurse, school counsellor
	

	scope and characteristics of community
	

	legal and ethical responsibilities and liability
	

	employer’s interests and information requirements
	

	key tasks and mandate of employer
	


	CCHRSC Standard

B. Collaborate with Others
	Bloom’s

Taxonomy

	
	

	3. Collaborate with Others
	

	3.1 work in partnership with families
	L3

	3.2 work with external agencies and resources
	L4

	3.3 work with schools
	L3

	3.4 build community awareness and relationships
	L3

	3.5 collaborate with employer
	L3


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task C4. Hire Staff
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. ratios, staffing complements, labour standards
	

	union agreements, if applicable
	

	budget, including grants, fees or subsidies, if applicable
	

	importance of fair compensation and benefit packages, and positive working conditions
	

	child development
	

	needs of children and their families
	

	capabilities of the whole team, e.g. strengths, specialized knowledge
	

	value of workplace diversity, e.g. gender, race, religion, age
	

	recruiting methods
	

	costs associated with recruitment
	

	interview techniques
	

	job description
	

	role(s) and responsibilities of position
	

	privacy and confidentiality legislation for handling and storing personal information
	

	importance of ensuring staff pose no known risk to children
	

	importance of being tactful and diplomatic when reporting results of screening
	


	CCHRSC Standard

C. Human Resources
	Bloom’s

Taxonomy

	
	

	4. Hire Staff
	

	4.1 determine staffing needs
	L4

	4.2 recruit staff
	L4

	4.3 interview prospective staff
	L3

	4.4 screen prospective staff
	L5

	4.5 offer position to best candidate
	L3

	4.6 provide orientation to new staff
	L3


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task C5. Manage Staff
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. ratios, staffing complements, labour standards
	

	union agreements, if applicable
	

	budget, including grants, fees or subsidies, if applicable
	

	importance of fair compensation and benefit packages, and positive working conditions
	

	importance of current and complete employee files, e.g. evaluations, payroll information, certifications, written warnings
	

	importance of confidentiality
	

	job descriptions and roles of staff members
	

	supervision techniques
	

	communication styles
	

	individual and cultural differences
	

	motivational techniques
	

	individual motivational needs
	

	individual staff member’s strengths, challenges, goals and potential
	

	professional development requirements
	

	personality types
	

	problem solving and conflict resolution techniques
	

	principles of progressive discipline
	

	children’s individual and group needs
	

	staff’s individual and group professional development needs
	

	available professional development resources, e.g. other staff, colleges, professional organizations, distance learning opportunities
	

	legal and organizational requirements for collecting, recording and maintaining staff record
	

	labour/employment standards
	


	CCHRSC Standard

C. Human Resources
	Bloom’s

Taxonomy

	
	

	5. Manage Staff
	

	5.1 supervise staff
	L5

	5.2 motivate staff
	L4

	5.3 evaluate staff
	L5

	5.4 address significant performance issues or concerns
	L3

	5.5 facilitate professional development
	L3

	5.6 process terminations, resignations and leaves of absence
	L3


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task D6. Prepare Budget
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. taxation, GST/HST, tax receipts
	

	financial software, e.g. accounting programs, spreadsheets
	

	methods of analyzing and evaluating financial impact and budgeting processes
	

	record keeping requirements 
	

	stages in the budget development process
	

	auditor’s report
	

	audited or unaudited financial statements 
	

	organization’s strategic plan, e.g. short and long term goals and objectives
	

	revenue sources, e.g. parent fees, contracted services, subsidies, grants, fundraising, donations
	

	expenses, e.g. payroll, utilities, materials and supplies
	

	contingencies
	

	operating budget
	

	contingency plans
	

	sources of potential funding, e.g. government, other organizations
	

	application procedures for funding
	

	capacity of the community to donate
	

	revenue-generating options, e.g. items to sell, organizations willing to give discounts, opportunities and partnerships 
	

	fundraising activities that work within the community and with families
	

	licensing requirements for fundraising 
	

	insurance requirements for fundraising
	

	charitable status regulations and requirements
	

	capacity of the community to donate
	

	types of donations, e.g. cash gifts, non-cash gifts
	


	CCHRSC Standard

D. Financial Management
	Bloom’s

Taxonomy

	
	

	6. Prepare Budget
	

	6.1 develop budget
	L6

	6.2 manage budget
	L5

	6.3 develop funding proposals
	L6

	6.4 develop fund raising strategies
	L6

	6.5 manage donor process
	L3


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task D7. Manage Revenues and Expenditures
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. labour, taxation, GST/HST, Canada Pension Plan (CPP) and Employment Insurance (EI) payments, charitable status, exemptions
	

	financial software, e.g. accounting programs, spreadsheets
	

	methods of analyzing and evaluating financial impact and budgeting processes
	

	revenues, expenditures, assets, liabilities and depreciation
	

	how to review and analyze financial statements in order to identify variances from the budget
	

	alternate funding sources and activities
	

	sources of revenue and when revenue will be received
	

	funding contracts
	

	accounting systems
	

	discounts
	

	banking systems and protocol
	

	expenses
	

	service contracts
	

	timing of payments
	

	payroll software
	

	payroll source deductions, e.g. Employment Insurance
	

	financial information required by auditor
	

	administration’s rights and responsibilities related to audit process
	


	CCHRSC Standard

D. Financial Management
	Bloom’s

Taxonomy

	
	

	7. Manage Revenues and Expenditures
	

	7.1 manage accounts receivable
	L3

	7.2 manage accounts payable 
	L3

	7.3 manage payroll
	L3

	7.4 participate in audit process
	L5


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task E8. Manage Legal Requirements
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	applicable municipal, provincial/territorial and federal legislation, for example: 

· child welfare legislation

· employment/labour legislation

· occupational health and safety regulations

· fire codes

· building codes

· health regulations

· privacy requirements

· licensing

· charitable and tax

· not for profit governance
	

	union agreements, if applicable
	

	insurance, e.g. liability, property
	

	areas requiring policies or procedures, for example:

· human resources

· staff conduct

· risk management

· workplace health and safety

· emergency response

· operations
	

	components of legal contracts
	

	requirements of licensed organization
	


	CCHRSC Standard

E. Operations
	Bloom’s

Taxonomy

	
	

	8. Manage Legal Requirements
	

	8.1 comply with legislation and regulatory requirements
	L3

	8.2 develop policies and procedures 
	L6

	8.3 manage home-based child care contracts
	L5


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task E9. Participate in Planning Activities
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. licensing, fire, health, accessibility, bylaws, permits
	

	types of plans and their purposes, e.g. strategic, marketing, business, renovation, expansion, succession plans
	

	required components for each type of plan, e.g. budget, timeframe
	

	needs of children and families, staff, community, facilities, programming
	

	available resources, e.g. budget, volunteers, in-kind contributions, experts in the field, funding
	


	CCHRSC Standard

E. Operations
	Bloom’s

Taxonomy

	
	

	9. Participate in Planning Activities
	

	9.1 develop plans
	L6

	9.2 implement plans
	L3


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task E10. Manage Administration
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. licensing, fire, health, accessibility, bylaws, permits, privacy
	

	roles and responsibilities of staff and management
	

	daily program activities
	

	risk management
	

	daily attendance
	

	child/staff ratios
	

	availability of spaces
	

	licensing requirements, e.g. child/staff ratios, staff qualification ratios
	

	relationship between enrolment and budget expectations
	

	marketing plan
	

	subsidy system and parent fees
	

	community trends and child care needs
	

	staff qualifications and expertise
	

	requirements of children that may need additional supports
	

	types of records required by the organization, for example:

· child and family information

· employee information

· financial

· maintenance

· inspection reports

· incident reports

· inventory
	

	database system
	

	efficient methods of collecting, recording and filing information
	

	retention requirements for different types of information
	


	CCHRSC Standard

E. Operations
	Bloom’s

Taxonomy

	
	

	10. Manage Administration
	

	10.1 monitor day-to-day operations
	L4

	10.2 manage enrollment
	L3

	10.3 manage information
	L3


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task E11. Manage Equipment and Facilities
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. licensing, fire, health, accessibility
	

	developmentally appropriate materials, supplies and equipment for children
	

	organization’s purchasing policies and procedures
	

	safety standards related to programming materials and supplies
	

	space requirements for safe use of equipment
	

	inventory requirements
	

	safety codes and regulations, e.g. CSA, specifications, expiry dates
	

	budget
	

	suppliers
	

	internal and external maintenance resources
	

	various systems used to operate the building
	

	maintenance needs and lifespan of capital equipment
	

	which stakeholder(s) are responsible for shared space
	

	other uses and users of shared space
	

	resources shared by users of the space
	

	insurance requirements for shared space
	


	CCHRSC Standard

E. Operations
	Bloom’s

Taxonomy

	
	

	11. Manage Equipment and Facilities
	

	11.1 manage program materials, supplies and equipment
	L3

	11.2 manage facilities materials, supplies and capital equipment
	L3

	11.3 manage shared space
	L3


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task F12. Create a Safe and Healthy Environment
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. licensing, fire, health, accessibility
	

	health and safety legislation, e.g. public health, fire, Workplace Hazardous Materials Information System (WHMIS), Workplace Health and Safety (WH&S), Occupational Health and Safety (OH&S)
	

	provincial/territorial licensing requirements
	

	layout of the facility
	

	locations of emergency equipment and resources, for example:

· shut-off mechanisms, e.g. water, electricity

· emergency exits and evacuation routes

· emergency equipment and first aid kits
	

	facility’s emergency response plan(s)
	

	licensing and legal requirements for healthy living, e.g. daily physical activity, nutrition, hygiene
	

	available resources, e.g. public health, benefits program and relevant organizations
	

	current best practices for healthy living
	

	methods of minimizing the spread of communicable illnesses
	

	public health protection strategies, e.g. hand washing
	

	licensing and legal requirements for health practices, e.g. incident reports
	

	common health risks associated with childhood and child care facilities, e.g. symptoms of potential illnesses
	

	pandemic procedures
	


	CCHRSC Standard

F. Health and Safety
	Bloom’s

Taxonomy

	
	

	12. Create a Safe and Healthy Environment
	

	12.1 maintain a safe workplace
	L3

	12.2 promote healthy living for staff, children and their families
	L3

	12.3 respond to illness
	L3


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task F13. Oversee Nutrition Program
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. food safety, public health standards, fire, licensing 
	

	recognized food guides, e.g. Canada’s Food Guide, First Nations Food Guide, provincial food guides
	

	common food sensitivities, food allergies and cultural considerations
	

	special dietary needs of each child
	

	typical child food preference
	

	budget allocation for nutrition program
	

	suppliers, e.g. delivery schedules, costs, contact person
	

	food handling and storage requirements
	

	specific children’s food sensitivities, food allergies and cultural considerations
	

	regulations, e.g. licensing, health, building codes
	


	CCHRSC Standard

F. Health and Safety
	Bloom’s

Taxonomy

	
	

	13. Oversee Nutrition Program
	

	13.1 oversee menu development
	L2

	13.2 supervise purchasing, receiving and food storage
	L2

	13.3 monitor food preparation
	L2


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task F14. Oversee Security and Emergency Response
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. licensing, fire, health, accessibility
	

	security guidelines
	

	potential security issues and preventative measures
	

	emergency contact numbers
	

	custodial arrangements for children
	

	policies and procedures, e.g. testing fire alarms, fire drills, evacuation plans, emergency telephone numbers, earthquake drill
	

	layout of facility
	

	location of critical equipment and how to operate it, e.g. furnace and water shut-offs, fire alarms, first aid kits and emergency exits
	

	facility emergency procedures/emergency response procedures
	

	available resources and services, e.g. first responders, counsellors
	

	legal responsibilities in emergency situations, e.g. legal and ethical reporting obligations
	


	CCHRSC Standard

F. Health and Safety
	Bloom’s

Taxonomy

	
	

	14. Oversee Security and Emergency Response
	

	14.1 implement security measures
	L3

	14.2 prepare for emergency situations
	L4

	14.3 respond to incidents and emergencies
	L3


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task G15. Provide Leadership
	Content covered

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. employment, labour, anti-discrimination
	

	own role, responsibilities and level of authority
	

	complexity and demands of occupation including:

· work environment

· range of duties

· interpersonal relationships
	

	importance of a professional image and attitude
	

	legal and moral implications of job responsibilities
	

	codes of conduct, e.g. Canadian Child Care Federation Code of Ethics, College of Early Childhood Educators’ Standards of Practice, provincial/territorial code of ethics
	

	organization’s code of professional conduct
	

	children’s rights
	

	tasks that need to be completed
	

	time management tools, e.g. software, day planner
	

	importance of positive attitude
	

	personal strengths and weaknesses
	

	personal stressors and stress relievers
	

	available resources, e.g. counsellors, mentors, colleagues, community network, massage therapists, exercise program
	

	regulatory requirements for position
	

	formal and informal learning opportunities
	

	organization’s support, e.g. funding
	

	benefits of ECEC
	

	issues currently facing ECEC services and staff
	

	emerging needs
	

	target audiences 
	

	steps involved in advocacy, e.g. taking a public stand, letter writing, personal contacts
	

	how to access related resources and advocacy organizations
	

	national and provincial/territorial associations
	

	benefits of diversity 
	

	inclusive practices and policies
	

	strategies to accommodate individual needs 
	

	personal and organization’s values and biases
	

	factors affecting the early childhood and education sector, e.g. trends, research, political and social climate, government policies, technology
	

	best practices
	

	problem-solving techniques
	

	importance of involving stakeholders in problem solving
	

	mediation and arbitration procedures
	

	consensus-building techniques
	

	negotiation techniques
	

	mediation techniques
	

	communication skills
	


	CCHRSC Standard

G. Leadership
	Bloom’s

Taxonomy

	
	

	15. Provide Leadership
	

	15.1 model professionalism
	L3

	15.2 exhibit ethical conduct
	L3

	15.3 manage time
	L4

	15.4 model self-care
	L3

	15.5 participate in professional development activities
	L3

	15.6 advocate on behalf of quality early childhood education and care
	L3

	15.7 promote diversity
	L3

	15.8 support organizational change
	L3

	15.9 facilitate problem solving and conflict resolution
	L3

	15.10 address concerns and complaints
	L3


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



	Knowledge for Task H16. Use Communication Skills
	Content covered

	best method of communication for different situations, e.g. writing when documentation is required, writing email for quick notification, speaking when issue is of personal nature
	

	organization`s:

· mission statement, philosophy, vision, goals and core values

· curriculum and programs

· governance structure

· policies and procedures
	

	federal, provincial/territorial and municipal regulations, e.g. privacy of information, access to information
	

	own role, responsibilities and level of authority
	

	information needs of audience 
	

	verbal and nonverbal communication techniques
	

	communication barriers, e.g. noise interference, language
	

	diversity of individuals, i.e. differences in culture, values, beliefs, behaviours and experiences 
	

	technology and resources available
	

	organization’s templates and protocols
	

	information required by others, for example:

· employer

· licensing body

· families

· funding sources

· community services
	

	methods of researching and gathering information that needs to be reported
	

	needs of families
	

	available technology, e.g. computers, cameras, software programs
	

	organization’s policies, e.g. social media, cell phone use
	

	facilitation techniques
	

	meeting procedures
	


	CCHRSC Standard

H. Communication
	Bloom’s

Taxonomy

	
	

	16. Use Communication Skills
	

	16.1 use active listening skills
	L3

	16.2 demonstrate speaking skills 
	L3

	16.3 use writing skills
	L3

	16.4 prepare reports
	L3

	16.5 use communication technology
	L3

	16.6 conduct meetings
	L3


	[Course title and id number]


	Bloom’s

Taxonomy

	[Learning outcomes/purpose/objectives]
	

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


	Rationale:


	Analysis Grid

	
	



F.
Summary of Analysis:

	Child Care Administrator Tasks
	Analysis Grids
	Child Care Administrator Tasks
	Analysis Grids

	1. Develop and Implement Children’s Programs
	
	9. Participate in Planning Activities
	

	2. Protect and Respect the Rights of Children
	
	10. Manage Administration
	

	3. Collaborate with Others
	
	11. Manage Equipment and Facilities
	

	4. Hire Staff
	
	12. Create a Safe and Healthy Environment
	

	5. Manage Staff
	
	13. Oversee Nutrition Program
	

	6. Prepare Budget
	
	14. Oversee Security and Emergency Response
	

	7. Manage Revenues and Expenditures 
	
	15. Provide Leadership
	

	8. Manage Legal Requirements
	
	16. Use Communication Skills
	


G.
Learning Outcomes not covered by CCHRSC standards:

	[Course title and id number]



	[Learning outcomes/purpose/objectives]

	· 


	[Course title and id number]



	[Learning outcomes/purpose/objectives]

	· 

	· 

	· 

	· 


	[Course title and id number]



	[Learning outcomes/purpose/objectives]

	· 

	· 

	· 

	· 

	· 


H.
Contextual Information and Course Time Allocation

	Occupational Major Tasks 
	Contextual Information



	
	Importance
	Frequency
	Time to perform proficiently

	1. Develop and Implement Children’s Programs 


	very important to critical
	ongoing
	1 to 2 years

	2. Protect and Respect the Rights of Children


	very important to critical
	ongoing
	1 year

	3. Collaborate with Others


	very important
	regularly to ongoing
	1 year

	4. Hire Staff


	very important
	ongoing
	6 months to 1 year

	5. Manage Staff


	critical
	ongoing
	6 months to 1 year

	6. Prepare Budget


	critical
	ongoing
	1 to 2 years

	7. Manage Revenues and Expenditures


	critical
	regularly to ongoing
	1 to 2 years

	8. Manage Legal Requirements


	critical
	regularly to ongoing
	6 months to 1 year

	9. Participate in Planning Activities


	very important
	ongoing
	6 months

	10. Manage Administration


	very important to critical
	ongoing
	6 months to 1 year

	11. Manage Equipment and Facilities


	Important to very important
	regularly to ongoing
	1 month to 1 year

	12. Create a Safe and Healthy Environment


	very important to critical
	ongoing
	3 to 6 months

	13. Oversee Nutrition Program


	very important to critical
	regularly
	1 month to 1 year

	14. Oversee Security and Emergency Response


	critical
	regularly
	6 months to 1 year

	15. Provide Leadership


	very important to critical
	ongoing
	1 to 2 years

	16. Use Communication Skills


	important to very important
	regularly to ongoing
	6 months to 1 year

	[Course title and id number]


	amt of course time
	% of course time

	[Course title and id number]


	amt of course time
	% of course time


I.
Analysis Conclusions and Observations:

Bloom’s Taxonomy table 

	COGNITIVE DOMAIN

	level
	category or 'level'
	behaviour descriptions
	examples of activity to be trained, or demonstration and evidence to be measured
	examples of key words (verbs which describe the activity to be trained or measured at each level)



	L1
	Knowledge
	recall or recognize information
	multiple-choice test, recount facts or statistics, recall a process, rules, definitions; quote law or procedure


	arrange, define, describe, label, list, memorize, recognize, relate, reproduce, select, state

	L2
	Comprehension
	understand meaning, re-state data in one's own words, interpret, extrapolate, translate
	explain or interpret meaning from a given scenario or statement, suggest treatment, reaction or solution to given problem, create examples or metaphors
	explain, reiterate, reword, critique, classify, summarize, illustrate, translate, review, report, discuss, re-write, estimate, interpret, theorize, paraphrase, reference, example



	L3
	Application
	use or apply knowledge, put theory into practice, use knowledge in response to real circumstances
	put a theory into practical effect, demonstrate, solve a problem, manage an activity
	use, apply, discover, manage, execute, solve, produce, implement, construct, change, prepare, conduct, perform, react, respond, role-play



	L4
	Analysis
	interpret elements, organizational principles, structure, construction, internal relationships; quality, reliability of individual components
	identify constituent parts and functions of a process or concept, or de-construct a methodology or process, making qualitative assessment of elements, relationships, values and effects; measure requirements or needs


	analyze, break down, catalogue, compare, quantify, measure, test, examine, experiment, relate, graph, diagram, plot, extrapolate, value, divide

	L5
	Evaluation
	assess effectiveness of whole concepts, in relation to values, outputs, efficacy, viability; critical thinking, strategic comparison and review; judgement relating to external criteria
	review strategic options or plans in terms of efficacy, return on investment or cost-effectiveness, practicability; assess sustainability; perform a SWOT analysis in relation to alternatives; produce a financial justification for a proposition or venture, calculate the effects of a plan or strategy; perform a detailed and costed risk analysis with recommendations and justifications


	review, justify, assess, present a case for, defend, report on, investigate, direct, appraise, argue, project-manage

	L6
	Create/Build
	develop new unique structures, systems, models, approaches, ideas; creative thinking, operations
	develop plans or procedures, design solutions, integrate methods, resources, ideas, parts; create teams or new approaches, write protocols or contingencies
	develop, plan, build, create, design, organize, revise, formulate, propose, establish, assemble, integrate, re-arrange, modify


Analysis Grid key:

	
	
	

	
	
	

	
	
	


1. The Learning Outcomes have the same Bloom’s taxonomy level and appear to
cover the same content as the Major Task.
2. The Learning Outcomes have a higher Bloom’s taxonomy level and 

	
	
	

	
	
	

	
	
	


appear to cover the same content as the Major Task.

3. The Learning Outcomes have a higher Bloom’s taxonomy level and

	
	
	

	
	
	

	
	
	


appear to cover all the content in the Major Task and include additional content.

	
	
	

	
	
	

	
	
	


4. The Learning Outcomes have the same Bloom’s taxonomy level and appear to 

cover all the content in the Major Task and include additional content.

5. The Learning Outcomes have a lower Bloom’s taxonomy level and 

appear to cover all the content in the Major Task and include additional content.

	
	
	

	
	
	

	
	
	


6. The Learning Outcomes have a lower Bloom’s taxonomy level and 

	
	
	

	
	
	

	
	
	


appear to cover the same content as the Major Task.

	
	
	

	
	
	

	
	
	


7. The Learning Outcomes have a lower Bloom’s taxonomy level and 

do not appear to cover all the content in the Major Task.

8. The Learning Outcomes have the same Bloom’s taxonomy level and

	
	
	

	
	
	

	
	
	


do not appear to cover all the content in the Major Task.

9. The Learning Outcomes have a higher Bloom’s taxonomy level and 

	
	
	

	
	
	

	
	
	


and do not appear to cover all the content in the Major Task.

10. There are no Learning Outcomes that relate to the Major Task.
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