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1. Why do you recommend that some sessions be separated when submitting training forms? 
When trainings are conducted with multiple subject areas, trainers, and content, the sessions need to be 
separated so subject content, trainer, and hours can be captured accurately. Sessions should be entered 
into ECE-TRIS individually.  

Ex: Diapering 101 and Reading Principals. 4 hours  
Diapering 101 and Reading Principals are certainly different subjects and if they were submitted on one 
training form you could not tell how long each subject was trained. This session would need to be entered as 
two sessions with title, content, trainer and hours reflected.  
 

2. What is the importance of the Target Audience, Training Level, Core Content Subject Area, and 
CDA Areas on the ECE-TRIS cover page? 
Each of the specific areas contains data that is used for reporting purposes. Many trainers/agencies have 
requirements to provide training targeted in different areas based on content or audience type. Core 
Content and CDA related codes offer a more in-depth look at the content presented in the training session 
that may not be reflected in the title. Here is an example: a training title was submitted as “A Pig Don’t Get 
Fatter the More You Weigh It”. This actual title does not reflect any content related details.  However, the 
core content code that was selected for this training, child assessment, provides more specific detail on 
content. 
 

3. What if I do not know the Core Content Subject Areas or other content related subject areas on the 
form?  
You may refer to the ECE-TRIS website for training detail descriptions.  
https://tris.eku.edu/ece/pdfs/TrainingDetailDescriptions.pdf  
 
To assist in learning how to select the correct Core Content Subject Area and competency for your training modules, 
a course for credentialed trainers; Professional Development Framework and Core Content for Trainers, is available 
online on the Training Into Practice Project (TIPP)  website at HDI- Kentucky Partnership for Early Childhood 
Services. http://www.kentuckypartnership.org/Info/ecpro/ECPD/training/tipptrng/trainers/PDF.aspx 

4. How do I choose the Delivery method if the training is a combination of different delivery methods? 
(ex: part face-to-face  and part independent study) 
Please choose the delivery method that reflects the largest portion of the training and reflect other delivery 
method in a note on the cover page or in a notes section.  
 

5. What are the elements of a well written description? 
A well written description indicates the content as well as the goals and objectives of a training session.  
 
Below is an example of good description:   

Title of Training: The Power of a Positive Attitude in the Workplace 
This session will provide participants with the understanding of how our attitude impacts many different aspects of 
our lives. With group discussion we will briefly explore the negative impact of a poor attitude on our health and 
happiness but the focus of the training will be the nurturing of a positive attitude. At the end of this training session 
participants will be able to:   

 
• recognize and list three attributes of a positive attitude 
• describe the benefits of a positive attitude on performance, relationships, and health 
• identify two solutions for changing negative thinking to positive thinking 
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6. Once my training is entered, why do I receive an email that says some participants did not get 
credit in the system? 
We will not be able to assign credit for any participants who are not in the ECE-TRIS system.  Participants 
need to submit a complete, legible Information Form in order to be entered into ECE-TRIS.  The 
information form can be found at https://tris.eku.edu/ece/pdfs/InformationForm.pdf 

 
7. How is “Count toward annual requirement” determined for trainings? 

Approved clock hour training sessions in Kentucky are either conducted by a  a) credentialed trainer or b) 
non-credentialed trainer(s) whose training session has been pre-registered and approved 30 days prior to 
the training start date by the Cabinet for Health and Family Services, Division of Child Care.  
 
Approved clock hour training or “counts toward annual requirement” indicates the hours obtained from the 
training will meet Registered, Certified, and Licensed provider training requirements and/or renewal 
requirements for State issued Credentials. 
 
The following trainings may be required trainings for specific programs and may be conducted by a 
Credentialed Trainer; however, training clock hours from these trainings will not count toward meeting 
annual training hour requirements or credential renewal hours 

• CPR and First Aid Class 
• Department of Health Food Safety classes required by providers preparing and serving meal in the facility 
• Child and Adult Care Food Program (CACFP) annual training on USDA program requirements. (Please 

note: additional training during CACFP training on nutrition, food safety, etc. may be approved) 
• How to Start a Child Care sessions that do not contain any additional information other than basic 

information on opening a certified home or center 
• Meetings that are deemed as “Informational” sessions only 
• Credentialed Trainer required courses, Fundamentals of Effective Training (FET) and Introduction to 

Resources will not meet annual clock hour training requirements 
• Adult Learning hours acquired for the renewal of a Kentucky Early Care and Education Trainer’s 

Credential will not count for Early Care and Education clock hour training to meet annual requirements 
 

 Visit the Division of Child Care website at:  http://chfs.ky.gov/dcbs/dcc/trng_app.htm for further information on 
ECE training approval. 

 
8. What do I say to a participant who does not want to sign in with their personal information? 

In order to receive credit in ECE-TRIS, the participant must complete the personal information form. The 
Date of Birth (DOB) and SSN are used to create a unique identification number in the system so this 
information is required.  
 

9. If a training session has more than one trainer, how should I complete the forms?  
There is space on the cover page to document two trainers. The system can track up to four trainers per 
session so if you need an additional cover page for trainers 3 & 4, you can print another cover page.   
If each trainer discusses a specific content area, it is recommended that separate cover pages are created 
for each trainer and their content. (Please refer to Question 1 which explains why sessions should be 
submitted separately).   
 

10. Can I train my co-workers? 
Clock hour credit will not be given for a training conducted by a Kentucky Early Care and Education 
Credentialed trainer if the trainer is the Owner, Director, or employee of the same facility where the trainees 
are employed.  A Policy Clarification on training your own staff lists exceptions to this regulation. The Policy 
Clarification can be found on the Division of Child Care website at:  http://chfs.ky.gov/dcbs/dcc/pd.htm 
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11. Why is my signature required on the training cover page? 
The trainer is responsible for the accuracy of the information submitted on ECE-TRIS forms. The signature 
indicates the trainer has reviewed the contents and verifies the information submitted to be accurate. It is 
also an indicator for ECE-TRIS of who to contact if there are training related questions. 
 

12. Can I use a co-trainer that is not credentialed as a guest speaker? 
To utilize a non-credentialed co-trainer you must follow one of the following two guidelines: 
• Submit a completed “DCC-201 Application for the Registration of Conference, Seminar, Institute” to the 

Division of Child Care (30) days prior to the training event, and be approved by the Division of Child 
Care.  This application can be found on the Division of Child Care website at  
http://chfs.ky.gov/dcbs/dcc/pd.htm 

• Per the DCC Policy Clarification J083, http://chfs.ky.gov/dcbs/dcc/policyclarifications.htm 
A Kentucky Early Care and Education Credentialed Trainer may partially utilize a non-credentialed 
trainer/guest speaker during a training session without registering the training event when the following 
guidelines are met: 

(1)   All Early Care and Education training sessions must be conducted under the direct supervision and 
guidance of a credentialed trainer, who serves as the lead trainer for the session. 
(2)   The lead trainer is responsible for ensuring that the training design, content, materials, and delivery 
method of the non-credentialed trainer/guest speaker adhere to Kentucky Early Childhood Training 
Standards and recommended practice.  
(3)   A credentialed trainer must be present at all times during the training session and          
must deliver no less than 60% of the training in order for clock hours to be awarded. 
 

13. How do I determine if my training was conducted independently or with a contracting agency? 
If you were hired by an organization or agency to provide training and that agency coordinated the event, it 
would be considered as occurring with a Contracting Agency. Also, if you are employed by a given agency 
and part of your job description is to provide training that would also be considered as occurring with a 
Contracting Agency. If you plan and coordinate all aspects of an event you would be conducting the 
training independently.  
 

14. Why is it important to send a copy of the certificate that is issued? 
Certificates provide critical information on the training that is sometimes overlooked on the ECE-TRIS 
forms. The certificate assists ECE-TRIS staff with the accuracy of the data entered into the system and 
reduces follow up with the trainer if the forms are incomplete. For more information on the issuing a trainers 
certificate please refer to the following Kentucky Early Care and Education Trainer’s Credential Fact Sheet 
https://tris.eku.edu/ece/pdfs/KY%20Trainer's%20Cred%20Fact%20Sheet%2002.25.09.pdf 
 

15. Can I be notified when a training I conducted has been entered? 
ECE-TRIS does not currently send notifications when trainings have been entered. However, there are 
several reports available for trainers so that you can see the status of the trainings you have submitted for 
processing. These can be found on the REPORTS tab after you log into the system. 
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16. What information needs to be on the certificate? 
• Trainer Name & Signature 
• Training Organization, if applicable 
• Credential Number, Level, Expiration Date 
• Title of Training, Date of Training, Number of Training Hours 
• Core Content Subject Area 
• CDA Subject Areas/IECE Areas ( Levels 3-5 ), if applicable 
• Location (City, State) 
 

17. As a credentialed trainer, what forms need to be submitted to ECE-TRIS? 
• Information Form(s) for participants who have not previously completed one or have updated 

information (i.e. changes to name, address, employer) 
• Training Information Cover Page 
• Participant Sign-in Sheets 
• Include one copy of Training Certificate  

 
18. Who do I contact when I have questions about the ECE-TRIS training forms? 

You may contact any ECE-TRIS staff member if you have questions. Our contact information can be found 
at:  https://tris.eku.edu/ece/content.php?CID=2 
 

19. What is the time frame for submitting forms? 
It is recommended that all forms be submitted to ECE-TRIS within 10 business days of the completion of 
the training to ensure adequate tracking of training on participants training records.    
          

20. Who can train the required Early Care and Education Orientation Curriculum? 
Effective July 1, 2010, only those trainers who attend the Introduction to Orientation for Kentucky's 
Credentialed Trainers are eligible to provide the six (6) hour required Orientation training for Certified and 
Licensed providers. The approved trainers are identified by the Training Into Practice Project and flagged 
accordingly in ECE-TRIS.  Information on the “Orientation Train the Trainer” sessions can be found at  
http://www.kentuckypartnership.org/Info/ecpro/ECPD/training/tipptrng/tipptrainer.aspx 
 

21. How can I apply for a Trainer’s Credential or renew my credential? 
If you are interested in obtaining a KY Credentialed Trainer’s Credential you will need to contact the 
Training into Practice Project (TIPP).  http://www.kentuckypartnership.org/General/About/tipp.aspx 
 

22. How can I learn more about ECE-TRIS? 
Please visit our website at https://tris.eku.edu/ece and click on the Learn More link at the top of the home 
page. There you will find General Questions and Answers, a Sample Training Record, an ECE-TRIS Flyer 
and Commonly Used Acronyms.  Should you have any further questions, please feel free to contact us at 
1(859)622-8811, 1(877)-312-TRIS(8747) or ecetris@eku.edu  
 


