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Learning  Objectives 
The following are the learning objectives identified for this learning event: 

1. Identify 3 different roles you may assume to support staff. 

2. Describe 3 strategies you can use to assist staff in supporting children. 

3. Draft a plan of action for improving your skills to support staff.  

 

How  to  Use  This  Guide 
This participant guide includes valuable information on “Coaching, Mentoring & 
More:  a  Manager’s  Role”, opportunities for collaboration, and a review of 
information presented.  The  “icon  key”  at  left  will help you identify information 
and activities. 

 
 

Information  on  Earning  CEUs   
KIT’s  National  Training  Center  on  Inclusion  (NTCI)  offers  Continuing  Education  Units  (CEUs)  for  successful  
completion of course requirements for organized learning events.  Participants interested in receiving 
CEUs must fill out a registration form and submit it with the required payment.  Registration forms are 
available at each learning event and by request.   

Participants must complete the learning objectives on page 15 in order to receive credit. Upon 
completion of course requirements and forms, participants will receive a CEU certificate and transcript.  
All information shared and learner records are kept confidential in a secure location.  A written copy of 
KIT/NTCI’s  privacy  and  security policy is available upon request.  Learner records are updated for all 
learning events and available for issuance within 15 business days to facilitate requests for records and 
transcripts.      

I C O N  K E Y  

� Valuable 

information 

 Collaborate 

	 Review 
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1. _________________________________________________________ 

2. _________________________________________________________ 

3. _________________________________________________________ 

 

About  Supporting  Staff 
 

Goals  for  supporting  staff 

 

 
 

Choosing  your  role 
 

 

 

 

 

 

 

 

 

 

 

 

 

LEARNING ACTIVITY 

With a partner, discuss each role listed and ideas about how you fit the roles. 
After discussing, list at least three roles you feel ready to assume.  

 
 

 
 

� Solve  challenges  by  improving  staff’s  ability 
� Develop  staff’s  skills  to  cope  with  challenges � 

� 

 

Counselor: Helps someone explore and resolve personal problems 
that interfere with work 

Coach: Strategically guides to improve performance.  1:1 
customized help to develop skills 

Partner: Participates in achieving a common goal 

Facilitator: Helps to manage the process of information exchange 

Teacher: Facilitates learning by providing a course of study or 
curriculum 

Modeler: Serves as a behavioral example 

Technical advisor: Serves as an expert in a particular field of 
knowledge 
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Stages  of  Support 

 
 

 

Tools,  Techniques  and  Strategies  for  Support 

 

 

 

Notes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� � Establishing the relationship 
� Assessment 
� Goal setting & strategy selection 
� Implementation 
� Evaluation 

� � Listening 
� Observing 
� Modeling 
� Role Playing 
� Coaching 
� Scenarios 
� Breaks 
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Including  Children  &  Youth 
 
Things  to  consider 

 
 

 

Gathering  Information 
 
 
 

 

 
Notes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

� � Gathering information 
� Environment 
� Individual supports 
� Challenging behavior 
� Implementation of strategies 

� Family 
� Documentation 
� Case-by-case assessment 
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LEARNING ACTIVITY 
In a small group, review the items in the checklist below and discuss why the 
information in each section is important to successfully support children in your 
program.  Be prepared to share thoughts with the larger group.   
 
 

Case by Case Assessment Checklist 
Strengths and interests 

 Strengths Notes: 
 Interests 
 Favorite Activities, Books or Characters 
 What People Like about the Child 
 What Makes the Child Laugh 

Areas of support 
 Least Favorite Activities Notes: 
 Things that are Difficult 
 Times When the Child Needs Help 
 Things that are Scary or Unpleasant 

Accommodations 
 Things that Help the Child Get Involved Notes: 
 Things that Help the Child Calm Down 
 Things that Help the Child Figure 

Something Out 
 Things that Encourage the Child to Try 

Communication supports 
 Preferred Method of Communication 

(words, pictures, gestures) 
Notes: 

 How the Child Gets Needs Met 
 How the Child Asks for Help 
 How the Child Interacts with Others 

Assistive technology 
 Adaptive Equipment Notes: 
 Communication Devices 
 Mobility Supports 

Medical Needs 
 Medical Needs Support Plan Notes: 
 Emergency Action Plan  
 Documentation from Physician 
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Environment 
      Physical 

 
 
 
 
 

 
 
     

Sensory 
 
 

 
 
 
 
 
Social-emotional 

 
 
 
 

Notes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� � Access 
� Adaptations 
� Staffing support 
� Materials & activities 

� Sound 
� Sight 
� Smell 
� Touch 
� Movement 
� Balance 

� Consistency 
� Support 
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Individual  Supports 
 
 
 
 
 

 

 
 
Challenging  Behavior 

 

 

 

 
   

 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 

 

� � Transitions 
� Movement 
� Visual 
� Choice /conditional choice 
� Preparation & practice 

� Behavior is communication 
� A B C 
� Documentation 
� Controlling Response  

Tips for Controlling Your Response to Challenging Behavior 

� Remain calm and in control: Recognize that you can influence the 
child, but you cannot control the child. You can only control yourself.  
Keep emotion out of your response. 

� Use short sentences: Use only the words needed to get the point 
across. 

� Use a firm, clear voice with low intensity: Avoid yelling, screaming, 
whispering or pleading. 

� Tell children what you want them to do: Use precise language (i.e. 
“Please  walk” rather  than  “Don’t  run!”) 

� Give instructions in the appropriate environment: Explain 
playground rules on the playground rather than inside. 

� Ignore  children’s  comments,  backtalk,  or  efforts  to  engage  you  in  an  
argument. 

� Avoid engaging the child: Focus on the   child’s   compliance  and  not  
the  child’s  attitude.    Children  are  allowed  to  have  whichever  attitude  
they choose, but they are not allowed to behave however they 
choose. 

� Make it clear whether the child has choices or not:  “Would  you  like  
to paint or play outside?”   is   a   choice.      “Come   inside  now”   is  not   a  
choice. 
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Implementing  Strategies 
The Implementing Strategies worksheet is a tool for managers to use to help staff 
problem solve using recommended strategies to support children.   
Read the scenario below and work with a small group to come up with ideas to 
complete the Implementing Strategies worksheet.  Choose one or two of the 
recommended strategies to discuss.  

 
LEARNING ACTIVITY 
Daniel is 5 years old and attending the afterschool program for the first time.   He has autism.  While he 
has language, he has difficulty consistently communicating wants and needs with words; he does 
understand basic directions without difficulty.  The program offers free choice, allowing children and 
youth to sign in and out of any activity area that is open with staff supervision.  Daniel has a tendency to 
roam through the program areas, including those that are closed and do not have staff supervision.  He 
does not initiate engagement in activities.  Staff are concerned about him roaming without adequate 
supervision, and getting him to engage in activities. Currently they use firm language to redirect him.   
Staff reported he likes books and stacking things.  

Recommended Strategies:  
x Use a visual cue for the activity areas that are closed such as a colorful plastic strip to block off 

area.  Also,  remind  him  and  other  children  throughout  the  day,  “Remember,  open  areas  have  
staff  in  them.  The  tape  reminds  us  that  it  is  closed.”   

x Spend time with Daniel to learn more about things he is interested in.  Collaborate with his 
family and teachers to get more information from them as well. 

x Create a choice board using pictures and words to help him create his schedule.   
x Once Daniel enters an activity area, staff should use a visual cue and ask him what game/activity 

he wants to try.  It may be helpful to limit his choices to 2 or 3. Try to make sure to link the 
activities to his strengths and interests.   

x Use reminders and positive redirection (with a neutral and/or friendly tone) when Daniel is not 
meeting  expectations  (if  he  starts  to  enter  a  closed  area:  “Daniel,  you  need  to  choose  an  area  
that  is  open,  do  you  want  ___,  or  ___”  and  hold  up  a  picture  or  object to represent the choices). 

x Offer meaningful positive feedback for Daniel when he makes a choice and engages in activities.   
x Recognize when Daniel may need to move, and show him safe ways to move in the environment.  

Strategy Prescribed:  
             
             
             
             

What is the anticipated outcome (goal) from using the strategy? 
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Who will be implementing the strategy? When & how? 
             
             
             
              

What are benefits of using this strategy?  
             
             
             
           

What are challenges for using this strategy?  

             
             
             
             
              

What is the plan to overcome the challenges?  

             
             
             
             
              

How are you going to track that staff are using the strategy consistently for a minimum of three weeks? 

             
             
             
             
              

How will you know if the strategy is working?  

             
             
             
             
              

Follow-up:  
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Plan  for  Action 
LEARNING ACTIVITY 

Please complete the personal inventory and characteristics of an effective 
consultant forms on pages 11, 12 & 13.  Once completed, review them carefully 
and identify areas where you need to develop skills and/or knowledge.  Record 
them below:  

 

SKILL TO DEVELOP PLAN TO DEVELOP RESOURCES 

   

   

   

   

   

   

   

 

Please make additional notes here:   
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Manager’s  Personal  Inventory  for  Mentoring 
Inclusion Support 

Please consider each item listed below and think fairly about your skills; check the box if you feel 
you are proficient at that skill.  Pay attention to the skills that are not checked and be prepared 
to make a plan for improvement.    

Basic Knowledge: Please check the following items you feel you are proficient at: 
� I understand the stages of the mentoring process 
� I understand the skills and characteristics that are necessary for effective mentoring 
� I am familiar with key elements of an inclusive program  
� I am familiar with major areas of child/youth development 
� I  am  familiar  with  my  program’s  process  for  behavior  support 

 
Expert Knowledge-Inclusion Check items you are proficient at 
Access to resources: I can readily access resources and assist staff to access resources from: 
� Local Early intervention 
� Local Disability-specific agencies (e.g. United Cerebral Palsy) 
� Local professional development provider 
� Local resource & referral agency 
� Local school district 
� KIT online learning accounts 

Adaptation of activities, materials, and environment; I can teach/support staff to: 
� Simplify activities (e.g. reduce # of steps in the activity) 
� Build individual interests into activities (e.g. read a story about child’s  favorite  animal) 
� Add visuals to activities (e.g. pictures or objects) 
� Enhance and/or simplify materials (e.g. use foam to make writing utensils easier to grasp) 
� Modify the physical space (e.g. lower materials for child who scoots in the toddler room) 
� Adjust sensory aspects of the environment (e.g. minimize background noise) 

Behavior Support Strategies; I can teach/support staff to implement the following:  
� Consistent routines and rituals 
� Group schedules posted at child/youth level 
� Structured transitions (e.g. adults are organized and children are involved in the transition) 
� Individual preparation for transitions (e.g. approaching a child individually to let her know there 

are 5 minutes left in an activity) 
� Clear expectations with multiple ways to teach expectations (e.g. words, pictures, stories, role 

play) 
� Individual support to meet behavioral expectations (e.g. explaining what it means to respect 

others) 
� Observations of the child to look at possible influences on behavior (e.g. observe child during 

different  times  of  the  day  to  get  a  sense  for  what  is  happening  from  the  child’s  perspective) 
� Activities to teach skills and help child cope with demands (e.g. how to wait) 
� Written plans to document strategies and support for positive behavior 
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Communication Supports; I can teach/support staff the following: 
� Adjust  communication  to  children’s  levels  as  needed 
� Support communication through repetition, commenting, prompting and modeling 
� Teach social language through modeling, scripting and stories (e.g. practice greeting friends) 
� Incorporate multiple means of communication (gestures, expressions, sign language, pictures) 
� Help children use assistive technology (sign language, pictures, voice output systems) to 

communicate 
Communication with Families; I can teach/support staff about the following: 
� Two-way communication (e.g. journal that travels back and forth between home and the 

program) 
� Face-to-face meetings to gather information and develop support plans 
� Written policies communicating with families about family concerns, priorities,  and  children’s  

progress 
� System for identifying family concerns, priorities, and resources 
� View the family as a partner in supporting the child (e.g. invite them to planning meetings) 

Gathering Information; I can teach/support staff about the following: 
� Documentation  from  the  child’s  primary  care  physician 
� Individualize Family Service Plan (IFSP) or Individualized Education Plan (IEP), if applicable 
� Documentation from previous programs 
� Observation of the child in the program setting, if applicable 
� Consultation with KIT Inclusion Support Center 

Group Management; I can teach/support staff about the following: 
� Allow children to transition at their own pace 
� Flexible adult roles (e.g. one adult leads group while another supports individual needs) 
� Adjust pacing as needed in response to group (e.g. slow down the activity, or repeat it as 

necessary) 
� Shift focus to keep children engaged (e.g. move on to a different activity if children are not 

interested) 
� Purposeful planning to support individual children in group activities (e.g. individual child 

supports are written into lesson plans) 
Implementation; I can assist staff to use recommendations from  the  child’s  IFSP/IEP,  KIT or 
other documentation of support: 
� Placing information  in  the  child’s  file 
� Meet with the family to review the information and document their perspective 
� Include the recommendations in individual learning goals for the child 
� Document observations of professionals using strategies 
� Incorporate the recommendations into weekly lesson plans and activities 

 
Review each category and make notes about areas you need further development:  
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Characteristics  of  an  Effective  Mentor 
Please review the following factors and 9 characteristics you possess, and underline characteristics that 
may need improvement or that you would like to learn more about.  It is not the expectation that all 
people will possess all of these traits; however, you should possess characteristics that fall into each of 
the factors identified.  There is space for you to list additional characteristics that you believe fit.   

Factor 1 - Interpersonal Skills 
Empathetic Encouraging Supportive 
Shows respect Warm “I’m  okay,  you’re  okay”  attitude 
Interested (concerned) Approachable Accepting (non-judgmental) 
Tolerant Tactful Collaborative (shares responsibility) 
Pleasant Positive Attitude Self-discloses 
Encourages positive venting Open-minded Gives and receives feedback 
Flexible Team Player Attentive 
Effective @ establishing rapport Willing to get involved  
   

Factor 2 - Problem Solving Skills 
Skilled in questioning Aware of relationship issues Good at problem solving 
Astute observer/perceptive Uses group as problem solving unit Anticipates possible consequences 
Good facilitator Able to overcome resistance Skilled in conflict resolution 
Efficient user of time Active listener Effective at establishing rapport 
Clear sense of identity Takes risks/willing to experiment Skillful 
   

Factor 3 - Mentoring Process & Application Skills 
Active Willing to get involved Is specific 
Documents for clear 
communication 

Reviews program documentation 
and descriptions 

Gives clear, understandable 
directions 

Identifies clear goals Pursues issues/follows through Evaluates/focuses ideas 
Clarifies roles Specifies the plan (time, who is 

responsible, follow up)  
Summarizes 

   

Factor 4 - Ethical & Professional Practice Skills 
Emotionally well-adjusted/stable Practices in an ethical manner Maintains confidentiality 
Feelings and behaviors are 
consistent 

Gives clear, understandable 
directions 

Employs appropriate personal 
distance 

Trustworthy Confident Clear sense of identity 
Intelligent   
   
 
(Adapted from Knoff, H.M. & Hines, C.V., School Psychology Review (1995), V. 24, Issue 3, p480, Finalizing the Consultant Effectiveness Scale: An 
analysis and validation of the characteristics of effective consultants.) * Mentor has been substituted for Consultant in this scale. 
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Resources  and  Information 
� Online learning opportunities: www.kitonline.org 

� Email questions about inclusion to support@kitonline.org  

� Contact 858-225-5680 or info@kitonline.org for questions regarding earning CEUs for this 
course. 

� Center for Effective Collaboration and Practice, www.cecp.air.org   

� Center for Evidence-Based Practice: Young Children with Challenging Behavior, 
www.challengingbehavior.org  

� Center   on   the   Social   and   Emotional   Foundations   for   Early   Learning   “What   Works   Briefs  
Series”  Issues  7-10, www.vanderbilt.edu/csefel 

� The Behavior Coach, www.behavior-coach.com 
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Learning Objectives for CEUs 

Complete the following learning objectives and submit with CEU registration form and payment to 
earn CEUs for this course. 

1. Identify three roles you may assume to support staff. 

1. . 

2. . 

3. . 

 

2. Describe 3 strategies you can use to assist staff in supporting. 

1. . 

2. . 

3.  

3. Using the Mentors Personal Inventory, Characteristics of an Effective Mentor and Choosing 
your Role exercise draft a plan of action for improving your skills to support staff in your 
program:   

a.   What skills do you need to develop? 

 

 

 

b. What resources will you use, and what steps will you take to develop those skills?  

 

 

 

 

Mail completed learning objectives (this page), payment, and CEU registration form to KIT  
at 2820 Roosevelt Road, Suite 202, San Diego, CA 92016. 



 

 Implementing Strategies 

Implementing Strategies in the Classroom 

 

Strategy Prescribed:  
             
             
             
              

What is the anticipated outcome from using the strategy (goal)? 
             
             
             
             
              

Who will be implementing the strategy, when & how? 
             
             
             
             
              
             
              

What are benefits of using this strategy? :  
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What are challenges for using this strategy?  

             
             
             
             
              

Plan to overcome the challenges:  

             
             
             
             
              

How are you going to track that staff are using the strategy consistently for a 
minimum of three weeks? : 

             
             
             
             
              

How will you know if the strategy is working?:  

             
             
             
             
              

Follow-up:  

             
             
              


