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The mission of the Statewide Training and Resource System (STARS) is to assist in improving, 
enhancing and promoting the Early Childhood Professional Development System 

 
Date of application:       

SEE INSTRUCTIONS FOR COMPLETING THIS FORM ON PAGE 2. 

CONFERENCE/WORKSHOP APPROVAL FORM 
Conference Sponsor Information 
Name of sponsor agency:            
Contact person for sponsor agency:      Phone:      
Mailing address for sponsor agency:           
      Street   City  State  Zip 

Email of Sponsor Agency Contact Person:            
 

Conference Information: 
Name of Conference:             
Location (Event venue):             
Street Address:              
City:          State:        Zip:     
County:     Phone:       
Have any of the presenters for this conference been STARS approved?  ___ Yes  ___ No 
Conference date(s):              
Total hours of instruction time:      Hours per day of instruction:     

(Rounded to the nearest half hour) 
Anticipated number of participants:     
Is this conference open to the public?     Yes   No 
Has this conference had prior Wyoming STARS approval?    Yes ___  No 
If yes, what was the reference number?      
 
To what age group of children does this conference/workshop pertain?  Check all that apply. 

Infant 
(Birth-12 months) 

12 to 36 months 3 to 5 years Birth to 5 years School age 

     
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
CORE AREAS of 
KNOWLEDGE 

 
Health, Nutrition & 

Safety 
Active Learning 

Environment 
Child Growth & 
Development 

Guidance & Discipline 
Family Relationships 
Program Management 

Professionalism 
Uniqueness & Cultural 

Awareness 

 

Instructions for completing this form: 

1. Complete this side of the application by providing all information 
requested. 

2. All conference applications must include the completed learning 
description rubric on the reverse side of this page.  A completed sample 
rubric follows this form.  The sample and the Core Areas of Knowledge 
explanation are on the STARS website: www.wykids.org.  

3. Attach a timed, detailed conference agenda to the application. 
4. Attach biographies of all presenters for whom instruction time is 

requested, if not included in the conference agenda, 
5. Submit completed application to the Wyoming Children’s Action Alliance 

by mail or fax at the address below OR email to training@wykids.org. 
6. For recognized national conferences check to see if those conferences are 

on the list of STARS pre-approved conferences and follow those directions 
to gain credit. 

 

http://www.wykids.org/
mailto:training@wykids.org
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Instructions: 
 

1. Submit the completed form 14 days prior to the start of the conference. 
 

2. In choosing your target level of entry, journey or master, think about your audience.  If the 
people to be trained are, new employees choose entry level.  If this event is forproviders, 
who are currently employed and who will be gaining some advanced skills through this 
conference of workshop choose journey level.  If this conference or workshop is focused on 
child care providers who have more than five years of experience, have active CDAs or 
college degrees then choose master level.  If you conference or workshop includes a 
combination of levels then choose the level to which most of the instruction is targeted. 
 

3. Along with this form submit an agenda for the conference which shows the start times, title 
of presentationsand presenters for each day and session of the conference or workshop.  
Your agenda can act as a guide to completing your learning description.  For example, staff 
orientation is typically targeted at entry-level people. 

 
4. As you, complete the learning description for this conference do so in the same order as your 

conference or workshop agenda.  Your conference or workshop agenda should match your 
learning description by time of day, title of the presentation, length of presentation and 
presenter.  The flow of the training should match in both documents. 
 

5. Remember STARS credit is provided in 30-minute increments.  Constructing your agenda in 
similar increments will help in allocating instruction to the eight core areas of knowledge 
 

6. In the first column, provide the core area of knowledge and amount of instruction time. 
 

7. In the second column, state the learning description in a short declarative sentence.  For 
example, Participants will be able to explain implications of vision impairment on 
parent/child bonding and communication. 
 

8. In the third column, list the name of the instructor.  If the STARS has assigned the 
instructor’s skill category list that level. 
 

9. In the fourth column, list those tools, handouts, textbooks and reference that will be used in 
this segment of the workshop or conference.  For example, Happy Days Child Care Policy 
Manual, Happy Days Child Care forms and reports, DFS rules. 
 

10. In the fifth column, list those things the students will use during the instructional time 
and/or take with them for future reference.  For example, CDA candidates will use 
curriculum checklists to identify program strengths and goals as well as how they provide a 
program based on early childhood philosophy. 
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Learning description for this conference/workshop session:      (make additional copies as needed) 
This class is targeted to ___ entry ____ journey ___ master level providers. 

 

 

Core Area of 
Knowledge & 

amount of 
instruction 

time 

Learning Outcome(s) Instructor 
Name & 
Level (If 
level was 

previously 

assigned) 

Resource for 
this class 

Tools for students 
used in this class 
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Learning description for this conference/workshop session:        (make additional copies as needed)  

This class is targeted to ___ entry ____ journey ___ master level providers. 
 

 

Core Area of 
Knowledge & 

amount of 
instruction 

time 

Learning Outcome(s) Instructor 
Name & 
Level (If 
level was 

previously 

assigned) 

Resource for 
this class 

Tools for students 
used in this class 
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Sample Learning Description Rubric:  
This class is targeted to ___ entry ____ journey ___ master level providers 

Core Area of 
Knowledge & 

amount of 
instruction 

time 

Learning Outcome(s) Instructor 
Name & 
Level (If 
level was 

previously 

assigned) 

Resources for 
this class 

Tools for students 
used in this class 

Program 
Management 
1.5 hours 
 
 
 
 
 
(List the core 
area of 
knowledge and 
number of hours 
of instruction.) 

Family home child care 
providers will be able to 
construct an annual business 
budget and project income 
and expenses for the year. 
 
 
(What will participants 
learn in this segment of the 
class?  The statement 
should include who the 
participants are and what 
learning will occur.) 

Kathy 
Smitz 
 
Master 
 
(Trainer 
level is 
determined 
when the 
instructor is 
first 
approved or 
when status 
is updated.) 

Business 
curriculum 
written by 
Whiskers Training 
for WY Quality 
Counts 
 
(What is this 
class based on?  
Be specific and 
provide 
citations.) 

Students will use 
budgeting, profit and 
loss, business to do list 
handouts and student 
course book provided 
to each student. 
 
(Provide information 
on what tools you 
will use to assist 
students in learning, 
including video clips 
and PowerPoint 
presentations.) 

Program 
Management 
1.5 hours 
 
 

Family home child care 
providers will be able to 
identify various business risk 
management issues including 
insurance, late payment and 
collection from customers, 
employee taxes and business 
structures. 

Kathy 
Smitz 
 
Master 

Business 
curriculum 
written by 
Whiskers Training 
for WY Quality 
Counts 

Students will use 
assessment checklists 
for small business 
owner’s handouts and 
student course book.  
Materials supplied by 
SBDC and SBA 

Professionalism 
1.5 hours 
 

Family home child care 
providers will describe the 
components of work/life 
balance. 

Kathy 
Smitz 
 
Master 

Business 
curriculum 
written by 
Whiskers Training 
for WY Quality 
Counts 

Students will use in-
class exercises and 
worksheets to identify 
the indicators of a 
healthy work/life 
balance and strategies 
for achieving balance 
and student course 
book. 

Professionalism 
1.5 hours 

Family home child care 
providers will learn how 
mission forms the basis for a 
marketing plan and how 
presentation and appearance 
of their business attract 
customers to their business. 

Kathy 
Smitz 
 
Master 

Business 
curriculum 
written by 
Whiskers Training 
for WY Quality 
Counts 

Students will write a 
mission statement and 
use it as a basis to 
begin writing their 
marketing plan.  
Student will do an 
exercise to assess how 
their business looks to 
others. 


