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Quick Guide to Registering

If you are a person who is responsible for the regular care and education of
children from birth through school age, you should register in the EEC
Professional Qualifications Registry (PQ Registry). If you are working at an EEC-
licensed small or large group, school age, or family child care program, your

Register
in five
employer is required to make sure you register. easy steps

Registration is easy and online.
Follow these five steps, and you will be registered.

Step 1: visit the PQ Registry web site. The PQ Registry web address is (remember to
type “https” to get to the secure web site).

https://www.eec.state.ma.us/PQRedqgistry/

This page also contains online instructions and frequently asked questions about the PQ Registry.

Step 2: Log in with your EEC Single Sign-In (SSI) account. You will need a SSI

account to register. If you do not already have an EEC SSI account, then you can create one. Just click
on the link to register and follow the instructions. If you do not already see it, you will need to add the
“Professional Qualifications Registry” link to your account by clicking the “To Add other EEC Applications
to your profile” link on your SSI page and selecting the “Professional Qualifications Reqistry.” Now you
are ready to access the application. Click the link to access the PQ Registry.

Step 3: Find your record. The PQ Registry will help you find your already started

registration record if you have previously applied to EEC for Professional Certification as a teacher, lead
teacher, or director, been granted a license as a Family Child Care provider, or had your registration
started by your employer. Enter your name, date of birth, SSN (optional), and your Certification Number,
Registry Number, or License Number, if you have one. The PQ Registry will use that information to find
your record.

Step 4 complete your registration. Follow the screens to complete your professional

qualifications registration. Enter information about yourself, your education, and your work experience to
complete your profile. Use the “Next” and the “Save & Next” buttons to move from screen to screen until
you reach the “Summary” page. Review your information and click the “Register” button. You are now
registered.

Step 5: share your registration. If you are currently employed, print your “Registration
Confirmation” from the “My Registration” page and share it with your employer. That'’s it.

Thank you for registering! You’'re helping us grow the early
education and care workforce.


https://www.eec.state.ma.us/PQRegistry/
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Introduction to the Application

Below is a picture of one of the PQ Registry screens. Each of the number items on the page is described
below the image.

M MASSACHUSETTS

33 Department of Early Education and Care

Professional Qualifications Registry

PERSONAL INFO EDUCATION WORK EXPERIENCE SUMMARY MY REGISTRATION LG ouT

SECONDARY EDUCATION  HIGHEREDUCATION ~ EDUCATIOMAL COURSEWORK  EECCERTIFICATE  OTHER CERTIFICATIONS/LICENSES  PROFESSIOMAL DEVELOPMENT

Educator, Sample (9558376)

Registration Status: Active Registration Date: 622010 Renewal Date: 6/2/2011

Enter your higher education information below. Click the 'Save & Add More' button to add multiple higher education records.
Click ‘Save & Continue' to proceed to the next section. Select the appropriate hutton in the grid at the bottomn of the page to @
view/edit or delete existing higher education information. Please note that ™ indicate all required fields.

Higher Education

Institution State * [- Select One -- =l
Institution Marme * | Select One - 'l
Degree Type ™ |- Select One -- =
Degree * |- Select One - |
Major |
Enrallment Status * | Select One -- ;I
Start Date |
(mm/ddinyy)
End Date |
(mmidd diyyy)
Degree Year |
G
Tl | Ned>> | Savezbed» |

Institution Name

EEC Verified | Actions

Year | Degree Type | Degree

Mass Bay Community College 2003 Associates  Early Childhood Education™ Mo & X
University of Massachusetts Amherst 2010 Bachelors Elementary Education Mo & x
7

© 2010 Commonweatth of Massachusetts

Frequently Asked Questions Terms of Use Version 1.6.15

0 Top navigation: User can navigate around their profile by clicking on the corresponding

link on the top navigation bar. The “Education” menu here has a sub-menu that lists the six pages that
comprise education in the PQ Registry. Click on any item to jump to that page.
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9 Record header: when you open your record, your information will appear on the top of

the page. This will show on all pages as you move around the application. This header shows your
name, Registry Number, registration status, and registration and renewal dates.

9 Page help: Each page has a short help to help orient the user to that page. Additional, more

detailed, page level help will be available by clicking the 9 icon on each page. If after you try to save
there is missing or incorrect information, the PQ Registry will inform you of the errors underneath this
page help.

@ Information entry: Many of the pages in the PQ Registry allow you to enter more than

one record of that type of information. This page shows the information for entering your higher
education. If you have more than one degree, you would enter each separately. Please note that the
red * indicates required information.

6 Save and page navigation: The buttons on the bottom of each page allow the user

to save and to navigate sequentially through the PQ Registry. To save your record and enter another,
click “Save & Add More.” To save your record and move on, click “Save & Next >>". You can skip a
page if you do not have anything to enter by clicking the “Next >>" button. Make sure to save new
information you enter.

@ Entered information: when you have entered information into the PQ Registry, you
will see a summary row appear here. In this example, the user Sample Educator has two degrees. To
edit previously entered information, click the pencil icon é? corresponding to the record. To delete it,

click the X #< icon. If the information has been verified by EEC as part of your certification application,
then the EEC Verified column will indicate “Yes” and you will not be able to edit or delete the information.

0 Frequently asked questions: The FAQs are a valuable tool to answer questions you

or your program may have about the PQ Registry. The FAQs are available from each page on the
application footer.
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Tips for Using the PQ Registry

Here are some helpful tips to help you make the most out of the PQ Registry:

@ Tlp 1: Being certified does not mean you are registered. EEC's
Professional Certification for teacher, lead teacher, and director does not automatically register you in the
PQ Registry. Whatever information EEC has from your certification application, though, will be made
available to you as a starting point for your registration so you do not have to reenter that information.
Just supplement that information to get your profile up to date. Please make sure to enter you
Certification Number on the first page of the PQ Registry so we can make sure to find your record.

If you had applied for professional certification online, your information will automatically be available to
you when you log on. Review and supplement your information. When you are done, click “Register” on
the “Summary” page and you are registered.

; Tip 2: Having a problem finding your record? Try your maiden name

and enter your SSN. The PQ Registry will try to match you to your prior Professional Certification
records based on your name, date of birth, SSN, and Certification Number. If you have a problem finding
your match, make sure to enter your SSN or try an old name that EEC might have on record.

Q Tl P 3: Make sure to save on each page. When using the PQ Registry, make sure
to save your information before moving on to the next page. Click the “Save & More” button to save
your information and enter more information or click “Save & Next” to save your information and move
on to the next page.

Q Tlp 4> You can come back to your record at any time. This is your profile,
and you can come back and add information at any time. If you are not sure about some information
(for instances, early education and care courses you may have taken), you can skip that page by clicking
“Next” and complete it later. Don't forget to come back later to enter it, though.

Q Tlp 5: Make sure to share your confirmation with your employer. Many
programs are required to have their employees register in the PQ Registry, so make sure to print your
“Registration Confirmation” off your “My Registration” page and give it to your employer. The
confirmation is an Adobe PDF document, so you can also email it to them.

Q TIp 6: Got questions? Look for help online. EEC has published instructions for
educators, instructions for programs, and a growing list of frequently asked questions (FAQs) to help you
use the system. You can find these resources at https://www.eec.state.ma.us/PQReqistry/. The FAQs
are available from any page in the application by clicking the “Frequently Asked Questions” link on the
bottom of each page.

Additionally, EEC will be adding and updating page level help specific to each page. Look for the 0 on
each page in the PQ Registry. This help will be coming soon.

If you still have questions, EEC is here to help. For technical questions (problems with your user account,
technical issues with accessing and using the system, etc.) contact the EEC Help Desk at
EECHelpDesk@massmail.state.ma.us. If you have questions about the PQ Registry and its use, please
contact the PQ Registry team at EECPQRegistry@massmail.state.ma.us.
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Step by Step Instructions on How to Register

If you are looking for more detailed instructions on how to register, here are step-by-step instructions on
how to access and use the Professional Qualifications Registry.

1. Visit the PQ Registry web site.
1.1. Visit the PQ Registry web site by clicking on the link below or typing it in your browser:

https://www.eec.state.ma.us/PQReqistry/

1.2. The homepage for the PQ Registry has an overview of the application, a link to online resources,
and a link to the

M MASSACHUSETTS )
33 Department of Early Education and Care Professional Qualifications Registry

Welcome to EEC's Professional Qualifications Registry (P2 Registry). Educators working in programs serving children from
birth through school age, regardless of setting, can create an individual educator profile in the PQ Registry. EEC encourages all
educators to take advantage of the PQ Registry, including those who wark in public preschools and other programs that are not
subject ta EEC licensure.

If you are currently warking in early education or out-of-school time in an EEC-licensed center-based program or family child care
home in Massachusetts, you will need to register to comply with the regulations issued in January 2010. Educators, including
assistants, who work with infants | toddlers, preschoolers, or school age children in EEC-licensed settings are required to register
by Septernber 1. 2010, EEC is also asking educators in programs that are not subject to EEC licensure but that are participating
in EEC’s Quality Rating Improvement System (QRIS) pilot register by that date. Please note that having an EEC teacher
certification does not mean that you are already registered.

The PQ Registry will allow educataors to:

+ Self register;
e Create and update their individual educator profile;
o Track their professional growth; and

Licensed and license-exempt praviders to:

User resources are listed here.

s Register educators working at the program;
¢ Add and update some educator information; g
e Support the professional development of t

EEC's new Professional Qualifications Befistry will gather important information on the size, composition, education, and
experience of our current workforce. PGl store infarmation about the retention and turnover of educators working in early
education and care and out-of-schal time programs. This information will help EEC build 2 work force development system that
responds fo the needs of all egdeators and programs in Massachusetts. For additional infarmation, please visit 2010 Family,
Group and School Age €hild Care Regulations.

Click here to log on.

Online Resources

e Instructions on how to use the PQ Registry for Educators
s Instructions on how to use the PQ Registry for Programs
#+ Frequently Asked Questions

Click here to login to the Professional Qualifications Registry
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1.3. Click on the “Online Resources” for additional online help.

Online Resources

+ Instructions on how to use the PQ Registry for Educators
s Instructions on how to use the PQ Registry for Programs
+« Frequently Asked Questions

1.4. Select “Click here to login to the Professional Qualifications Registry” at the bottom of the page.

Click here to login to the Professional Qualifications Registry

1.5. You can also access the PQ Registry from the EEC Single Sign-In (SSI) home page. A link to the
SSI login page is available on the EEC homepage.

1.5.1. Go to the EEC website by enter:

http://mass.gov/eec

1.5.2. The EEC Single Sign-In application is available on the right side of your screen. Click the
link for “Early Education and Care (EEC) Single Sign In”:

ONLINE SERVICES

« Find Early Education &
iZare Programs MNear
Tou

+ Early Education and
Care (EEC) Zingle Sign
In

more. ..
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2. Log in with your EEC Single Sign-In (SSI) account.
2.1. If you have an existing Single Sign-In account, follow these steps.

2.1.1. Enter your user name and password.

=EEC Single Sign In
‘Welcome to the Massachusetts Department of Early Education and Care (EEC) Zingle Zign In Eegistry.
EEC Single =ign In' 1z an addiional secunty feature inplemented to better safeguard the privacy and

security of your personal information and the families and children we serve. It also provides a single point
of entry to access EEC's on-line applications.

Not Registered?
Click here to register, if this 1s your first tirme wisit to Single Sign In

Already Registered?

Enter Single Sign In Username: [UserAccount] *

‘Where do I enter v password?

2.1.2. Confirm your security phrase and enter your password.

Confum that vour Secunity Phrase is correct

Your Security Phrase is . TWiNS

If vou identify the Security Phrase displayed above then

Enter your Password: |

Forgot your password?

Sign In |

2.1.3. Select the “Professional Qualifications Registry” application for your profile. Please note
that “Professional Certification” is a different application.
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~FEC Onlme Applications
Please select from the following List, the applications you would like access to,

T Electrome Child Care Information Management System (e CCIMS)
™ Professional Certification

[ Background Record Check (BRC) Manager

[™ Professional Development Training Calendar

™ Licensing Manager

W Professional Qualifications Registry

Continue |

2.2. If you do not have an existing SSI account, follow these steps. If you do have an account, skip
this set of steps.

2.2.1. Request to create a new single sign in account. Click the link under “Not Registered?”
Not Registered?

Click here to register, if this 15 your first time wisit to Single Sign In

2.2.2. Select the applications that you already have access to. Most every new SSI account
user will select “I do not have any account with EEC”.

~EEC Online Applications

If you have used any of the lsted EEC online applications below, please select them This wall allow merging
your existing accounts with the new account you are creating. Then chck Continue.

™ Electronic Child Care Information Management System (e CCINSY
™ Background Record Check

™ Professional Qualification (T

¥ I do not have any account with EEC

Continue |

2.2.3. Enter the information for the new SSI account as instructed on the page. You need to
complete all screens for a new SSI (there are six pages).
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rSign In Profile

The left window pane gudes the Sign In process. If yvou close the window before completing the six steps, vour information

will be lost.

Al fields marked with * are recuired.

1] Sign In Information r Sign In Information

ok
21 Security Word/Phrase Hser Hame:

Examples:
3 Security Information

4’ Personal Information

51 Terms and Aqresment ® Mary3n

6 Confirrm and Finish

® JohnDoe

UserAccount]
Check Availability

& Mikel270

Minimum requirements for the
User ID:

Ak least four characters lang.
® Only numbers are not
allawed,

Maxirmum 20 characters,

# Mo Spaces between
characters,

Password: *

Canfirm
Password: *

Minimum Requirements for the
Password:

At least siz characters long,

# At least one lowercase
character,

® At lsazt one uppercazse

character,

At least ane number,

# Mo spaces between

charactars,

2.2.4. If you need help on these page, consult the SSI Help at the top of the page.

EEC Horme Page 551 Home Help Contact EEC

2.2.5. Select the “Professional Qualifications Registry” application for your profile. Please note
that “Professional Certification” is a different application.

~EEC Online Applications

Please select from the following list, the applications you would like access to.

[ Professional Certification

™ Licensing Manager

¥ Electromc Child Care Information Management Syst

" Background Record Check (BRC) Manager
™ Professional Development Training Calendar

W Professional Qualifications Registry

........ \
sterm (el (1] Y

WoLEII (VLN

Continue |

2.2.6. Your new SSI account is now created and you have access to the Professional
Quialifications Registry. Click the link to access the “Professional Qualifications Registry”.
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EEC Single Sign In account has been set up succeszsfully,
Tou can access the following EEC applications using vour Single Sign In account.

Frofessional Qualificatons Fegistry

o To Add other EEC Applications to your profile, Click here
o To edit vour profile, Click here
s To Change your password, Click here

Tn Registered Accounts?

IFvou have an EEC account that has not been merged with your Single Sign In account, click here

Last updated June 17, 2010 Page 10 of 25



.T:-7¢ Department of : . . .
Early Education and Care Professional Qualifications Registry

THE COMMONWEALTH OF MASSACHUSETTS User Instructions for Educators

3. Find your record.

3.1. Enter your name, date of birth, and SSN (optional). If you have a prior EEC Professional
Certification (for teacher, lead teacher, or director), enter that number. If your employer started
your registration, enter the Registry Number he/she provided you. If you are a family child care
license holder, enter the License Number here. If none of those, click “No, none of the above
applies to me.” Click “Next.”

PERSOMAL INFO EDUCATION WORK EXPERIENCE SUMMARY MY REGISTRATION LOG OUT

Enter your name, date of birth and social security number below to search the EEC database. If you have previously received
an EEC Professional Cerification OR if your ermplover has already registered you in the P2 Registry, please include your

Registry 10 Mumber. If you are an active Family Child Care provider, enter your license number. Please note that * indicate all
required fields.

Create a New Educator Profile

Last Marme * |Jane

First Marme * |E|:Iucatnr

Date of Birth * I1f23f1975
rmmiddinnng

SSN (optianal [123 Js5  [orem

To make sure EEC has your proper infarmation, indicate which of the following statements applies to you and provide the
corresponding unigue nurmber; *

dF Ytes, | have previously applied or been cerified by EEC as a teacher, lead teacher, or Cantification Murmber |—123455
irector

[T fes, my employer has registered me in the Professional Qualification Registry Registry Mumber I

[T es, | am a Family Child Care license halder License Mumber I

[T Mo, none of the above apply to me

MNext == I

3.2. NOTE: It is important that you enter this information at this point to make sure we find any
matching records.

3.3. If the PQ Registry cannot find your record, you will receive a message like:

The EEC Certification/Registry Number cannot be found or does not match the educator name provided. Please confirm you have
entered the information carrectly and fry again. Make sure to enter your name as it appears on your EEC Certification and/or the
instructions provided by your emplover. Or click here to create a new educator record.

MNext == |

3.3.1. Troubleshooting

3.3.1.1. The PQ Registry will try to match you to your prior Professional Certification
records based on your name, date of birth, SSN, and Certification Number. If you
have a problem finding your match, make sure to enter your SSN or try an old name
(like a maiden name) that EEC might have on record.

3.3.1.2. If your employer started your registration, complete this page exactly as
instructed on the instructions provided by your employer.

3.3.1.3. For FCC license holder, make sure to enter your name as it appears on your
license.

3.3.2. Reenter your information and try again
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3.3.3. If no match can be found, you can create a new record by clicking the “click here to
create a new educator record” link.

3.3.4. Contact the EEC Help Desk (EECHelpDesk@massmail.state.ma.us) to find your license or
certification number, if you do not know it.

3.4. If the PQ Registry finds a match, you will see a message like:

Matching Educator Found

A Professional Qualifications Registry record with the same last name, first name,
social security number and date of birth has been found.

Please click the Continue button to update this educator record.
Or you may click here to create a new Professional Qualifications Registry profile.

Continue == I

3.4.1. Click “Continue” to access the matching record.
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4. Complete your registration.

4.1. Enter your Personal Information. Below is a sample of how the page looks when completed.
Note: the header shown below will not appear until you first save the page.

m MASSACHUSETTS

22 Department of Early Education and Care Professional Qualifications Registry

PERSOMAL INFO EDUCATION WORK EXPERIENCE SUMMARY MY REGISTRATION MY PROGRAMS LOG OUT

Educator, Sample {3558376)
Registration Status: Active Registration Date: 6/2/2010 Renewal Date: 6/2/2011

Enter your personal, demographic and contact information below. Please note that * indicate all reguired fields, ¥ou must @
click the Save & Mext button to continue to add PQ Registry information.

Personal Information

Marme * |E|:Iuc:atur |Samp|e |Jane |Teacher
Last Name * First Mame ™ Middle Name Former Last Mame

Date of Birth * [iz1/1958 Social Security Mumber [izz " Jss | Jo7eo
(rmmsddinnngg (optional)

7| do not wish to or cannat provide SSN

Flace of Birth & UsA 0 Other country
State * | MASSACHUSETTS =l city = | ARLINGTON =l
Gender * C Male & Female
License Murmber
Driver License State | MASSACHUSETTS =l

|51234567

Address Line 17 |123 MAIN ST
Address Line 2 I

City ™ IEIOSTON State ™ IMA Zip Code ™ |02129—3533

Do you have a different mailing address?

C Yes & No

Home Phane [17 =5 Jiz3a Work Phone [B17 558 [4321 B [321
Email Address |sample.educamr@childcarepmgram.com

Demographic Information

Primary Language * IEninSh vl

Secondary Language IGerman ﬂ
Ethnicity * [T Refuse to answer
™ Hispanic

[T Armerican Indiani®laskan Mative
™ Asian/Pacific Islander

7 Black/African American

™ Mative Hawaiian/Other Pacific
¥ Wihite

::';%:Fft Efjetian IElacheIUr's degree j Iarital Status IMarried '|
Save & Mext =» I

22010 Commonwealth of Massachusetts Frequently Asked Questions Terms of Use Version 1.6.15
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4.1.1. If the application finds a match to your search criteria, it will bring in the matching
information for the user to supplement. If not, the application will carry over the
information from the search page and from you Single Sign-in account.

4.1.2. Items with a “*” are required. Enter “Save & Next >>" when complete.

Sawe and Next == I

4.1.3. Fix any errors as indicated on the top of the page.

¢ Invalid Home address

o Irvalid Mailing Address

» Please enter Ethnicity or check 'refuse to answer!
¢ Highest Education Level is required

& Marital Status is required

For addresses, you need to indicate if you are accepting the USPS standardized address or
rejecting it and keeping your address.

Address Line 17 |123 Main Street

Address Line 2 |Apartment 222

City * IEIOSTON State ™ IMA Zip Code * IDQ129-3533

Please verify the following standardized address is your address:
123 MAIN ST, Apartment 222, BOSTON, MA 02129-3533

# Yes © No

Then click “Save and Next >>" to continue.
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4.2. Enter your Secondary Education information.

Secondary Education
Do you have high schoal, GED, or vocational education?
@ Yos  No
High School Education
Sraduation Year I—

GED Received Year |1EIEIE
Vocational Education

Yocational Program |Hingham High School j
Enrollment Status |Graduated j

Zraduation Year |1992
=< Prewvious | Mt == Save & Mext ==
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4.3. Enter your Higher Education information.

4.3.1. Selecting the State will filter the list of Institutions. The type of Enroliment Status will
determine which fields are required for that record.

Higher Education Information

Institution State * [ MASSACHUSETTS =l
Institution Mame * [Mass Bay Community Callege [
Degree Type * |Assuciates ﬂ
Degree * |Early Childhood Education™ j
Major |
Enrallment Status * |Graduated =
Start Date |
(mmiddfinnn
End date |
(mmdddfinnnd
Degree Year ™ W
<< Pravious | Update & Add More | Canal Mext =5 Update & Next =5

Institution Name Degree Type | Degree EEC Verified | Actions
Mass Bay Community College 2002 | Associates | Early Childhood Education® | No >

Lniversity of Wassachusetts Amherst 2010 Bachelars Elementary Education (] &K

4.3.2. If you cannot find your institution, you may select “X: Other, please specify” and enter
the institution that is not listed.

Institution State * ARIZOMA, j

Institution Marme *

pecify

if ather, please specify ®

4.3.3. At the bottom of the page, you will see a list of higher education information you have
entered. Click the pencil to update. Click the X to delete.

4.3.4. If you change information, make sure to click the “Update & Add More” or “Update &
Next” to save your changes.

4.3.5. Information listed as EEC Verified “Yes” cannot be changed or deleted.
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4.4. Enter your Educational Coursework.

Enter your educational coursework related to your current profession below. Click the 'Save & Add More' button to add
multiple coursework recards. Click 'Save & Continue' to proceed to the next section. Select the appropriate button in the grid
at the bottom of the page to view/edit or delete existing coursework information. Please note that * indicate all required fields.

Educational Coursework

Institution State * [MASSACHUSETTS =l
Institution Mame * [Mass Bay Comrmunity College =
Course/Training Mame ™ [ Child Growth and Development =]

Courge Year ™ Izgm
Mummber of Credit(s) * |3 v|

Competency ¥ Understanding the Growth and Development of Children and Youth
" Guiding and Interacting with Children and ¥outh
[ Partnering with Families and Comrmunities
™ Health, Safety, and Mutrition
™ Learning Erwironments and Implementing Curriculum
[ Observation, Assessment, and Docurmentation
™ Pragram Planning and Development
7 Professionalism and Leadership
™ Cther

<< Pravious | Update & Add More Cancel Mewt = Update & Next ==

Institution Name Course Name Credits | EEC Verified | Actions

Mass Bay Community College | Child Growth and Development
hass Bay Community College Child Psychalogy 4 Mo & X
Mass Bay Comrmunity College Early Childhood Developrnent 4 Mo 6? *
4.4.1. When you select an “Institution State,” the known institutions in that state will filter in
the Institution Name dropdown.
4.4.2. Self-assess which of these competencies applies to the course you are entering.

4.4.3. When adding more than one course from the same institution (clicking “Save & Add
More”, the PQ Registry will keep the Institution State and Institution Name defaulted on the
page (so you do not have to find them again).

4.4.4. When you save a course, it will appear in the table on the bottom of the page.

4.4.5. Try adding several from the same institution. Make sure they all appear in the grid on
the bottom. Try to edit and delete courses you have already entered.

4.4.6. If you need to come back to this page because you do not have your transcript to enter
these courses, click “Next >>" and come back later when you have the proper information.
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4.5. View existing EEC Certifications.

4.5.1. If the PQ Registry found your prior Professional Certification records (for teacher, lead
teacher, or director), they will appear here.

Below is the current EEC Certification information on file for you. @

EEC Certificates

Teacher: Infant/Toddler 11/3/1993
Teacher. Preschool 11/9/1993
Lead Teacher: Preschool 1/26/1993
Director | 91771999
Director |l 6/14/2001

Lead Teacher: Infant/Toddler 3/3/2004

<< Previous I Next > l

4.5.2. If you do not have a Professional Certification or the PQ Registry did not identify you as a
prior Professional Certification applicant, you will see:

Below is the current EEC Certification infarmation an file far you. @&

EEC Certificates

Mo EEC professional certificates found. If you have a previous EEC-issued Professional Certification,
vou can emall the EEC Help Desk at EECHelpdesk@EMassmail. state. ma.us to have those
cerifications appear on your PQ Registry profile. Flease include your name, contact information,
Registry Mumber, and your EEC Certificate Mumber in the email.

2% Previous | Mext => I

4.5.3. Please note that at this time, Family Child Care certified assistants are not intended to
show on this page (only Professional Certifications for teacher, lead teacher, and director).

4.5.4. You may contact the EEC Help Desk (EECHelpDesk@massmail.state.ma.us) should you
think that certifications are missing from your Registry record.

4.5.5. Click “Next >>" to move to the next page.
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4.6. Add other non-EEC certifications and/or licenses. Other licenses and certifications include
those issued by ESE, Montessori schools, CDA, and others.

Other CertificationslLicenses

Type * |ESE =l

Sub-type |F'reK— 2 foung Children with or without Special Needs j

|ssuing Organization ™ IDepanmem of Elementary and Secondary Education

Organization Contact Info |jane Contact 517 555.4455 (x123)
First Name Last Name Telephone

Certificate/License

Hurber * [12345675

Issue Data ™ [2115/2008 Expiration Date  [2/15/2012
Crmmfd dfyynn Crmmdd dfynnn

Status ™ IActive vl

<< Previous | Update & Add hare | Cancel I Next == | Update & Mexd ==

Type | Subtype Issuing Organization

PreK- 2 Young Children with or Department of Elementary and
without Special Needs Secondary Education

4.6.1. Select the type and sub-type (if applicable) for your license or certification.
4.6.2. If you license does not expire, set an expiration date several years in the future.
4.6.3. You can update and delete these using the table on the bottom.

4.6.4. When you are done, click “Next >>" or “Update & Next” to move on.
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4.7. Add your Professional Development information.

Professional Development

Experience Type *

& Professional Development © Training ¢ EEC Orientation

Code I Section |1 Search... |

Marme *

Description

Start Date ™

Instructor Mame
Credit Hours/CEL

Spongor Organization

Competency

|Deve|npment and Characteristics of All Learners, Includ

[2/11/2008 End Date ™ [12/11/2008
mmdd dinnngd {rmmdd diwnng’
IMr. Thornas Trained

Credit Type| EEC Credit 'I
Credits 2 vl

¥ Understanding the Growth and Development of Children and Youth
™ Guiding and Interacting with Children and Y outh

™ Partnering with Families and Communities

[T Health, Safety, and MNutrition

™ Learning Environments and Implementing Curriculum
[T Obzervation, Assessment, and Docurmentation

™ Program Planning and Development

™ Professionalism and Leadership

[ Other

<= Previous Update & Add More Cancel Mext == Update & Hext ==

Type

Professional
Development

Development and Characteristics of All Learners,
Including Those with Special Needs

Credit

HlamE Hours

9/11/2008 (0

EEC
Verified

4.7.1. You may either enter the information from scratch or you may “Search...” to find an
event on the EEC Professional Qualifications page.

Click the “Search...” button.

Professional Development

Experience Typa *

' Professional Development © Training © Orientation

Code I Sectinnl Search... |

Marne *

4.7.2. When searching for a PD, you can enter part of the name, code, city, or time period.
When you found the record, click select and it will bring in the related information to your
record. If you do not find it, click cancel.
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Find Professional Development

Mame |deve|upment
Code |
Location City [-Al- |
Start Date I
(mmiddinpry)
End Date I
(mmid i)

Cancel | Search |

Search Results

Start

Date End Date Location

Code Name

Development and
Characteristics pfAII 9/11/2008 12/11,2008 Coakley Middle
Learners, Including Those =choal

with Zpecial Meeds

Select

Triumph, Inc.
911472009 121452009 Joseph | Cluinn Select
Child Care Center,

4.7.3. Self-assess which of these competencies applies to the course you are entering.

Development in Early
Childhood

4.7.4. When you are done, click “Next >>" or “Update & Next” to move on.
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4.8. Add your Work Experience.

M MASSACHUSETTS

3 Department of Early Education and Care Professional Qualifications Registry

PERSOMAL INFO EDUCATION 'WORK EXPERIENCE SUMMARY MY REGISTRATION LOG OUT

Educator, Sample (3358376)
Registration Status: Active Registration Date: 6/2/2010 Renewal Date: 6/2/2011

Enter your work experience infarmation below. Click the "Save & Add More' button to add multiple wark experience records.

Click 'Save & Caontinue'to proceed to the next section. Select the appropriate buttan in the grid at the bottam of the page to @
view/edit or delete existing work experience information. Please note that * indicate all required fields.

Work Experience

Employer Information

Program Murnber * Search... | (pleasze find program first)

Program Mame *

Program Address *

Program Type * | Select One - j Day Length * - Select One - j
Cwerall Employed Dates

Position Type * | Select One - j Employment Type ® I Select One - 'l

Program's Title for I
Position *
Employment Dates * I I

From ¢mmdddimng * To (mmJdddinnnd = Use today's date if position is current.

Type of Year ™ I Select One - v| Weekly Hours * I

Experience Area(=) ™ [ uant - up to 15 months of age

™ Taddler - 15 up to 33 manths of age
" Preschoal at least 2 yrs 9 mas of age hut not yet attending first grade
7 Kindergarten
7 Schonl Age - Kindergarten up to 7 Years
" Schonl Age - & Years and Older
Zpecial Meeds Experience 1 Age Range: from I— to I—

Description

B
H
Salary/Benefit Information (for current or last position with employer)

FPayment Freguency ™ I Select One - 'l Fayment Amount * I

Total Annual Salary

Health Care 7 Offered 7 Accepted
Dental Care [T Offered [ Accepted
Paid Yacation [T Offered 7 Accepted
Retirerment Plan 7 Offered [ Accepted
<4 Pravious Save & Add More Cance| Maxt == I Save & Next =»
Program Name Program Title Employment Dates | EEC Verified | Action
Child Adoption Associates, Inc.  Assistant Educator 01/01/1997 - 03152001 Mo ﬁ >
Child Adoption Associates, Inc. | Lead Educator 03/15/2007 - 09102005 Mo ﬁ b
Child Adoption Associates, Inc.  Child Developrnent Coordinator 09/10/2006 - 02/15/2003 Mo ﬁ b
© 2010 Commonwealth of Massachusetis Frequently Asked Guestions Terms of Use Version 1.6.11
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4.8.1. To add work experience, you must search for and select a program. Click the “Search...”
button to begin.

Work Experience
Employer Information

Frogram Mumber * Search... |(p|ease find program first)
Frogram MName ™

Frogram Address *

Frogram Type * | Select One - j Day Length * | Select One - j
Cwerall Employed Dates

4.8.1.1. Enter your search criteria and click “Search”.

Find a Program (Employer)

Frogram Mame containg |chi|d

Fraogram Number |

Address contains |

City [-Al- =l
Cancel | Search |

If the search does not find your program, click here to add it

Program Name FLCLLE L Location Address
Number
Child Adoption Assaciates, Inc. 490344 ALY St SIMOI] ST AP ESS, VHNCRESTER, WS -5
01850-1549
Child and Family Services at Merrimack Yalley 4304101 439 5 UNION 5T, LAVWREMNCE, WA D1843-2837 Select

4.8.1.2. Select the program you want to use or click the link “If the search does not find
your program, click here to add it” to add a new program.

4.8.1.3. Only add a new program after you are sure that yours does not exist. All
licensed programs will appear on this list. For Family Child Care, make sure the
search for the address, as EEC tracks family child care by the provider’'s name.

4.8.2. Enter the position information for your work experience.

4.8.3. You can add another position for the same employer by clicking the “Add another
position” link that will appear above the save and navigation buttons on the bottom of the
screen.

4.8.4. Record your salary and benefits for your current position or the last position you had with
an employer. NOTE: Your current employer will only be able to see salary information
related to your work with that program.
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4.9. Now you have entered all the information for your registry. Review your registration on the
“Summary” page.

Educator, Sample {9558376)

Registration Status: Registration Date: Renewal Date:
Below is a summary of the information entered for [name - please change to FirstMame LastMame] to be included in the
Massachusetts Professional Qualifications Registry. Please confirm this information

Below is a summary of the infermation entered for Educator, Sample Jane in the Massachusetts Educator Registry.
Please confirm this information and complete your registration by clicking the Register button below.

Personal Information

Mame: Educator, Sample Jane Former Last Mame: Teacher

Date of Birth:  12/11/1956 Place of Birth: Paris, France, . Other
SSN: 123456789

Primary Language: English Secondary Language: German
Gender: F

Race/Ethnicity: Caucasian
Addressies): Home - 123 MAIN ST Apartment 222, BOSTON, MA 02129-3533
Phone Mumbers): Home - 6173351234 Work - 6175554321 ext 54321

Ermail: sample.educator@childcareprogram.com

Secondary Education Information

GED Received Year 1996
wocational Program Graduation Year: 1992
“ocational Program Enrollment Status: Graduated

“ocational Program Mame:  Hingham High School

4.9.1. If you want to change any section of this page, click on the “Maintain” link next to the
corresponding section that needs to be updated. When done, click “Register”.

4.9.2. Click the “Print Summary Info” link in the upper right to view a printable version of this
page.
4.9.3. To complete your registration, click the “Register” button on the bottom of the page.

Register == |
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5. Share your registration.

5.1. You are now registered. You can see your registry status, date, and renewal date updated on
the header underneath your name and registration number.

PERSOMAL INFO EDUCATION WORK EXPERIENCE SUMMARY MY REGISTRATION LOG OUT

Educator, Sample (9558376}

Registration Status: Active Registration Date: 6/2/2010 Renewal Date: 6/2/2011

Below is your current Professional Clualifications Registry status, Click the 'Print a Registration Confirmation’ link to share 17
your registration with your employer,

Current Registration

Registration Date 522010

Registration Status IAc:tive 'I

Renewal Date B/272011

Below are the program(s) currently listing you as an employeefvalunteer. You may

contact the prograrm if there is a guestion about your status as an employesialunteer
with that organization.

Employer Name Position

City Hall Child Care ;amﬂy Child Care Certified
ssistant

Roudenbush Childrens Center at Abbot Rawibrart Fosbar
Schoal

Your Registration Murmber is 9558376, Click here to print registration
confirmation to share with your current employer so they can list you as a
registered educator.

If you no longer wish to stay on the EEC Professional Qualifications Registry,
click here to inactivate your profile.

5.2. As employers list this educator as current staff, the program names will appear on this page.

5.3. Click the “registration confirmation” link to print your registration confirmation. Provide this
page to your employer so he/she can properly list you as a registered employee or volunteer.

5.4. Should you wish to leave the PQ Registry, you can inactivate your profile from this page. Click
the “click here to inactivate your profile” link and you will see this page:

Inactivating your educator profile will disable your access fram your 331 acount
and your recards will no langer be accessible to your emplayer(s).

Reason to Inactivate |- Select One — =

Cancel | Inactivate I

5.5. You can log out by closing the browser or clicking Log Out on the top navigation. Remember to
come back periodically to keep your profile up-to-date.

MY REGISTRATION LG ouUT
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