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In your work, you will be engaged in what is typically termed, Practice-Based Coaching. 

Meaning, that there is an end goal the Apprentice will need to achieve. However, we 

want to make sure to recognize that coaching is not cookie cutter. It may help you to 

think about how if we took 3 teachers and observed their read-a-loud, we would see 3 

different read-a-louds, but the same story is read. 
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Your job as a coach is critical in the Apprenticeôs journey of learning and practicing new 

teaching strategies. The Coaching Companion offers a one-stop platform, full of 

resources to document and support the Apprenticeôs learning. 
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Here are the qualifications needed form the coach dependent on what level the 

apprentice is at when they begin. So, if your apprentice is working on a CDA, to be their 

coach, the coach must also have a CDA and at least 3-5 years of experience in an ECE 

classroom. 
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Coaching opportunities are established through collaborations with Institutions of Higher 

Ed faculty (IHE), employer and mentor. 
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In summary here are 3 tips for time management and making the Agreement work. 
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The Apprentice has a desired learning outcome, or goal. This is dictated by the Institute 

of Higher Education (IHE) that they attend and the NAEYC Competencies. In PA, we 

have a standard for competencies in 3 levels. You and the Apprentice will work on the 

level of competencies applicable to the degree that they are working on. 
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In the Coaching Companion, you will start by selecting the level of education that your 

Apprentice is working on. 

 

Here, the coach selected Level 2-AA (Associates Degree). The element is NAEYC 

Standard 1 Key Element 1a: Understanding the developmental period of early 

childhood, and the competency is ñUnderstands the theoretical perspectives and 

research baseò 
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Before we even log on to the site, there are a couple of things that you can do to 

make the Coaching Companion easier for you to use. 

 
First, we always recommend that before you start recording videos, check the settings 

of your camera and change the resolution to the lowest resolution possible. You do not 

need a high-resolution video to share teaching practices between a coach and 

apprentice. High resolution videos are much larger files and will take longer to upload to 

the site. Given the size of the screen that you are watching and commenting on videos, 

you will never notice that the video is a lower resolution than HD quality! 

 
There are two links on this page that will give you an example video of how to change 

the camera on an iPhone and android device. This may not be the same for every 

device, but if you find the settings and choose camera settings and then choose the 

resolution that you want - the lower the numbers, the lower the resolution. 

 
The Coaching Companion is accessed through any common internet browser. It is not 

currently a stand-alone app. You can log on to the site using any device that has an 

internet connection. 

 

The second recommendation that we give is that you should go ahead and bookmark 

the site on the device that you are using. This bookmark will direct you to the site 

whenever you want to get on. 

 

If you are using your phone or tablet to use the Coaching Companion, the bookmark will 

most likely look like an App Icon, however, it is just a link that will take you directly to the 

site on the internet.
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This is the login page. To log in, simply enter your email address and password that 

you created when you set up your account. If you have forgotten your password, there 

is a Reset Password link. This will send a message to your email to prompt you to 

reset your password. 

 
Two other areas to note on the login page are the Help and Contact Us links toward 

the bottom of the page. 

 
The Help link will take you to a set of QuickStart videos and user guide (in English and 

Spanish). The QuickStart videos are short óhow toô videos that will give you information 

about how to complete basic functions on the site. The user guide can be printed and 

shows screenshots and descriptions of different functions. Note that the QuickStart 

videos and user guides are general to the Coaching Companion. 

They do not include specific customizations created for individual sites. 
 
The Contact Us link at the bottom of the page can be used to send a direct message 

to the Coaching Companion staff if you need individual help or have questions that you 

want to ask a real person directly. Responses to emails directed to the Contact Us 

address should be received within 24-48 hrs.
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Throughout this training, you will see a couple of versions of screenshots of the site. 

These are examples of what screens look like from both a desktop/laptop AND from a 

mobile (phone or tablet) device. The site is designed for each screen to shrink and fit 

the size of the screen of the device that you are using. 

 
This is the home page. 
You can access pretty much anything on the site from the home page. 

 
Anything that you see along the top blue bar of the desktop version of the Coaching 

Companion is condensed into the óhamburgerô of the mobile version. The hamburger is 

the three horizontal bars in the top right corner of the screen on the mobile version. 

Click on the óhamburgerô to access the drop-down list of the different functions on the 

site (see the far-right screenshot). 

 
On the desktop version, in the top right corner, you can access your account profile 

information to make edits to. 

 

Most importantly, note that the different functions of the site can be accessed from the 

tabs along the top bar. Coaching partnerships are listed along the left side. You can 

create a new partnership or upload a new resource to your My Resources from the 

home page as well (though these functions can also be completed within those 

associated tabs at the top). 

 
To orient you to the various Coaching Companion functions, along the top bar you will find: 

Coaching Partnerships - this will take you to your list of partnerships (also seen on the 

home page). You can search for users in your partnerships and you can archive 

partnerships that are no longer active. 
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My Resources - this is your own personal resource library on the Coaching Companion site. 

You can upload resources and videos that you might want to share with others 

AND you can copy resources from the larger Resource Library to your My 

Resources to curate your own smaller set of publicly available resources. 

Shared Resources - these are resources shared with you by other users in the 

Coaching Companion. 

Resource Library - this is the public set of resources available to all users on the 

Coaching Companion site. You can search for resources to view and download outside 

of coaching partnerships and community of practice groups. In the Resource Library, 

you have access to your site-specific set of resources AND the Cultivate Learning Media 

Library, a robust library of over 1600 exemplar videos, training videos, interviews with 

experts, training modules, and other resources. 

Manage Groups - this is where you can see and manage your group of users (those 

that you have invited or that you have linked to within the system). You must have a 

person in your group to engage in a Coaching Partnership, share a resource or a 

engage in a Community of Practice Group. 

CoP Groups - Finally, the last tab is the CoP Groups tab. This is a function that allows 

you to create groups from your default group and engage in discussions and share 

resources among the groups you create. 
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Letôs start with the Manage Groups tab. 
 

This shows who is in your default group (and gives you the option to remove anyone 

from your group). If y our remove someone from your group, it does not delete their 

account from the site. Once you remove someone from your group, you will no longer 

be able to invite them in to coaching partnerships or CoP groups anymore. You also 

will not be able to access any work that you did within a coaching partnership with that 

individual anymore. If you remove someone from your group, you can re-invite them to 

re-join y our group again later if you so desire. 

 
Next you have the option to Add an Exiting User to My Default Group. This is when 

you want to invite a user to join your group that already has an active Coaching 

Companion account. You can search for existing users with a minimum of 3 

characters and then select the user you are looking for and click óinvite this user to 

your default groupô. This will send that person an email alerting them to your invitation 

with a link to accept the invitation. They can also log in to the site directly, go to their 

Manage Groups and click the óacceptô button to activate your connection on the site. 

 
Only coaches and individuals with a higher designation can invite others to create 

accounts on the Coaching Companion. apprentice s/teachers to not have the ability to 

invite new users to the site, but they can search for existing users within the site. This 

means that they cannot invite new users, but if they want to link with a coworker, 

fellow teacher, supervisor, or other coach, they can do this by using the Add an 

Existing User function, 
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To invite a new user to the Coaching Companion site, click Send Email to Invite a 

New User. This will ask you to select what role you want the user to have. You can 

only designate a role that is your level or lower (for example, an administrator can 

add coaches and apprentice s, but coaches can only add apprentice s). Next, at 

minimum enter the new userôs email address. We suggest that you enter the email 

address AND their First and Last Names so that you can see who you have invited 

into the system (sometimes email addresses are not obviously identifying). 

 
Last, click Send Email Invite to this user. This will send an email to the new user with 

a link to set up their account. It is always a good idea to follow up the invitation with a 

personal email from your email account telling them that you have invited them to join 

the Coaching Companion. This will give some context to the email invitation. 

Sometimes, firewalls and other filters send the invitation to Spam folders or block them 

completely. If the user does not get the email invitation within 12 hours, you can go back 

into your invited users and click on the View Invitation URL and copy that URL and 

email it to the user directly. This is a unique link to set up that userôs account. 
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This is an example of the profile fields requested to set up a new userôs account. As the 

inviter, if you do not fill in some of the fields, it will ask the user to do so when they set up 

their password. 
 

 
 

You will receive an email when someone is inviting you to join their group. 
When a new user accepts your invitation or an invited user from within the system 

accepts your invitation, you will receive an email stating that they have accepted. 

You can also log in to the site and go to your Manage Groups to see which 

invitations have been accepted (they will then be in your default group) and which 

are still pending (invited users tabs). 
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Now letôs shift over to the Resource Library. This may be the most useful tab that you 

will find on the site because it is full of resources to help support coaches and teachers. 

 
There are two sections of the Resource Library. 

 

The first section is the site-specific resources - including resources for 1199c, PA Key 

and your college or university resources. 

 
The second section is the Cultivate Learning Media Library (grey bar below the state resources). 
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The state specific resources have been selected by Pennsylvania leaders to 

support the needs of coaches and educators in PA. 

 

You can look through these resources by clicking on the arrows on the left side. The 

folders may have sub-folders within them, and the arrows will unlock the cascading 

folders as you dig into them. You can also search this section by using the search bar 

at the top and keyword search for specific resources. This section is a fluid set of 

resources and administrators can add resources freely and continue to build out the 

folders to this section. 
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If you open any of the specific resources, you will see that you have options to 

download the resource or copy it to your My Resources (this is how you curate your 

own subset of resources and store them in your personal resource library. 

 
All resources in the Resource Library are free and available for anyone to use, 

download and use in other trainings or activities, or to use within coaching cycles. 

 
(this is from old clip - need to upload something into the PA resource library to have a 

snip from that section) 
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If you open any of the specific resources, you will see that you have options to 

download the resource or copy it to your My Resources (this is how you curate your 

own subset of resources and store them in your personal resource library. 

 
All resources in the Resource Library are free and available for anyone to use, 

download and use in other trainings or activities, or to use within coaching cycles. 

 
(this is from old clip - need to upload something into the PA resource library to have a 

snip from that section) 
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The Cultivate Learning Media Library can be accessed by clicking the bar at the bottom 

of the Resource Library page. 

 
This is a large set of videos curated by the University of Washington and Cultivate Learning. 

 

Browse by topic on the side of this page. After you browse, you can filter by age 

group, setting or language. 

 
Use the top bar to keyword search. 
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In our example, we have browsed by óapproaches to learningô. After searching all the 

folders, the thumbnails of the videos that match the search will be shown. Click on a 

thumbnail to watch the video. 

 
Again, you in see the browse topics on the left and the filter topics on the top. 
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If you think the video is an example of practice that you want to use in a coaching cycle 

or share with others, you can download from the media library to your desktop or tablet 

or phone. You can also curate your own set of videos from the Cultivate Learning 

Media Library by clicking the button that says óCopy this resource to My Resourcesô. 

This will make a copy in your My Resources tab and you wonôt have to search the 

larger library again to find the video. In this scenario, you can use the video directly from 

your My Resources. 
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Here is an example of a coach commenting on a video to highlight the best practice 

seen in the video. 
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The My Resources tab is next to the Resource Library tab. It houses any resources you 

have uploaded directly or any resources you have copied from the Resource Library. 

You can upload resources in this page and there is also a button to directly upload to 

this page on the home page. Resources are labeled by types with different icons 

(video, PDF, word doc, etc.
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To upload from your computer, click the Upload a Resource bar on the My Resources 

page or on the home page. 

Next click the Browse button to search your computer library. 
Search your library and select the item that you want to upload and click Open. Cont. next 
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Next affirm that you have the necessary permissions to share this item. Click the small 

box next to this statement. 

  Finally, click Upload. 
 

Keep your browser open during the upload process. Once you see that it is 

uploaded at 100% and then complete, you can exit this screen. The item will 

be encoded into the site for security purposes once it has been uploaded. 
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You can also change the name of your item by clicking on the edit button in the top 

right corner. This allows you to give your video or item a name that is more identifiable 

than the typical coding name that a phone or tablet assigns to a picture or video. Make 

sure that you ósave changesô to your title if you make any changes. 
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You can also assign a ótagô to your items so that they can be sorted in My Resources 

later. Your tag could organize the items in groups by topic, theme, training, age group, 

etc. You can only assign one tag to each item. Once you have tagged items, you will be 

able to sort by those tags in My Resources. 

 

If you select an item in your My Resources, you have the option to embed this resource 

into a step of a coaching cycle or to share the resource with other people in your group. 

If you óshareô the resource, it will be saved in all of the involved individualsô Shared 

Resources tab. You can also select if you want the people you share your resources 

with to be able to only view the resource or to also be able to copy it and share it with 

others. 
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To upload an item to My Resources from a mobile device, make sure you are logged 

in to the Coaching Companion on your mobile device. 

You can upload a resource from the home page or from My Resources. You can also 

upload items directly into Action Plan Steps/Action Plan Resources or Focused 

Observations in coaching cycles and directly into Community of Practice Resources or 

Discussion Topics. This view is from the My Resources page. 
 

 
 

Click the Upload A Resource bar and then click Choose File. This will give you the 

option to open one of the folders in your cameraôs library. Select the folder and select the 

item from the thumbnails that pop up. Affirm that you give permission and click Upload
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Just as you can rename an item uploaded in to your My Resources or Focused 

Observation on your computer, you can also do this on a mobile device. 

 
Open the item in My Resources and click the edit button. 

 

You can rename the Resource Title and you can enter a tag for the item (tags should 

be the themes to organize your My Resources. Each item can have one tag. You can 

sort by tags in My Resources to see your subset of items with any tag). 

 

Click save changes.
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Now letôs move on to your Coaching Partnerships. 
 
Coaching Partnerships can be viewed from your home page and from the Coaching 

Partnerships tab. Partnerships are listed starting with the most recent partnership 

created. 

 

For the PA Apprenticeship project, you will likely only have one partnership listed. 
 
If you have many partnerships, you can search for partnerships by names of coach, 

apprentice or participants. 

 
You can also choose to archive partnerships that you are no longer creating active 

coaching cycles with. An Archived Partnership can still be accessed and each of the 

coaching cycles can be viewed, but they are housed in the Archived tab of the 

Coaching Partnerships.
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Build out each Coaching Cycle by starting with creating a shared goal. 
You will select which degree you are working towards and the NAEYC standard and 

competency you are focused on for this cycle. Then the coach and apprentice can 

determine the specific goal for the apprentice to work towards within the NAEYC 

competency. Once the data for this page is added, click Add.
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After you have created your goal, you can break that goal down into small actionable steps. 
 
Click Add Action Plan Steps. You can build out one step at a time and name the 

action for that step. Or you can build out multiple steps for this goal. 

 
To build out only one step, enter the action plan step and click create. 

 
To build out multiple steps, enter the first action plan step, then click Add another Action 

Plan Step. After you have added all your steps, click create. 

 
If needed, you can re-order the steps with the little arrows next to the number of the step. 
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The steps are: 

 
(first screenshot)  
Coaches can complete Shared Goals that the Apprentices are working on. A goal can be completed at three 
levels ï Mastery, Developing and Beginning. To complete a goal, click the bar that says, óShared Goal 
completed?ô 
 
second screenshot) 
You will see the Competency Status and if you click on that bar, you will be given the options to complete the 
competency at the Mastery, Developing or Beginning level. Select the level that you are assigning 
completion. 
 
You also have the option of typing a completion summary. Once you have selected your status and entered 
the summary (the summary is not a required field to complete), click óSave Completed Statusô 
(third screenshot) 
 
When you have completed a goal, the completion status and level will be listed with the goal. This status will 
also be listed in the digest view of this goal. 
 


