General Louisiana Pathways FAQs

· Follow our Facebook page for deadline updates and key information: https://www.facebook.com/lapathways
· Am I required to enroll in the Louisiana Pathways Career Development System?
· Enrollment in the Career Development System is strictly voluntary. Some centers make it a requirement for employment; unless your employer requires it, participation is not required, BUT...
· Louisiana Pathways membership is the first step to tax credit eligibility and is required for Pathways scholarship eligibility.
· How do I enroll in the Louisiana Pathways Career Development System?
· Simply complete and return the Pathways Enrollment Form and Employment Verification form (follow the instructions for each form) along with copies of your child development certificates/credentials/transcripts to Louisiana Pathways. This information will help Pathways track your demographic information and training and will allow Pathways to assign you to your appropriate Career Ladder and level.
· Both the Enrollment Form and Employment Verification form are available on the Pathways website (under Career Development Tracks and Tools). Mail your enrollment documentation to Pathways, and we’ll handle the rest. Once received and processed, Pathways will mail you a Welcome Letter to your home address.
· Enrollment Forms and Employment Verification forms are also available at some conferences, workshops, and other training sessions, as well as at your local Child Care Resource and Referral Agency.
· Why should I enroll in the Louisiana Pathways Career Development System?
· Increasingly, parents are seeking quality educational programs for their children. Committing to your early childhood career and participating in the Career Development System as an Administrator, should help you keep vacancies filled and run a quality program, and as a caregiver, membership should help you obtain the training you need to be the best teacher you can be in the classroom. Knowledge and confidence equal less stress. Benefits of membership also include scholarship eligibility and School Readiness tax credit opportunities.
· Membership in Louisiana Pathways is required for tax credit eligibility and is the first step to School Readiness Tax Credit eligibility. 
· This sounds expensive. How do I pay for it?
· Louisiana Pathways membership is free.
· Training is generally low-cost. Some training is already required for licensing or registration.
· Louisiana Pathways scholarships are available for CDA/ECAC training programs (available for Teachers only), CDA Assessment Fees, college courses, administrative training, and Family Child Care Home Accreditation.
· The Scholarship program supports Pathways members and allows opportunities to obtain the training and credentials needed to climb the career ladder and earn tax credits.
· Contact the Louisiana Pathways Scholarship Department for information about scholarships.
· How do you know what training I’ve taken?
· You are a professional and your career is your own, so you should keep training records for yourself in your own file at home.
· Each time you complete a child care training workshop, you should be given a training certificate. You should keep a copy for yourself and provide a copy to your employer.
· You must submit documentation of all your early childhood and administrative training and early childhood credentials to Louisiana Pathways. If not, Pathways cannot give you credit for it.
· Think... What do I need to send to Pathways to move up my Career Ladder?
· Make note of all documentation submitted to Pathways (when and how).
· You are responsible for making sure Pathways receives the documentation that you need to prove that you meet the level you want to achieve on your Career Ladder. You must understand the requirements for each level on the Career Ladder and submit documentation to Pathways accordingly. You must submit the documentation to Pathways to maintain the level you want annually. For example, degrees do not expire, but credentials do so if you want credit for your CDA, you must submit the original credential and any renewals that you may obtain afterwards.
· What is the Registry?
· The Registry is the statewide database of all people enrolled in the Louisiana Pathways Career Development System and is a permanent record of the training each member has submitted.
· Through the Registry, participants will be notified by mail each time they move up the career ladder beyond the entry level of their Career Track and then each time they move up or down the Career Ladder afterwards or if they move from one Career Ladder to another based on their updated job title. They will receive a level certificate and level letter which will explain what is needed to advance to the next step on their Career Ladder.
· I’m a family child care home provider. Does this apply to me?
· As a family child care home provider, you are an important part of the Career Development System and providers registered with the Louisiana Department of Education/Licensing can enroll and participate in the Louisiana Pathways program.
· The CDA Credential includes a specialist in family childcare.
· Additionally, scholarships are available for any registered family childcare provider to apply for a CDA/ECAC training program, the CDA Assessment Fee, college courses, some administrative training, and for the accreditation fee for the National Association for Family Child Care.
· Registered Family Child Care Providers are now eligible for School Readiness Tax Credits.
· Must be enrolled and actively participating in Louisiana Pathways.
· Must maintain Academic Approval for at least 6 months during the tax year.
· Must submit documentation to Pathways to qualify for Teacher 1 or above on the Family Child Care Track.
· I work in an after school and summer program. Is the Louisiana Pathways Career Development System applicable to me?

· Yes, you can still enroll and participate in the Louisiana Pathways program as long as you work at least 15 hours a week in the Type III early learning center. 
· Tax credit eligibility requires 30 hours a week for at least 6 months during the tax year.
· How do I remain active in Louisiana Pathways?
· All credentials on file with Pathways must stay up to date (submit new and renewed credentials).
· Updated Employment Verifications must be submitted to Pathways if a member changes employers or job titles, if the center receives a new license number, or at least every 5 years to prove nothing has changed.
· If you receive tax forms from Pathways and are eligible to claim the tax credit, you must mail 1 of 2 original, completed tax forms back to Pathways annually.
· Members must notify Pathways if they change their name (Pathways must use your legal name as it appears on your Social Security Card), home mailing address, preferred cell phone number or email address.
· When corresponding with Pathways, always include your legal name and last 4 digits of your social so Pathways can properly identify you (we have lots of members with the same name).
· When submitting documentation to Pathways, always include your legal name and last 4 digits of your social so Pathways can properly give you credit for your documentation.
· What is a Director’s Report?
· A Director’s Report is a customized document provided to the child care center Director once requested to review the educational levels, career ladder positions, and professional development progress of their staff enrolled in the Louisiana Pathways and attached to their center.
· Reports will confirm the level indicated on the report has been confirmed for the current tax year or will indicate what is needed from the individual to maintain last year’s level for the current tax year.
· Louisiana Pathways relies on the help of Directors to make sure Director’s Reports are clean and as accurate as possible and utilize for efficiency. 
· Please enroll your new staff within 60-90 days of their start date.
· Provide termination dates to Pathways if and when your staff members leave employment.
· Provide updated Employment Verifications any time an employee changes job titles or at least every 5 years to prove that nothing has changed from their first submission, or any time a center receives a new license number.
· Educate your staff on the Pathways program and requirements.
· Make sure your employees submit proper documentation to Pathways (education records, new and renewed credentials, etc.). 
· Share information from the Director’s Report with your staff.
· Make sure each employee’s preferred home mailing address and email address are on file with Pathways (these will show on the Director’s Report as well).
· How would a director add new employees to their Director’s Report?
· Add new employees to the Director’s Report:
· If the employee has not already enrolled in Pathways, submit both the Pathways Enrollment and Employment Verification forms to the Louisiana Pathways (along with a copy of their high school diploma and child care training records) on their behalf or have them submit these forms to Pathways themselves.
--OR--
· If the employee is already a member of Pathways, just submit an updated Employment Verification form to Louisiana Pathways.
· How does a director remove employees no longer at the center from their Director’s Report? 
· Submit an updated Employment Verification form to Pathways indicating the date that the employee left.
--OR--
· Submit a request in writing to Pathways to remove them from your report: Include the name of the employee, the last 4 digits of the employee’s SSN, and the date that they left the center. This request can be emailed to Pathways. Please sign the request with your name, job title, telephone number, and the Center’s name and license number.
· Can I email documents to Louisiana Pathways?

· Yes, you can email documentation to Pathways, but documentation must be scanned and saved as a single PDF file first and then it can be emailed.
· There are many free scan apps on smartphones, such as Adobe Scan: PDF & OCR Scanner. 
· To scan and send documents using this app:
· Download the app from your app store. 
· Search for Adobe Scan: PDF & OCR Scanner.
· Tap Install (or Get).
· Once installed, tap Open.
· When the app opens, you’ll be asked to sign in.
· You can sign in using:
· An Adobe ID
· Google
· Apple
· Facebook
· If you don’t have an Adobe account, the app will guide you to create one (it’s free).
· Adobe Scan is made by Adobe, and signing in lets you save and access your scans across devices.
· Use the camera icon in the app to scan your document. Follow on-screen prompts.
· Tap the camera icon (usually at the bottom of the screen).
· Place your document on a flat surface with good lighting.
5. The app will automatically detect the page and capture it.
5. You may also press the shutter button and capture the document yourself.
· You can scan:
5. Papers
5. Receipts
5. Business cards
5. Whiteboards
5. Forms
5. Certificates
5. Etc....
· Review and edit the scan.
· After scanning, you can:
· Crop the edges
· Rotate the page
· Adjust brightness and contrast.
· Apply filters such as black-and-white or color enhancement.
· Add more pages to the same document (Click “Keep scanning” at the bottom of the screen.
1. Share your document by email, text, or upload to cloud storage.
· Name your file
· Tap “Save as PDF” at the bottom of the screen.
· Your scan will be saved to Adobe Cloud.
· You can then:
· Share by email or text.
· Export to Google Drive, Dropbox, or other apps.
· Open it later from the Files or Recents tab.
1. To scan multiple pages, select "Keep Scanning" until you are finished.
· To do this:
· Click “Keep Scanning” at the bottom of the screen and continue until all pages are scanned.
