


NEW Stewards of Children Training Session Prep

NOTE: It is important for you to always record your training dates and numbers, so
we can keep accurate count of you personal or your organization's training seat
balances.

1. Read through this process guide and|Facilitator Guide & Script

2. Send your participants the email template

al Virtual Training Template

3.Test the access to the NEW Stewards of Children Videos

(directions in this guide)

4.What to Bring on Training Day

a.Blank sign-in sheet and/or registration list printed from the

Facilitator Dashboard

p. Copies of Community Resource Sheet

c.Blank Stewards of Children® Certificates

d.Training Evaluations (QR code & link available in this guide)
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Virtual NEW Stewards of Children® Registration Confirmation Email

Template

STEWARDS
Sa? OF CHILDREN®

BY DARKNESS TO LIGHT

Dear NEW Stewards of Children® Participant,

You're invited to register for the [date of training] virtual New Stewards of Children® training. The link

below will direct you to where you can register for this training event.

[your registration link goes here]

Discount Code: [optional]

This code should be inputted at the beginning of the registration process.

Please review the training details below.
e Training Date:
e Training Time:
» Training Platform:

» Additional Training Access Directions [optional]:

If you have any questions, please reach out to me via [your email here] and [phone number].

Thank you for your commitment to protecting children. | look forward to meeting you at

your upcoming training!

Sincerely,




BEFORE your NEW Stewards of Children Training Session

1. Select the Add a Training button
Total Trained: 98

Updated nightly at 12:00am EST.

Welcome, Jennifer! | Log Out

In the Facilitator Dashboard, you can view and manage your upcoming trainings, add

new trainings, order materials, update your account information and much more.

Training Information and Resources

ADD A TRAINING // VIEW & MANAGE TRAININGS ORDER MATERIALS & PRODUCT

DOWNLOAD TRAINING MATERIALS NETWORK WITH INSTRUCTORS SUBMIT CEUS

Here's a snapshot of trainings you have coming up or have recently completed. Click manage to add attendees, edit event details.

Training Date v Location City State Zip Manage?

Virtual Stewards of Children 08/28/2020 hitps:/ /us02web_zoom.us/j/ 123456789 Stewards 5C 29407-1712 Manage

2. Select Training Type to VIRTUAL. Select the title NEW Virtual Stewards of Children then
complete all necessary fields (marked in red) and SUBMIT your training.

- Private: your training is a closed event and participants will not be able to register for it without

your event registration URL link (provided in email after event is created). We recommend making your
training Private if you plan o have you participants receive the training for "Free" because you pre-
purchased seats with us and you have received an code for them to us when registering.

-Public: your training will be visible on our site for others to register. Participants will have to pay $16 to
Darkness to Light unless you provide them a code that is provided when pre-purchasing seats.

- Be certain to only put numerical values in the Training Cost section.

Training Type:  Virtual /

Training: NEW Virtual Stewards of Children

£ 2 o Information
Training Description: e

Public or Private: - ' Private
Training Language: English

Co-Facilitator:

Training Date: [ mm/dd/yyyy =
Training start:  07:00 PM o
End:  04:00 PM o

Training Cost: ¢ /
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BEFORE your NEW Stewards of Children Training Session

3. Once you've added your training, you have the option to add an additional training, or
navigate back to your Facilitator Dashboard

Training Date: 08 /28 /2020

Training start: 01:00 PM

End: | (03:00 PM

Training Created!

Tre : R :
Thank you for creating a training event! You should receive a

confirmation to your preferred email address in the next few

minutes.

If you have any questions, please contact
Mee

Facilitato rSupport@D2L org

\\ GO TO FACILITATOR CREATE ANOTHER —
\

DASHBOARD TRAINING

You should have received an email "You have created a training!". In this email you will find the template message
that you can share with your participants. The message includes the registration URL link that will direct them to
our site to register for your virtual training. You can also use the template on page 3.

Don't forget to provide them with the coupon code that was provided if you wish to provide you training for free. If
no coupon code is provided, the participant will be promoted to pay $16 for the training.




AFTER your NEW Stewards of Children Training Session

1. Select VIEW & MANAGE TRAININGS after the event: Select the Manage option next to the training you
with to complete.

Total Trained: 98

Updated nightly at 12:00am EST.

Welcome, Jennifer! | Log Out

In the Facilitator Dashboard, you can view and manage your upcoming trainings, add

new trainings, order materials, update your account information and much more.

Training Information and Resources /

ADD A TRAINING VIEW & MANAGE TRAININGS ORDER MATERIALS & PRODUCT

DOWNLOAD TRAINING MATERIALS NETWORK WITH INSTRUCTORS SUBMIT CEUS

Here's a snapshot of trainings you have coming up or have recently completed. Click manage to add attendees, edit event details.

Training Date v Location City State Zip Manage?

Virtual Stewards of Children 08/28/2020 https:/ /us02web.zoom.us i/ 123456789 Stewards 5C 29407-1712 Manage

5. Select Manage Registrations. If participant registered themselves through our site, their information should
appear on this page. If you need to add extra participants, select Add Registrants. Input the registrants
information and click Add Registrant. If done correctly, the registrants information will show on the list. Once your
list is added, select Back to this Training Event Information.

@ Back to this Training Event Information
ADD REGISTRANTS

Add a Registrant

First name: Last name:

Emil: ‘ iy |
State: | Choose a State | Attended | Please select response |
CECredit?  Social Worker Discount code:

ADD REGISTRANT

Choose File TNo Tile chosen
6. Select Complete Event Report.

24 hours after the event has been added the “Complete Event Report” button will be available.
Virtual Stewards of Children Monday, May 25th 2020
MANAGE REGISTRATIONS CANCEL TRAINING COMPLETE EVENT REPORT ‘/

Training: Virtwal Stewards of Children

Tdining DeseripHon Training for Charleston educators.

Public or Private:  Private




AFTER your NEW Stewards of Children Training Session

7. Input the "Number of people trained" and select NO in the "Do you want to upload a sign in sheet field".
Complete the fields and Submit your event report.

If participants did not register for your training, or you did not input the prior to the training, you

have the option to download the template and upload your participants. This is not necessary to
submit the Event Report.

Submit event report for Virtual Stewards of Children

Trcl'lning: Virtual Stewards of Children

Y e Training for Charleston educators.

Number of people trained: /

Co-Facilitator:

Training Date: | 05/25/2020

Do you want to upload a sign

in sheet? Yes

To add file, download ocur fas /

Registration Template. Your U S
registrations should be in a
CSV file. After you upload

" i Choose File Mo file chosen
your registrants, visit the I—| I

Manage Registrations page

to see your attendees and
add CEU information:

/

SUBMIT EVENT REPORT

8. Send your participants a NEW Stewards of Children Certificate of Completion. For the fillable PDF
version, visit the Resource Section at the end of this guide.

e There is an NEW Stewards of Children® After-Training Email template in this guide

Any questions, please reach out to
FacilitatorSupport@d2l.org




NEW Stewards of Children® After-Training Email Template:

STEWARDS
a? OF CHILDREN®

BY DARKNESS TO LIGHT

Dear NEW Stewards of Children® Participant,

Thank you for participating in the [date of training] NEW Stewards of Children®
training. Please find attached your certificate of completion. Below is a link to

additional resources.

https://www.d2l.org/get-help/

If you have any questions, please reach out to me via [your email].

If you are interested in becoming an Authorized Facilitator please visit the

Darkness to Light website via this link: https://www.d2l.org/education/stewards-

of-children/facilitator-led/become-a-facilitator/ for more information.

Thank you for your commitment to protecting children.

Sincerely,




Access the NEW Stewards of Children Videos

1. Log into your Facilitator Dashboard account

B Login - Darkness to Light X B Drkness to Light x  + v - a8 x

&« > C a )_login.html?_ga=2.18946936.1979719150.1685459389-1326375312.1671559933 or L % ® 0 8 @8I0 e

* Bookmarks @ LCRM/Salesforce & Administrator Login... @ Login| Salesforce b Darkness to Light ~.. @ Worksheets - OneD.. ) D2LMarketing Port.. @ Omatic [ Publishing [ CofCintemship || 4644ExtraCred [ Texas Educators Pro.. IssuesPresentation || Food  » Other bookmarks
< BACK TO MAIN SITE GET TRAINED

a DARKNESS TO LIGHT®

DONATE NOW

If you registered for and/or attended your Facilitator Workshop prior to March 18th, 2019, please note we updated your username to your email address.
Select the ‘Forgot Your Password? option below to update your password. Thank you!
If you are in need of assistance, please fill out a Facilitator Inquiry Form and you will hear from one of our team members as soon as possible.

Once you complete your Facilitator Workshop, please allow 3-5 business days for your account to be updated in our system and to have access to your Facilitator Dashboard.
m
Username:

Password:

LOGIN %

Forgot Your Username or Password?

Log in using one of your preferred sites

E 0B v

2. Scroll down and click on More Trainings

e This will open a new window and direct you to our online training platform.

) Login - Darkness o Light X B Facitstor Porsl-Darkness oL X

v - a x
« > a o - Portalhtml Qe x 20N TO0Q@
* Bockmarks @ LCRM/Salesforce Ky Administrator Login.. @ Login | Salesforce £ Darkness toLight -.. @ Worksheets - OneD... i) D2L Marketing Port.. @ Omatic Publishing CofC Internship 46488xtraCred Texas Educators Pro. IssuesPresentation Food  »

Other bookmarks

[Err e o SO
B DARKNESS TO LIGHT®

Your Account

Make sure your account information is up to date 5o you can receive important information from Darkness to Light.

Name: Sarah Eadon

. VIEW & UPDATE ACCOUNT
Username: sarah.eadon13@gmail.com
Email Address: sarah.eadon13@gmail.com

INFORMATION

. - . . CORNERSTONE (ADDITIONAL
Complete additional training or take the Advanced Facilitator Training.

TRAINING MATERIALS)

Request Facilitator Workshops or additional training in your region. SUBMIT TRAINING REQUEST

GET HELP NOW




Access the NEW Stewards of Children Videos

3. Click VIEW DETAILS under NEW STEWARDS OF CHILDREN VIDEOS
e |f you do not see the options below, please reach out to FacilitatorSupport@d?2l.org

© Login- Darkness to Light X | B Faciitator Porta - Darkness to L X @ Welcome - Resize Your Potentis X v - a8 x

& 5 C @ d2lcsodcom/LMs/catalog/Welcome aspx?tab_page.id=-678itab.id=-1 2% 20RO TOQ :

* Bookmarks @ LCRM/Salesforce &y Administrator Login... @ Login| tolight~.. @ Worksheets-OneD... ) D2LMarketingPort.. @ Omatic [] Publishing [] CofCintemship |1 4644BxtraCred [ Texas Educators Pro.. lssuesPresentation [ Food  » Other b

s

20 oarkness 10 LiGHT*

-

Welcome, Sarah! Start Here.

Beyond Stewards NEW STEWARDS
of Children® OF CHILDREN®

Facilitator Training VIDEOS

's will learn about best This requires a code to ac:
cilitation, & relate the launced. The c il
of Beyond Stewards after completion
>hildren® to actionable protective Re-Authorization Workshop.

behaviors.

VIEW DETAILS
VIEW DETAILS

There is more to see! Check out more training from Darkness to Light.

4. Click LAUNCH
e This will open a pop-up window with the NEW Stewards of Children videos.

2] x| P ~Darknesstol: X @ New Stewards of Children - Vide X 4 v — o X
cs>ca T 43ts-b81 e ¥ 20R 0@ :
% Bookmarks @ LCRM/Salesforce &y Administrator Login.. & Login | Salesforce (@b Darkness to Light -.. @ Worksheets - OneD... ) D2L Marketing Port.. @) Omatic Publishing CofC Internship 4644ExtraCred Texas Educators Pro... IssuesPresentation Food  » Other bookmarks

e ———a

ONLINE CLASS
New Stewards of Children - Videos

Last Updated 05/10/2023 Duration 1hour, 30 minutes ¢ e ¢ e o 1

ONLINE CLAS:
Details New Stewards of Children - Videos

This course contains all 6 Stewards of Children Videos with closed captioning available.

Show More
Ratings and Reviews S—

5.0
Yook dokeok

L. 2.8 8.2 4 100%

Kk kk 0%

kK 0%

*k %

* 0%
Taryn Molitor 26 days, 21 hours, 52 minutes age
Kk kkk
Love it!

Love the new material and format!




Access the NEW Stewards of Children Videos

5. Click START COURSE

@ Stewsrds of Children - Videos - Google

MS/Scorm12lframeCont: - sid=AICCLSLXT2nI8XzbkYDFGVUIIQ&(aice.url=https://d2l.csod.com/LMS/scorm/aicc.aspx

Stewards of Children -
Videos

START COURSE

STEWARDS.
OF CHILDREN"

This course contains all 6 Stewards of Children® Videos with closed captioning available.

= Introduction
= Video1-Intro

= Video2-Learn The Facts

6. Input the code: stewardsvideos in the text box & Click SUBMIT

© Steward of Crildren - Videos - Google

& dalcsod. MS/Scorm12lframeC: sid=AICCLSLXT2nI8XzbkYDFGVUIIQ@Laice d.com/LM:

N
Stewards of Lesson 10 7

Children - Videos Introduction

= Introduction
= Video1-Intro

= Video2-Learn The Facts

= Video 3-Minimize Opportunity

= Video4- Talk About It

= Videos 5/6- Recognize the Signs Please provide the access coge to access the
bt Stewards of Children® Videos:

= Video7- Creating Prevention-
Oriented Communities

stewardsvideos




Access the NEW Stewards of Children Videos

7. Click CONTINUE

* You may have to scroll down to access the CONTINUE button

@ Stevardsof Cildren - Videos - Google Chrome =
-_sid=AICCLsLXT2nI8XzbkYDFGVUIIQ8aicc_url=https://d2l.csod.com/LMS/scorm/aicc.aspx

EXITCOURSE

Stewards of

Children - Videos

0% COMPLETE

= Introduction D
Thank you!
= Video1-Intro
= Video2-Learn The Facts Please click continue to proceed.

= Video 3-Minimize Opportunity

= Video4- Talk About It

= Videos 5/6 - Recognize the Signs
‘and React Respor

= Video7- Creating Prevention-
Oriented Communities

Any questions, please reach out to
FacilitatorSupport@d2l.org




After your NEW Stewards of Children Training Session

4. 24 hours after adding the event: Select the Manage option next to the training

Total Trained: 98

Updated nightly at 12:00am EST.

Welcome, Jennifer! | Log Out

In the Facilitator Dashboard, you can view and manage your upcoming trainings, add

new trainings, order materials, update your account information and much more.

Training Information and Resources

ADD A TRAINING VIEW & MANAGE TRAININGS ORDER MATERIALS & PRODUCT

DOWNLOAD TRAINING MATERIALS NETWORK WITH INSTRUCTORS SUBMIT CEUS

Here's a snapshot of trainings you have coming up or have recently completed. Click manage to add attendees, edit event details.

Training Date v Location City State Zip Manage?

Virtual Stewards of Children 08/28/2020 https://usD2web zoom.us/j/ 123456789 Stewards 5C 29407-1712 Munuge/

5. Select Complete Event Report.

e 24 hours after the event has been added the “Complete Event Report” button will be available.

& Back to View & Manage Trainings

Virtual Stewards of Children Monday, May 25th 2020

MANAGE REGISTRATIONS CANCEL TRAINING COMPLETE EVENT REPORT /

Training:  Virval Stewards of Children

Training Description: Training for Charleston educators.

Public or Private:  Private




NEW Stewards of Children® After-Training Email Template:

@ STEWARDS
QJ OF CHILDREN®

BY DARKNESS TO LIGHT

Dear NEW Stewards of Children® Participant,

Thank you for participating in the [date of training] NEW Stewards of Children®
training. Please find attached your certificate of completion. Below is a link to

additional resources.

https://www.d2l.org/get-help/

If you have any questions, please reach out to me via [your email].

If you are interested in becoming an Authorized Facilitator please visit the

Darkness to Light website via this link: https://www.d2l.org/education/stewards-

of-children/facilitator-led/become-a-facilitator/ for more information.

Thank you for your commitment to protecting children.

Sincerely,



https://www.d2l.org/get-help/
https://www.d2l.org/education/stewards-of-children/facilitator-led/become-a-facilitator/https:/www.d2l.org/education/stewards-of-children/facilitator-led/become-a-facilitator/
https://darkness2light.sharepoint.com/:u:/g/EfVnyyGzDxxEuHgavrAtjdEB0QEHOWR93CUZxlhCx6iE0Q?e=UOUxdE
https://darkness2light.sharepoint.com/:u:/g/EfVnyyGzDxxEuHgavrAtjdEB0QEHOWR93CUZxlhCx6iE0Q?e=UOUxdE

Resources

Documents
e New Stewards of Children Certificate

e Digital Facilitator Guide & Script

e NEW Stewards of Children Virtual Training Registration
Link
e Blank Sign-In Sheet

e Community Resource Guide Template
e Facilitator Brand Guide
e Evaluation (QR Code & Fillable PDF)

o Link: https://forms.office.com/pages/responsepage.aspx?id=Cer-
qiYSk2E4TKkJn9R0zKkbUale6xHo-dtovi8C-
tUQkxCWIUMRIIFRzZZSRTANTUFMSKFCRTZRNCQIQCNOPWcu

Tips
e Test the videos out before the training

Any questions, please reach out to
FacilitatorSupport@d2l.org



mailto:facilitatorsupport@d2l.org
https://darkness2light.sharepoint.com/:b:/g/EXigttQWbyhHsg5zsbFkOJoBEivD0NCzx_rJ_Eb0GmrHaQ?e=F9JsM9
https://darkness2light.sharepoint.com/:b:/g/EWd18bkfa6FKgQBBR80etiYBBD008YB1-zd0Ve478Vnvrg?e=4iAhgP
https://d2l.csod.com/selfreg/register.aspx?c=newstewardsofchildrenvirtualtraining
https://darkness2light.sharepoint.com/:b:/g/EQ7-aiq4TcdHh9nVIavC0KYBTjrgrkvj9M43JHQ8UmmQog?e=yz5Wbb
https://darkness2light.sharepoint.com/:w:/g/EeySyi1DxhdJmlMOEvh7WesBlbRUKWAalgo2v9hoX0c1aw?e=OY3SCd
https://darkness2light.sharepoint.com/:b:/g/EUcElybxS2ZDvbUwKsB3AUwBD20vYNxewi-Q0Y4vxDMUEw?e=gu7YBu
https://darkness2light.sharepoint.com/Shared%20Documents/Forms/AllItems.aspx?id=%2FShared%20Documents%2FPrograms%2FPrevention%20Education%2FSOC%203%2E0%20Launch%2FNEW%20SOC%20Training%20Materials%2FResource%20Links%20for%20Guide%2FQRCode%20for%20Stewards%20of%20Children%C2%AE%20Participant%20Feedback%2Epng&parent=%2FShared%20Documents%2FPrograms%2FPrevention%20Education%2FSOC%203%2E0%20Launch%2FNEW%20SOC%20Training%20Materials%2FResource%20Links%20for%20Guide&p=true&ga=1
https://darkness2light.sharepoint.com/:b:/g/ETt-p39ySYtIjhsD5BRHEr0B8tbvJulS182-k3Oe2axkew?e=jmwE6u
https://forms.office.com/pages/responsepage.aspx?id=Cer-_qiYSk2E4TKkJn9R0zKkbUale6xHo-dtovi8C-tUQkxCWlU1RllFRzZSRTdNTUFMSkFCRTZRNCQlQCN0PWcu
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