
Medication Administration Training (MAT) ♦ Trainer’s Manual (rev Aug 2021)
Page R-i

MAT Trainer Resources 
Table of Contents

Appendix A: Procedures for Conducting a MAT Class................................................................................................R-1

Appendix B: Distributing MAT Handouts.....................................................................................................................R-7

Appendix C: Procedures for Participant Practice Time...............................................................................................R-9

Appendix D: Administering the MAT Written Test...................................................................................................... R-11

Appendix E: Administering the Skills Demonstration Test.........................................................................................R-15

Appendix F: Participant Training Certificates.............................................................................................................R-21

Appendix G: Participant Competency Record...........................................................................................................R-23

Appendix H: MAT Trainer Guidelines for MAT Independent Study............................................................................R-25

Appendix I: Procedures for Co-Training the MAT Class............................................................................................R-29

Appendix J: Conducting the MAT Course in Spanish or Chinese (Mandarin)...........................................................R-31

Appendix K: PDP Training Portal...............................................................................................................................R-33

Appendix L: Participant Instructions for Creating an ECETP Account.......................................................................R-55

Appendix M: Skills Demonstration Competency Following Third Consecutive Online Renewal Test........................R-59

Appendix N: MAT Updates........................................................................................................................................R-61

Appendix O: Monitoring of MAT Trainers Facilitating the MAT Course......................................................................R-63

Appendix P: Statement of Ethical and Professional Obligations for MAT Trainers....................................................R-67

Appendix Q: MAT Trainer Certification......................................................................................................................R-69

Appendix R: Complaint Involving a MAT Trainer—Inquiry Process...........................................................................R-71

Appendix S: MAT Trainer Appeal Process.................................................................................................................R-73

Appendix T: MAT Trainer Recertification....................................................................................................................R-75

Appendix U: Emergency Medication Administration Overview Training....................................................................R-77

Appendix V: OCFS Policy Statements Associated with Medication Administration...................................................R-79

Appendix W: Frequently Asked Questions................................................................................................................R-91

Appendix X: Resource Directory...............................................................................................................................R-93



Medication Administration Training (MAT) ♦ Trainer’s Manual (rev Aug 2021)
Page R-ii

This page is intentionally blank.



Medication Administration Training (MAT) ♦ Trainer’s Manual (rev Aug 2021)
Page R-1

Procedures for Conducting a MAT Class
Appendix A

As a MAT Trainer, you must follow the procedures outlined below when conducting the 
MAT course.

General Information
Medication Administration Training in Child Care Settings is a stand-alone course designed to 
meet the legislative mandate that requires child day care providers who choose to administer 
medication—with the exception of over-the-counter topical ointments, lotions and creams, 
sprays, including sunscreen products and topically applied insect repellent, and/or emergency 
medication (epinephrine auto-injectors, Diphenhydramine in combination with the auto-injector, 
asthma inhalers and nebulizers) only—to complete an Office of Children and Family Services 
(OCFS) approved training for the administration of medication. MAT Trainers must follow the 
curriculum exactly as written. No omissions or additions are permitted.

MAT Program Guidelines
Class Size
Class size cannot exceed 8 participants for 
MAT and 15 for the Emergency Medication 
Administration Overview course. There is no 
restriction on the minimum number of participants. 

Who Can Attend 
Providers who administer any medication—
with the exception of over-the-counter topical 
ointments, lotions and creams, sprays, including 
sunscreen products and topically applied 
insect repellent, and/or emergency medication 
(epinephrine auto-injectors, Diphenhydramine 
in combination with the auto-injector, asthma 
inhalers and nebulizers) only—are required 
to successfully complete an OCFS‑approved 
medication administration training course. Day 
care providers in New York State working in 
family or group family day care, school-age child 
care, day care centers or small day care centers are 
eligible. Providers who work for family or group 
family day care programs that are currently in the 
registration or licensing process are also eligible. 

In New York City, the only day care centers eligible 
for MAT certification are those registered by the 
New York City Department of Health and Mental 
Hygiene under Article 47 (“Child Care Services”)  

of the New York City Health Code; 
programs licensed by DOHMH under Article 43 

(“School‑Based Programs for Children Ages Three 
through Five”) are not eligible for MAT certification 
unless they are enrolled programs providing care 

to children receiving child care subsidy, which 
qualifies these programs for MAT certification 

as legally exempt programs.

Article 47 provides the regulatory requirements 
for child day care centers in New York City and 

specifically excludes from the definition of child care 
service “any school-based instructional programs 

for children ages three to five, regardless of the kind 
of school offering such programs”; Article 43 covers 

those school-based programs. While Article 47 
specifically addresses medication administration 
in programs [47.31], Article 43 does not address 

medication administration. 

The full text of the New York City Health Code, 
including Articles 43 and 47, is available online at  

www1.nyc.gov/site/doh/about/about‑doh/ 
health-code-and-rules.page.
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In addition, legally exempt providers serving children whose child care is funded through public 
child care subsidies may attend the MAT course. 

Facilities
The MAT course must be conducted in an environment favorable to adult learning. The MAT 
Trainer must provide a minimum of three (3) square feet of learning space per participant, three 
(3) square feet of practice space per participant and at least six (6) square feet of testing space for 
the demonstration of skills competency. In addition, you must provide at the training site: 

	 •	 enough adult-size tables and chairs to accommodate the maximum number of participants
	 •	 a power source
	 •	 a working TV/DVD with a 19-inch or larger screen, or computer with projection system

Materials
A list of supplies needed to teach the MAT class is available at the end of this appendix. After 
completing the Training of Trainers (TOT), MAT Trainers will be issued a trainer kit that 
includes many hard-to-find items, including placebo inhalers, spacer, medication vials and 
bottles, and medication labels. Trainers will need to purchase two (2) dolls to represent the 
children used for practice and testing. Training dolls can be borrowed from local Child Care 
Resource and Referral agencies.  All equipment and materials provided to support the MAT 
Program are the property of the Research Foundation for SUNY and its sponsoring agency. 
Trainers must keep all materials supplied by the MAT Program in good condition. If any item is 
damaged, lost or stolen, notify the MAT Program right away. 

In addition to the materials supplied by the MAT Program in the MAT trainer kit, there are a 
number of additional supplies and medications that the trainer must provide to host a MAT class.  
A complete list of these materials is available at the beginning of each module. 

Preparing for Training
You need to allow sufficient time to prepare to present the MAT course. Some tasks to complete 
prior to the training include:

•	 Submit the class schedule in the PDP Training Portal two weeks in advance of the class. If 
a class is cancelled for any reason, cancel the class in the PDP Training Portal at least three 
(3) days before the date of the cancelled class.

•	 Print the MAT training roster from the PDP Training Portal to record attendance and ID 
verification.

•	 Review the MAT curriculum binder and the MAT handouts for content.
•	 Watch the DVD.
•	 Copy all of the handouts, written tests and participant answer sheets.
•	 Copy all of the demonstration competencies.
•	 Gather the materials needed for the training.
•	 Assemble all medications needed for the competency tests, including preparing all the 

medication containers with appropriate labels. Be sure to allow adequate time for this 
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preparation, due to the number of items needed for the competency tests. Locate all of the 
training items needed in one place. If you are providing this training over time, make certain 
your materials can be secured between uses.

You should schedule the course to best meet the learning needs of the participants. It’s important 
to remember for scheduling that participants receive eight (8) hours of training credit for 
attending the course. There are times written at the beginning of each unit that indicate how long 
it should take the trainer to present the information in the unit. This time does not include testing 
time. You should use the times indicated in the curriculum as a guideline for scheduling the 
course to maximize participant content time but minimize the time participants are waiting to be 
tested. 

Curriculum Presentation
MAT Trainers must follow the curriculum exactly as written. Trainers are not allowed to 
add or omit anything from the training. 

This competency-based training is divided into training modules.  All of the modules are 
composed of individual units.  Each unit or module may have a corresponding segment on the 
DVD Medication Administration Training in Child Care Settings. The training video is designed 
to illustrate and support each training topic and provide clear and consistent training content to 
all participants. 

Most modules or units use a standard format that includes the following:
•	 Identifying the competency/learning objective
•	 Distributing the handouts
•	 Reviewing the video segment

Throughout the curriculum, the trainer is asked to “refer” participants to handouts, exercises or 
materials. You should not read handouts to participants, since the material is covered in the 
training video. 

Participants Who Do Not Complete the MAT Course
Participants will receive an Incomplete (“I”) under the following circumstances:

•	 Not completing all modules
•	 Failing the first attempt at the written test
•	 Failing the first attempt of any skills competency demonstration

If a participant has not completed all modules, it is up to the trainer to determine if the 
participant must take the course again in its entirety or if other arrangements can be made 
so the participant may complete only the training portion that was missed.  If a participant 
failed the first attempt at the written test and/or the first attempt at the any skills competency 
demonstration, the trainer and participant need to determine a future date (within 60 days after 
the original class date) to complete the testing. Any “make‑up” training must be conducted by 
the same MAT Trainer who conducted the original course the participant attended. This training 
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must be scheduled in the PDP Training Portal and the participant must register. Participants 
must complete all portions of the MAT course within a 60-day time frame. If a participant with 
an incomplete (“I”) subsequently completes the course, (s)he will be listed as Pass (“P”) or 
Fail (“F”) in the Training Portal, with the date of the subsequent class. (See Appendix K: PDP 
Training Portal.)

Appendix A
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List of Materials Needed for MAT Training

	 MAT Curriculum

	 DVD Player/TV OR Laptop computer and Projector

	 MAT DVD

	 Flip chart & Markers OR PowerPoint Presentation

	 Participant Materials (1 set per participant) - Most current version

	 Master set of OCFS Regulations

	 Master set of OCFS Health Care Plans

	 Agenda - Developed by trainer

	 PDP Training Portal Roster or attendance sheet to be signed by all participants and 
retained by the MAT Trainer for proof of training

	 Toffee or chocolate candy - three (3) pieces per participant

	 Post-It Notes for Parking Lot

	 Disposable gloves - various sizes

	 Infant Doll/mannequin

	 Toddler Doll/mannequin

	 Practice materials

	 Written Tests A, B, & C

	 Written Tests Answer Keys A, B, & C

	 Randomized Skill Competency Index Cards

	 Liquid Pouring Skills Index Cards

	 Liquid Skills Evaluation charts - enough for each participant.

	 Auto Injector (EpiPen®) Evaluation charts - enough for each participant.

	 Complete Skills Demonstration Set

	 Skills Evaluation Charts - enough for each participant to randomly choose scenario

	 Set of Medication Labels for skills competencies

Appendix A
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Distributing MAT Handouts
Appendix B

Handouts
MAT Trainers must provide all participants with a set of MAT handouts. The set of handouts 
must be complete and include the most current version of each handout. All MAT handouts 
should be given at the beginning of the course. Participants will use the handouts throughout the 
course and will keep the handouts after the course is finished. 

The handouts are formatted to be printed double-sided. When making copies of the handouts, 
written tests and skills demonstration materials for participants, be sure to make double-sided 
copies.

Regulations
At the time of training, MAT Trainers must have a copy of the OCFS regulations related to the 
administration of medication pertaining to the modality of care in which the class participants 
work. It is the MAT Trainer’s responsibility to ensure that the most up-to-date regulations are 
provided. The most current regulations can be downloaded from the OCFS website at:  
http://ocfs.ny.gov/main/childcare/daycare_regulations.asp. 

The regulations to have available include:
•	 School-Age Child Care providers—414.11
•	 Group Family Day Care providers—416.11
•	 Family Day Care providers—417.11
•	 Day Care Center providers—418-1.11
•	 Small Day Care Center providers—418-2.11
•	 Legally Exempt child care providers—418-1.11
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Procedures for Participant Practice Time
Appendix C

General Information
All participants must be given adequate time to practice the techniques taught in the MAT course. 
In general, you should plan to allow participants 20 minutes to practice each section in Module 7. 
Any increase in practice time will have an impact on the time necessary to complete the MAT 
class. You cannot eliminate practice time. The participant practice times have been divided into 
three sessions. 

Preparation for Participant Practice Time
Supplies
It is the MAT Trainer’s responsibility to provide participants with all practice supplies. See the 
“List of Materials Needed for MAT Training” at the end of Appendix A (page R-5) for a complete 
list of items that must be provided for each practice session. All medication supplies, including 
vials and bottles, must be properly labeled as per the MAT Trainer kit instructions.

Practice Area
MAT Trainers must provide adequate practice space. You should provide at least three (3) square 
feet of practice area per participant. 

Conducting Participant Practice Time
Topical Medication, Oral Medication and Medicated Patches Practice
MAT Trainers will allow participants time to practice the skills related to the administration of all 
forms of topical medication, oral medication, and medicated patches. You should allow at least 
20 minutes for this practice session.

Before participants begin the oral medication practice time, orient them to the practice supplies 
and tell them:

•	 Work with a partner.
•	 Bring Handouts 5.3 and 7.1-7.4 to the practice area.
•	 Review how to practice the entire medication administration process, as detailed in 

Handout 5.3.

Inhaled Medication Practice
MAT Trainers will allow participants time to practice the skills related to the administration of 
inhaled medication using the metered-dose inhaler (MDI), MDI with spacer, and nebulizer. You 
should allow at least 20 minutes for this practice session. Participants should use Handout 7.5 
and Handout 7.6.
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Eye and Ear Practice
MAT Trainers will allow participants time to practice the skills related to the administration 
of eye and ear medication. You should allow at least 20 minutes for this practice session. 
Participants should use Handouts 7.7 and 7.8.

Pre-Demonstration Practice
MAT Trainers will allow participants time to practice the skills demonstration. You should allow 
45 minutes for this practice session. You must allow participants time to complete this practice 
time before they demonstrate their skills competency.

MAT Trainers will have participants partner up into groups of two. If the class has an odd 
number of participants, one group will need to be made up of three participants. 

After you have shown participants the “Practice Skills Demonstration” segment of the 
Medication Administration in Child Care Settings DVD, you must cover the following points 
with participants before they begin the pre-demonstration practice time:

•	 Pair up with another participant.
•	 Use Skills Practice 7.6: Tools (Matching the Five Rights, Giving Medication Safely and 

Measuring Liquid Medication) and Skills Practice 7.1 - 7.5.
•	 Each group will be provided with a labeled amoxicillin bottle for Michelle Lewis.
•	 One person will be the trainer, one the participant.
•	 The person acting as the “trainer” will use the MAT Trainer Evaluation Chart.
•	 The person acting as the “participant” will use the other handouts and complete the skills 

demonstration according to the scenario.
•	 The “trainer” will evaluate the “participant” using the MAT Trainer Evaluation Chart.
•	 When the participant is finished, the “trainer” will review the chart and determine if the 

“participant” passed the skills demonstration.
•	 Have the participants switch roles and repeat the process.

The MAT Trainer should circulate as participants complete this exercise, taking note of how 
participants perform the skills demonstration. Take particular note of how the participant is 
matching the Five Rights, whether the participant is following the information in the handouts and 
if the participant is keeping the medication and the child safe at all times.

Appendix C
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Administering the MAT Written Test
Appendix D

General Testing Information
The written competency test must be administered at the end of the MAT class. The test is 
designed to test literacy as well as content knowledge for information covered in the MAT 
course. 

Participants must pass the written test with a score of 80% or higher. Each multiple choice 
is weighted equally. There is only one correct answer per question. There are three (3) versions 
of the written test (A, B or C). You are encouraged to rotate test versions. An answer key for each 
version of the test is provided in the MAT Trainer binder. The answer key identifies the number 
of questions that a participant can get wrong and still pass the test. There is also an answer grid 
to use as a tool when correcting the tests. Be sure to use the correct answer grid for the test 
version you are correcting.

Administering the Written Test
You must administer the written test in accordance with the following MAT program standards:

•	 You must provide an appropriate testing environment that includes, but is not limited to, a 
quiet room, appropriate seating, participant spacing and lighting.

•	 You must be present and attentive to participants during the entire testing period.
•	 You may clarify the meaning of individual words on the written test but MAY NOT read 

test questions to participants.
•	 Participants must be allowed to use all MAT handouts during testing.
•	 Participants must complete the written test independently, without discussion with peers 

or the assistance of an interpreter.
•	 Participants who fail the written test after the first attempt must be allowed a second 

opportunity to pass another version of the written test. 
•	 You must allow participants time to review the test after they are graded. This includes 

both participants who pass and fail the test.
•	 Once the test is graded, participants who answered a test question incorrectly may verify 

the correct answer with you. If the participant is unable to locate the information to 
correctly answer the question, you may assist him/her in locating the information.

•	 Participants are not allowed to leave the training room with the written test. All tests 
must be returned to you.
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You must talk with participants about each of the following points prior to administering 
the written test:

•	 Participants can use all handouts while taking the test.
•	 There is only one correct answer to each question. 
•	 Participants must receive a score of 80% or higher to pass the test.
•	 Two testing attempts are allowed.
•	 The trainer cannot read test questions, but can help clarify particular words.

Time Parameters for Administering the Written Test
It is anticipated that participants will take approximately 60 minutes to complete the written test. 
However, all participants should be allowed adequate time to complete the test. 

Grading the Test
You should make an attempt to correct the written test as close to the actual testing time as 
possible. If you plan to correct written tests while participants are being tested, be observant of 
participant conduct and assure participants are not allowed to see other people’s tests or converse 
about the tests. 

You should use the answer grid to correct the participant’s test. You may allow non-MAT 
Trainers to correct the written tests; however, you are responsible for assuring that the person you 
have designated to perform this task is capable of correcting the tests with 100% accuracy using 
the answer grid provided by the MAT Program. You will be held responsible for any inaccuracies 
found in the grading of tests.

Failing Scores
Any participant who does not receive a score of 80% or higher on the written test can take 
the entire test again. If a participant fails the first version of the written test, you must do the 
following before administering a DIFFERENT version of the written test:

•	 You should clearly identify the questions that were answered incorrectly. You should assist 
the participant with finding the missed information in the handouts if (s)he is unable to 
locate it.

•	 You must allow the participant adequate time to review the version of the test (s)he failed.
•	 You must take back the failed test before administering a second version of the test.

If the participant fails the second test, (s)he will not pass the MAT course and cannot be awarded 
a MAT certificate.

Distribution of Tests for Participant Review
The completed written test is a learning tool for participants. Allow participants time to review 
the test before re-collecting the tests. Participants are not allowed to take the tests with them 
when they leave the classroom.
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Special Needs
Some participants may identify themselves as having a learning disability or a difficulty with test 
taking. These participants may take longer to complete the written test than other participants. 
All participants must be allowed adequate time to take the written test. 

If you are not sure how to accommodate a participant’s disability, including the need for 
additional time needed for testing, contact the MAT Program for instructions on how to proceed.

Participant Competency Record
The MAT Trainer should use the Participant Competency Record form (see Appendix G: 
Participant Competency Record) to document the score each participant receives on the written 
test. MAT Trainers should keep this form as a record of participant test scores. 

Appendix D
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Administering the Skills Demonstration Test
Appendix E

General Testing Information
The MAT course uses skills demonstration testing as a way to evaluate a participant’s ability to 
follow safe medication administration practices. There are three skills demonstration competency 
tests in the MAT course: a randomized skills demonstration, a liquid measuring demonstration 
and an auto injector (EpiPen®) skills demonstration.

Participants must complete the skills demonstration using best practice techniques outlined in 
Handout 5.3: Giving Medication Safely and the route-specific steps outlined in Handouts 7.1-7.8. 
Participants must complete the skills demonstrations with 100% accuracy without verbal cues or 
coaching from the MAT Trainer. 

Administering the Skills Demonstration Tests
The skills demonstration tests may be administered after completing practice time in Module 7 or 
after the Conclusion. MAT Trainers may choose to schedule a testing time with each participant. 
You may not issue a MAT certificate to a participant until (s)he successfully completes both the 
written test AND the skills demonstration tests.

Randomized Skills Demonstrations 
The Randomized Skills Demonstration tests each participant’s ability to safely administer 
medication to a child using one of the following routes: oral, topical, inhaled, eye, ear, or 
medicated patches.  You must administer the Randomized Skills Demonstration test in 
accordance with the following MAT Program standards:

•	 Trainers will provide equal assessments for all participants based on each participant’s 
performance of the skills competencies, not on other characteristics.

•	 Each participant must be evaluated independently with the full attention of the MAT Trainer. 
•	 Trainers are not allowed to prompt or provide answers during the skills demonstration.
•	 Participants must be allowed to use all MAT handouts during the Randomized Skills 

Demonstration. 
•	 Each participant will randomly select an index card marked with the Competency 

Randomization labels that are included in the MAT Trainer kit. These labels correspond to 
Competencies #1-#15.

•	 Trainers must provide the participant with the Competency Scenario, the Written 
Medication Consent Form and the Log of Medication Administration that corresponds with 
the number of the competency (#1-#15) randomly selected by the participant. 

•	 Trainers must use the MAT Trainer Evaluation Chart that corresponds with the selected 
competency number to evaluate and record the participant’s performance.
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You must review the following with each of the participants BEFORE administering the 
skills demonstration tests:

•	 Participants can use all handouts while performing the skills demonstrations.
•	 Participants should ask any questions before starting.
•	 Use Handout 5.3: Giving Medication Safely as a guide during the skills demonstration 

test.
•	 Use the handout that corresponds to the specific route being tested (Handouts 7.1 – 7.8).
•	 Make sure participants understand that when matching the Five Rights, they need to be sure 

to say them out loud so you can hear them. Give an example: “When matching the right 
child, don’t say ‘right child,’ say ‘the right child is Michelle Lewis’ and show me (as the 
trainer) where on the medication label and the consent you find this information written.”

•	 Give each participant two attempts to pass the skills demonstration.
•	 No coaching or prompting by the trainer once the skills testing begins.

Use of the MAT Trainer Evaluation Chart
Each Randomized Skills Demonstration (#1-#15) has a corresponding Trainer Evaluation Chart. 
This chart is to be used to evaluate the participant’s ability to administer medication using 
safe practices as outlined in the curriculum. Participants must perform each of the medication 
administration steps listed on the Trainer Evaluation Chart using the techniques taught in the 
MAT class in order to receive a passing score. 

•	 MAT Trainers cannot coach, prompt or provide answers to participants during the 
Randomized Skills Demonstration.

•	 MAT Trainers will observe the participant completing each of the medication 
administration phases. As each step is completed the MAT Trainer will put a  in the 
“Observed Skill” box. 

•	 The MAT Trainer Evaluation Chart is separated into the three parts of the medication 
administration process: getting ready to give the medication; giving the medication; and 
writing down that you gave the medication. Once the participant completes all of the 
steps in each part of the medication administration process, the trainers will put a  in the 
SUMMARY BOX. This indicates that the participant successfully completed all of the steps 
in that part of the medication administration process before starting the next part of the 
process.

•	 Participants who receive a  in the SUMMARY BOX for each of the three parts of the 
medication administration process will receive a passing score for the Randomized Skills 
Demonstration competency.  
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Liquid Measuring Skills Competency
The Liquid Measuring Skills competency evaluates the participant’s ability to correctly measure 
liquid medication using common dosing devices (medicine cup, dosing spoon, oral medication 
syringe). You must administer the Liquid Measuring Skills competency test in accordance with 
the following standards:

•	 Trainers will provide equal assessments for all participants based on performance of the 
skills competencies required for training, not on other characteristics.

•	 Each participant must be tested independently with the full attention of the trainer. 
•	 Participants must be allowed to use all of the handouts during the Liquid Measuring 

Skills competency. 
•	 Each participant will randomly select an index card marked with the Competency 

Randomization labels included in the MAT Trainer kit. These labels correspond to Liquid 
Measuring Competencies #1- #3.

•	 Trainers must provide the participant with the Competency Scenario that corresponds 
with the number of the competency (Liquid Measuring Competencies #1-#3) randomly 
selected by the participant.

•	 Trainers must use the Trainer Evaluation Chart that corresponds to the selected 
competency number to evaluate the participant’s performance.

•	 Participants do NOT need to complete the entire medication administration process 
during the Liquid Measuring Skills competency. They only need to demonstrate their 
ability to correctly measure the correct dose of liquid medication.

•	 Once participants indicate that they have obtained the correct dose of medication, the 
trainer will check the measurement for accuracy. The dose must be accurate in order for 
the participant to receive a passing score on the Trainer Evaluation Chart.

Epinephrine Auto-Injector (i.e., EpiPen®) Skills Competency
The Epinephrine Auto-Injector Skills Competency measures a participant’s ability to correctly 
administer epinephrine by auto injector to a child in the event of a severe allergic reaction.

The trainer will use the Epinephrine Auto-Injector Skills Evaluation Chart to assess each 
participant in using the auto-injector with the toddler doll or mannequin. The trainer must 
administer the Epinephrine Auto-Injector Skills Competency test in accordance with the 
following guidelines:

•	 Participant must verbalize the symptoms present that result in the need for epinephrine.
•	 Participant should verbalize knowledge of where the child’s EpiPen® is located and state 

the child’s name.
•	 Participant must state that this auto-injector belongs to this child.
•	 Participant must demonstrate proper technique in administering the medication to the 

child’s outer thigh.
•	 Participant must verbalize that (s)he or another staff member has called 9-1-1 for 

emergency assistance.
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•	 Participant must verbalize that the used EpiPen® is sent with the child when emergency 
services takes the child to the hospital.

•	 Participant must properly document the administration of the auto-injector and notify all 
appropriate parties.

Failing Scores
(Randomized Skills Demonstration)
Participants will be allowed two opportunities to correctly demonstrate their ability to safely 
administer medication for the Randomized Skills Demonstration. 

•	 Once the MAT Trainer determines that the participant will fail the Randomized Skills 
Demonstration, the trainer should stop the participant, inform him/her of the error or 
omission and explain he/she will need to repeat the Randomized Skills Demonstration. 
The MAT Trainer should encourage the participant to review the materials and practice 
before attempting the skills demonstration a second time.

•	 When the participant is ready to complete the Randomized Skills Demonstration for the 
second time, the MAT Trainer will again have the participant randomly select an index 
card (Competency #1-#15). 

•	 If, after two tries, the participant does not successfully complete the Randomized Skills 
Demonstration competency, the participant will not pass the MAT course and cannot 
receive a certificate to administer medication in child care settings. Trainers should 
inform the participant that (s)he must take the entire course again if a MAT certificate is 
still desired. 

Liquid Measuring Competency
Participants will be allowed two opportunities to demonstrate their ability to accurately measure 
liquid medication.

•	 If a participant does not accurately measure the liquid dose according to the Trainer 
Evaluation Chart, the participant will receive a failing score. Once the participant 
completes the demonstration, the MAT Trainer should inform the participant of the 
error and explain that (s)he will need to repeat the Liquid Measuring Skills competency. 
The trainer should encourage the participant to review the materials and practice before 
attempting the Liquid Measuring Skills competency a second time.

•	 When the participant returns to complete the Liquid Measuring Skills competency for the 
second time, the MAT Trainer will again have the participant randomly select an index 
card (Liquid Measuring Competencies #1-#3). 

•	 If, after two tries, a participant does not successfully complete the Liquid Measuring 
Skills competency, the participant will not pass the MAT course and cannot receive a 
certificate to administer medication in child care settings. Trainers should inform the 
participant that (s)he must take the entire course again if a MAT certificate is still desired. 
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Special Needs
Some participants may identify themselves as having a learning disability or a difficulty with test 
taking. If you are not sure how to accommodate a participant’s disability other than the need for 
additional time for testing, please contact the MAT Program for guidance on how to proceed. 

Medication administrants must be able to read and write in the language in which they will 
receive medication and documentation. You are NOT allowed, under any circumstances, to 
read any portion of the written test or skills competency forms to the participant.

Preparation for MAT Competency Testing
Supplies
The MAT Trainer must have all of the necessary materials available to participants for both the 
Randomized Skills Demonstration and the Liquid Measuring Skills competency at the time of 
testing. A list of necessary supplies is in the MAT Trainer binder and from the MAT Program 
upon request.

Testing Area
MAT Trainers should use the following configuration as a guide when setting up the Randomized 
Skills Demonstration testing area. 

Area 1: Supply area – You must put all of the supplies needed for the skills demonstration in this 
area. This includes, but is not limited to: a pen, a waterproof pen, paper towels, tissues, vinyl 
gloves in two sizes, applesauce, disposable cups, water, disposable spoons and disposable bowls.

Area 2: Demonstration area – This area must be free of supplies or other materials. This is the area 
where the participant will demonstrate the administration.

Area 3: Safe Medication Storage Area – You must put the medication storage box, mock locked box 
for controlled substances, and mock medication refrigerator in this area.

Appendix E
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Area 4: Classroom area – You must put the demonstration dolls (Michelle and Simon) in this area. 
Tell participants that the children will be in direct observation of them while in the demonstration 
area.

Area 5: Child area for demonstration – You should have a chair or other device for holding the child 
during the demonstration. Tell participants this is a safe and age-appropriate device for holding 
Michelle or Simon.

Participant Competency Record
The MAT Trainer should use the Participant Competency Record to document the score each 
participant receives on the comprehensive written test and each skills demonstration. MAT 
Trainers can keep this form as a record of participant test scores.

Appendix E
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Appendix F

Participant Training Certificates

General Information
A child care provider who successfully completes the MAT course by passing the written 
competency test and the Randomized Skills Demonstration and the Liquid Measuring Skills 
competency and the Auto Injector (EpiPen®) Skills competency will be issued a Medication 
Administration Training certificate.

Participant Training
The MAT course covers the administration of prescription and over-the-counter medication via 
oral, topical and inhaled routes; administration of medicated patches, eye and ear medication; 
and administration of epinephrine in an emergency situation using an auto-injector device in a 
child day care setting ONLY.

Remember, a child care provider must meet additional requirements, including being 18 years 
of age, having age-appropriate CPR and first aid training certificates and being listed as a 
medication administrator in his/her program’s approved health care plan, before (s)he can 
administer medication to the children in their care. 

The MAT course training certificate:
•	 is valid for a period of three years.  
•	 may be revoked by the Office of Children and Family Services (OCFS) if a provider fails 

to comply with the requirements for the administration of medication in a child day care 
setting. 

Participant Training Certificate
After successfully completing the MAT course, participants can download and print 
their MAT certificate on the ECETP website (www.ecetp.pdp.albany.edu/mytraining/). 
See Appendix L: Participant Instructions for Creating an ECETP Account.

Successful participants are awarded eight (8) training hours. The topic areas are noted on 
the training certificate. Participants cannot be awarded additional training hours, even if the 
participants are at the training site for more than eight (8) hours.
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Appendix H

MAT Trainer Guidelines for MAT Independent Study

MAT Trainers must follow the procedures outlined below when completing the testing 
associated with Part Two of the MAT Independent Study course.

Overview of MAT Independent Study
MAT Independent Study is a variation of the classroom MAT course. It is designed to give 
participants another option for earning a MAT training certificate by allowing participants to 
learn the material covered in the MAT course at their own pace and then test their competency 
with a MAT Trainer. MAT Independent Study is comprised of two parts. The first part is a 
self‑paced review of the MAT course content using materials such as handouts, video segments 
and independent exercises. The second part consists of hands-on practice time and testing with a 
MAT Trainer.

	 Part One: Content (Participant completes through self-study)
The participant can obtain the MAT materials and review them at his/her own pace. The 
materials are available for download through the MAT Independent Study website  
(www.ecetp.pdp.albany.edu) or participants can order the materials from the MAT 
Program using the online order form. 

	 Part Two: Practice and Testing (Participant completes with a MAT Trainer)
After the participant has reviewed the entire MAT course content in Part One,  
(s)he must complete competency testing in order to receive a MAT training certificate. 
The MAT Trainer must assess that each participant has completed Part One, including 
viewing all videos and completing all exercises. If participants have not completed 
Part One, they must be asked to leave. This testing consists of both a written test and 
three hands-on skills competency demonstrations [Randomized, Liquid Measuring, and 
Auto Injector (EpiPen®)]. This part of MAT Independent Study is completed in a 
classroom with a MAT Trainer. 

General Information
MAT Trainers can offer Part Two of MAT Independent Study in compliance with the guidelines 
in this appendix.

Part Two of MAT Independent Study
MAT Trainers who offer Part Two of MAT Independent Study should plan for 3 to 4 hours of 
time to spend with the participant as follows:

•	 Approximately one hour to review MAT concepts (including the Five Rights of safe 
medication administration) and to practice giving medication using materials provided by 
the MAT Trainer
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•	 Approximately one and a half hours to practice administering medication safely 
(including the Pre-Demonstration Practice) in accordance with the guidelines detailed in 
Appendix C

•	 Approximately one hour to complete the written competency test
•	 Approximately one hour to complete the skills demonstrations
•	 Additional time allotted in the event that a participant must retake any portion of the 

testing

Practice Time
The MAT Trainer will work with the participant to practice giving medication (topical, oral, 
inhaled [including nebulizer treatments], eye, ear, medicated patches, and epinephrine auto-
injector) using the MAT practice materials. Follow the practice time guidelines detailed in 
Appendix C. Since the epinephrine auto-injector and nebulizer practice time is done separately 
from the other routes in the MAT course, the MAT Trainer will need to include this with the 
practice time. 

•	 Nebulizer Demonstration
Due to the self-study aspect of the Independent Study version of MAT, trainers need to 
review the proper use of a nebulizer machine. While the nebulizer practice time is not 
a skills competency, participants who complete the Independent Study version of MAT 
need to show the MAT Trainer that they are able to follow the instructions for use.

•	 Five Rights Video 
Show the video (#5b) for Skills Demonstration (or demonstrate the process yourself) 
for Safely Administering Medication Using the Five Rights. Pair up participants and 
complete the Pre-Demonstration Practice in accordance with the guidelines detailed 
in Appendix C. 

Competency Tests
Participants need to successfully complete both the written and skills demonstration tests in order 
to receive a MAT training certificate. The testing required for Part Two of MAT Independent 
Study matches the testing in the MAT classroom course. 

•	 Written
The MAT Trainer can have up to eight (8) participants completing the written test at one 
time. Participants complete the comprehensive written test using the same guidelines as 
the MAT classroom course as detailed in Appendix D. Participants should bring their own 
handouts to use during the testing. MAT trainers must have one master set of handouts 
(classroom copies) per participant available during testing, but are not required to provide 
a set for participants to take with them. The written test is scored in accordance with 
classroom MAT guidelines.

Appendix H
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•	 Randomized Skills Demonstration and Liquid Measuring Skills Competency
The MAT Trainer can have only one participant completing the skills demonstration 
testing at one time. The MAT Trainer will observe the participant completing each of 
the required skills demonstrations, including the Randomized Skills Demonstration 
and Liquid Measuring Skills competency, which will be scored in accordance with the 
MAT classroom guidelines detailed in Appendix C.

•	 Epinephrine Auto-Injector Skills Competency
The MAT Trainer can have only one participant completing the epinephrine auto-injector 
skills demonstration testing at one time. The MAT Trainer will observe the participant 
completing the process for administering epinephrine via an auto-injector, which will be 
scored in accordance with the MAT classroom guidelines. The Epinephrine Auto-Injector 
Skills Evaluation Chart will be used to assess each participant’s competency.

Special Needs
Some participants may identify themselves as having a learning disability or a difficulty with test 
taking. If you are not sure how to accommodate a participant’s disability other than the need for 
additional time for testing, please contact the MAT Program for guidance. 

Medication administrants must be able to read and write in the language in which they will 
receive medication and documentation. You are NOT allowed, under any circumstances, to 
read any portion of the written test or skills competency forms to the participant.

Independent Study Participant Competency Record
The MAT Trainer should use the Independent Study Participant Competency Record to 
document the score each participant receives on the comprehensive written test and each skills 
demonstration. MAT Trainers can keep this form as a record of participant test scores.

Evaluation
All MAT Trainers should have participants complete the MAT Independent Study Evaluation. 
Trainers should review the evaluations to assist them in improving their training. Significant 
trends and curriculum-related concerns should be forwarded to the MAT Program.

Appendix H



Medication Administration Training (MAT) ♦ Trainer’s Manual (rev Aug 2021)
Page R-28

This page is intentionally blank.



Medication Administration Training (MAT) ♦ Trainer’s Manual (rev Aug 2021)
Page R-29

Procedures for Co-Training the MAT Class
Appendix I

General Information
Some MAT Trainers would like to conduct the MAT course with another MAT Trainer. No 
more than two MAT Trainers can co-train the MAT class at any time. The maximum number of 
participants in a MAT Class with two MAT Trainers is 16 participants. In addition, any MAT 
Trainer conducting the MAT course with another MAT Trainer must adhere to the MAT Program 
co-training policies outlined in this appendix. 

Role of the Co-Trainers
Co-trainers can choose who will present the curriculum, but each MAT Trainer must be prepared 
to provide the OCFS-approved MAT curriculum per program standards at any time during the 
training. Each co-trainer is responsible for ensuring the information presented is correct and all 
necessary handouts, testing materials and practice items are complete. 

Each MAT Trainer is responsible for his/her participants throughout the entire course. Each 
trainer cannot be responsible for more than eight (8) participants in one training session. This 
includes verifying the written competency test grade as well as testing the participant for the 
Randomized Skills Demonstration and the Liquid Measuring Skills competency. 

Co-Training Guidelines
•	 No more than two (2) MAT Trainers may co-train a MAT course at one time.
•	 Both MAT Trainers must be present for the entire training to assist and complete any 

responsibilities required to ensure a smooth training process.
•	 Each trainer is responsible for ensuring the information presented is consistent with the 

MAT curriculum.
•	 Each trainer is responsible for all necessary handouts.
•	 Each trainer is responsible for supplying all testing materials and practice items.
•	 Each trainer must submit a roster for his/her participants in the training. There can be 

no more than eight (8) participants per trainer, and no participant may be listed on both 
rosters.

•	 Each trainer is responsible for verifying the written competency test grade for his/her 
participants.

•	 Each trainer is responsible for evaluating his/her participants during the Randomized 
Skills Demonstration and the Liquid Measuring Skills competency.

•	 All MAT Trainers are eligible to participate in co-trainings with another MAT Trainer 
as long as a collaborative agreement between both trainers has occurred prior to the 
scheduled training.
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Submitting Training Rosters
When a MAT Trainer co-trains the course with another MAT Trainer, each trainer must submit 
his/her own online roster that identifies the participants each trainer was responsible for. There 
cannot be more than eight (8) participants on each trainer’s roster, and no participant may be 
listed on both rosters.

Appendix I
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Conducting the MAT Course in 
Spanish or Chinese (Mandarin)

Appendix J

As a MAT Trainer, you must follow the procedures outlined below when conducting the 
MAT course or administering the written test in Spanish or Chinese (Mandarin).

General Information
Participants attending the MAT course must be literate in the language(s) in which parental 
permission and health care provider instructions are written. Some child care providers are 
bilingual or read and write in a language other than English. The MAT curriculum is currently 
available in English, Spanish, and Chinese (Mandarin). All OCFS-authorized translated MAT 
materials are available on the PDP website.

MAT Trainer Certification
All MAT Trainers must be literate in English. Upon successful completion of the MAT Training 
of Trainers (TOT), you will be certified to conduct training in English only.

Becoming Certified in Spanish or Chinese (Mandarin)
MAT Trainers who are able to read and write Spanish or Chinese (Mandarin) may wish to 
become certified to conduct the MAT course in those respective languages. MAT Trainers must 
successfully pass the MAT written test in the language(s) in which they wish to train to become 
certified to train in Spanish or Chinese (Mandarin). Upon successful completion of the test, the 
trainer’s MAT certificate will be updated to reflect the language(s) in which (s)he is certified to 
train the MAT course. 

Training Participants in Spanish or Chinese (Mandarin)
The standards for conducting the MAT course in Spanish or Chinese (Mandarin) are the same 
for conducting the training in English. The MAT certificate indicates the language(s) in which 
the participant passed the MAT course. However, a medication administrant may accept  
permissions, instructions, inserts, medication labels and all other related materials in any 
language in which that person is literate (can read and write). This includes all over-the-counter 
and prescription medications.

Programs with Multiple Certifications
Some child care programs may have staff approved in multiple languages. The trainer 
must assure that participants understand they cannot administer medication to a child if the 
permissions, instructions, labels, inserts or other related materials are not written in the language 
in which they are literate. Programs will have to describe in their health care plan how they will 
handle this situation.



Medication Administration Training (MAT) ♦ Trainer’s Manual (rev Aug 2021)
Page R-32

This page is intentionally blank.



Medication Administration Training (MAT) ♦ Trainer’s Manual (rev Aug 2021)
Page R-33

PDP Training Organization Portal: Step-by-Step Guide for Trainers (Jul 2019) 
Page 1

PDP Training Portal
Approved active Medication Administration Training (MAT) and Health & Safety trainers use 
PDP’s Training Portal [tosite.pdp.albany.edu] to schedule MAT and Health & Safety Trainings:

• MAT classroom
• MAT Independent Study
• MAT skills competency testing for individuals who have completed their third 

consecutive MAT online renewal
• Emergency Medication Administration Overview
• Health and Safety: Competencies for Becoming a Family or Group Family Day Care 

Provider
• Health and Safety: Competencies in Child Care for Day Care Center and School-Age 

Child Care Program Staff
• Health and Safety: Competencies in Child Care for Day Care Center, School-Age Child 

Care, and Enrolled Legally Exempt Group Directors
Trainers also use the portal to manage and submit their training rosters and to cancel trainings, 
when necessary. Once you are approved to train the MAT and/or Health & Safety course(s) and 
have provided PDP with your Aspire ID number, PDP will add you to the Training Portal. You 
will receive an automated email from PDP containing a unique username for logging in to the 
Training Portal, as well as an activation link that prompts you to create a password for your 
Training Portal account.

The first time you access the Training Portal, you will need to complete three tasks:
• Verify your profile information
• Add endorsed training courses
• Add locations

Once you have completed these tasks, you can:
• Schedule specific training sessions
• Register individuals who have applied for your class
• Print the training roster for a class
• Submit the completed roster online
• Print a participant’s training certificate, if necessary

PDP Training Portal
Appendix K
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PDP Training Portal: Step-by-Step Guide for Trainers (Jul 2019)
Page 2

Once you have logged in to the Training Portal, the home screen displays:

Verifying Your Profile Information
Your profile contains your personal contact information, the course(s) you are approved to 
teach, and the language(s) in which you are approved to teach. You can change your personal 
information (other than your name) at any time. Only PDP can edit your name, as well as your 
approved courses and language(s).

1. Click your name in the upper right corner of the window. 
The My Profile window displays. Your user name, first name, last name, contact 
information, credential type, Aspire ID, and Medical License with expiration date are 
pre ‑filled. (Only the top half of the window is displayed here.)

Appendix K
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PDP Training Organization Portal: Step-by-Step Guide for Trainers (Jul 2019) 
Page 3

2. Verify your pre‑filled phone number and email address in the respective fields. 
Please verify that this information is correct, and be sure to keep it up to date.

3. The lower half of the window lists the course(s) you are approved to teach (including 
the expiration dates of your course certifications, as applicable), the counties where 
you offer training, the language(s) in which you are approved to teach, the training 
costs you establish, your affiliated training organization(s) (in the Assigned Training 
Organizations field), if any, and how many courses you have scheduled and/or 
completed. When you first set up your profile, the Scheduled To Teach field displays, 
“Nothing found”. 
Remember, only PDP can change the information in the Approved To Teach and 
Languages fields. You can edit all other fields in this section.

4. To add a county, click Add Working County on the right side of the Working County 
field, then select from the County drop-down list in the resulting window and click the 
Save button. 
To add multiple counties, repeat this step as often as necessary until you have added all 
of the counties in which you will offer training. Remember, you can add or delete counties 
from your list at any time.
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PDP Training Portal: Step-by-Step Guide for Trainers (Jul 2019)
Page 4

5. To add the cost you charge for each course you train, click Add Training cost. 
If you need to change the training cost for a particular course, you must first delete the 
existing cost information for that course (by clicking the X button in the Action column 
for that training cost) on the My Profile screen, then click Add Training cost and enter 
the new information.

6. Click the drop-down arrow for the Category field to select a training category, then enter 
the amount you charge for that category of training in the Cost field. Then click the Save 
button. 
The list will contain any categories you have not yet selected for trainings you are 
approved to teach.

7. When you have finished creating your profile, click the Save button at the bottom of the 
My Profile window. 
A message displays, confirming that your profile has been updated successfully. Anytime 
you make changes, you must remember to click Save for those changes to take effect.



Medication Administration Training (MAT) ♦ Trainer’s Manual (rev Aug 2021)
Page R-37

Appendix K

PDP Training Organization Portal: Step-by-Step Guide for Trainers (Jul 2019) 
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2. Click Add Portfolio on the far right side of the window. 
The Trainings>Manage Portfolios>Add Portfolio window displays.

3. Click the drop-down arrow and select and Endorsed Curriculum from the list. 
Only the courses you are approved to teach are listed. If you are approved to train in 
another language, such as MAT in Spanish or Health & Safety in Chinese, those courses 
will be listed here in those languages.

Adding Training
Courses in the PDP Training Portal are also referred to as “Portfolios”. Even though PDP 
pre-sets the courses (or “portfolios”) you are approved to teach, you still need to complete the 
“Add Portfolio” step so you can schedule training classes. If you have been approved to teach in 
another language, those courses will also be listed in the Add Portfolio window.

1. Click Trainings in the menu bar. 
The Trainings>Manage Portfolios window displays.

4. If the training course is eligible for the 
Educational Incentive Program (EIP), 
select the This training is eligible for EIP 
checkbox below the Endorsed Curriculum list. 
If the course is not eligible for EIP, 
skip to Step 6. 
This checkbox enables only if one of the Health & Safety or Emergency Medication 
Administration Overview courses is selected from the list. Once this checkbox is selected, 
the Training Organization field displays.

For more information about 
EIP, including eligible courses 

and EIP-affiliated training 
organizations, visit 

www.ecetp.pdp.albany.edu.
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6. When you selected a course from the Endorsed Curriculum list, the Portfolio Info fields 
pre-populated below; only PDP can edit this information. Scroll to the bottom of the 
window and click Submit. 
The confirmation message displays.

7. Click the Yes, submit it button. 
A message displays, confirming successful submission.

5. As you begin typing the name of your training organization, a list will display below the 
field. Select the appropriate EIP‑affiliated training organization from the list. 
Training organizations must already be affiliated with EIP to display in the list. 

What if only some of the trainings I offer are eligible for EIP? 
(For example, if you offer some trainings both through an EIP-affiliated training 

organization and as an independent trainer who is not affiliated with EIP)

You would add the portfolio (course) in the PDP Training Portal twice:
• one affiliated with an EIP-affiliated training organization
• one without an EIP affiliation

You would see this listing on the Manage Portfolios window (notice the EIP designation in green below the 
course name):

When scheduling a class, be sure you choose the appropriate (EIP or non-EIP) portfolio (course).
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3. Enter the training location name and street address information in the appropriate fields.

4. Use the Address’s Note field to add specifics that help participants, such as “Park in the 
back lot” or “Enter through the red door,” or, if you are training staff only at a specific 
program, you could also use the Address’s Note field to indicate this, such as, “This class 
is for ABC Day Care staff only.”

5. Enter the Phone and Contact Person information in the respective fields. 
These fields are optional, but may be useful if someone gets lost coming to your training.

6. Click the Save button.

Adding Training Location(s)
1. Click Trainings>Manage Locations in the menu bar. 

The Trainings>Manage Locations window displays.

2. Click Add Location on the far right side of the window. 
The Trainings>Manage Locations>Add Location window displays.
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Managing Trainings
Now that you have verified your trainer profile and 
established both the courses (portfolios) you are 
approved to teach and your training locations, you 
can schedule a class.

1. Click Trainings in the menu bar. 
The Trainings>Manage Portfolios window 
displays. The list of portfolios displayed here shows the courses you are approved to 
teach and that you previously selected in the Add Portfolio window. You can also see how 
many times you have scheduled each course in the Training Portal.

Hovering your mouse’s cursor 
over the Trainings button 
displays a list of training 
maintenance options:

• Manage Portfolios
• Manage Trainings
• Manage Locations
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2. Click the drop-down arrow in the Location field to select from the locations you 
previously created in the Add Location window.

3. Enter the maximum class size in the Capacity field. 
This number is limited by the course being offered, and may depend on the size of your 
training facility as well as your personal preference. For example, if you prefer to cap 
your class size at 4 people and a fifth person wants to sign up for this class, you can 
return to this window and increase the number in this field to 5. Keep in mind that, in 
accordance with PDP program requirements, the Training Portal will never allow you 
to enter a number larger than 8 in this field for MAT trainings, 12 for Health & Safety 
trainings, or 15 for Emergency Medication Administration Overview trainings.

4. Click the drop-down arrow for the Category field and select Classroom or Independent 
Study. 
(For Health & Safety trainings, the only option in this field is Classroom.)

5. Enter the Cost, Start Date, and End Date in the respective fields. You may also want to 
add information in the Registration Contact field to let interested providers know whom 
they should contact for information about registration.

6. Click [Add Session] in the menu bar in the lower part of the window. 
The Class Dates, Start Time, and End Time fields display. Remember, you entered the 
Start Date and End Date in the previous step, but you still need to specify the training 
session dates and times in this step.

Scheduling Trainings
1. To SCHEDULE a class, click the clock icon        in the Action column on the far right  

for the training title you want to schedule. 
The Trainings>Manage Trainings>Schedule Training window displays. The Training 
Organization, Training Title/hours, and Trainer Name are pre‑populated.
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7. Enter the Class Date, Start Time and End Time in the respective fields, then click the 
Add button. 
The class displays in the table in the lower part of the window. Notice the total class 
duration displays in the menu bar above the class list. If the total class duration hours 
are fewer than the number of hours associated with the course (displayed in green below 
the Training Title toward the top of this window), you need to add another class date 
until the total duration hours is at least equal to the course’s associated hours. You can 
always schedule more time or sessions to complete the course (such as two class sessions 
of 5 hours each, for a total of 10 hours, or three class sessions of 3 hours each for a total 
of 9 hours, for an 8‑hour MAT classroom training; or six 3‑hour class sessions for a 
total of 18 hours for a 15‑hour Health & Safety classroom training), but you CANNOT 
schedule less time (such as two class sessions of 3 hours each, for a total of 6 hours).

8. To add additional sessions for this training course, repeat Steps 6 and 7 above. When you 
have finished entering sessions for this training course, click the Submit and Schedule 
button. 
The scheduling confirmation message displays. The class is automatically published 
to the EIP training calendar, where prospective training participants can find it on the 
ECETP website.
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Editing Scheduled Trainings
1. To EDIT a class after you’ve scheduled it (for example, if you need to change the class 

date or the maximum number of participants), click Trainings>Manage Trainings in the 
menu bar. 
The Trainings>Manage Trainings window displays.

2. Click the scheduled class’s name in the  Title column on the far left side of the Scheduled 
Training List. 
The Trainings>Manage Trainings>Edit Training window displays.

3. Change the applicable class information and click Save. 
In this example, the trainer wants to change the Start Date, End Date, and individual 
class session dates. The save confirmation message displays. 
Note: If you change the Start Date and/or End Date fields, the class sessions in the 
list in the lower part of the window must be within the new date range; otherwise, the 
following message displays:
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4. To change the class sessions, you must click the     icon to delete original sessions that no 
longer apply, then click [Add Session] to add the new sessions that correspond to the new 
Start Date and End Date range. 
The revised class sessions display in the list. 

5. Click Save to save your changes. 
The save confirmation displays. Participants who are registered for the class will receive 
an automated email informing them of the revised class date(s), and the revised Start 
Date and End Date for the course will display on each participant’s “My Activities” page 
on the ECETP website.
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3. Click the Yes button. 
The cancellation confirmation message displays.

Cancelling Scheduled Trainings
1. To CANCEL a scheduled training, click Trainings>Manage Trainings, then click the 

scheduled class’s name in the  Title column on the far left side of the list. 
The Trainings>Manage Trainings>Edit Training window displays.

2. Click the Cancel button in the upper right corner.  
The following message displays: 

3. Click the Close button. 
Participants who are registered for the class will receive an automated email informing 
them of the class cancellation, and the Training Status for the course will display 
“Canceled” on each participant’s “My Activities” page on the ECETP website. 
NOTE: Remember to cancel classes at least three (3) days before the first session date 
for that class.
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Training Rosters
When prospective participants go to the ECETP website to find training, they will see any 
scheduled trainings that fit the search parameters they have selected (date range, program type 
[e.g., MAT, Health & Safety], course type, region, OCFS topic areas, Core Body of Knowledge 
topic areas, and/or keywords). In the example below, a prospective participant is searching for 
MAT training occurring on or after October 1, 2019 in the Albany region:

The prospective participant can click on the course title in the table to view detailed information 
about the class:

Prospective participants who want to attend this training would click the Apply for this training 
button. If they want to return to the previous list of trainings, they would click Close this 
Window. Individuals must have an ECETP account to apply for trainings.
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Processing Participant Training Applications
When a prospective participant applies for one of your classes, the database automatically sends 
you an email. You then need to manage the roster for your training in the Training Portal.

1. Click Trainings>Manage Trainings in the menu bar. 
The Trainings>Manage Scheduled Training window displays. New participant training 
applications will display in orange text under the course title for that particular class.

2. Click on the orange people icon         [“1 NEW applied” in this example]. 
The Trainings>Manage Trainings>Provider Rosters window displays. Participant 
information pre‑fills based on the information prospective participants entered in their 
ECETP accounts. Each participant’s respective class registration status displays in the 
Status column.

3. Click on the provider’s name to see more information about that provider and to change 
the provider’s status. 
The Trainings>Manage Trainings>Provider Rosters>Provider Info window displays. 
You can also change the provider’s status directly on the Trainings>Manage Trainings> 
Provider Rosters window by clicking on the provider’s corresponding entry in the Status 
column.
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4. To confirm the provider’s application and formally register the provider for the class, 
click the drop-down arrow in the Status field and select Registered. 
Once you have registered the participant, the provider’s status on the roster changes from 
“Submitted” to “Registered”. 
If you need to decline the provider’s application, select Decline. You might need to 
decline an application because your class is full or because you discovered after 
contacting the provider that (s)he accidentally signed up for the wrong class. 
Participants receive an automated e‑mail whenever status changes have been made to 
their account.

5. Repeat steps 3 and 4 for any other submitted applications, as necessary.
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2. Click the orange people icon         under the specific training class title. 
The Trainings>Manage Trainings>Provider Rosters window displays.

3. Click the Print button on the far right end of the menu bar at the top of the Providers list. 
The training roster displays and the Print dialog box opens. Select the appropriate 
printer, if necessary, and click the Print button. 
The training roster includes a checkbox for verifying the participant’s ID and a signature 
space for the participant to sign.

Printing the Training Roster
1. Click  Trainings>Manage Trainings in the menu bar. 

The Trainings>Manage Trainings window displays.
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Submitting the Training Roster
When the training is finished, you need to update your roster in the Training Portal accordingly, 
indicating whether participants passed, failed, or were incomplete, or to indicate that a registered 
participant did not attend the training.

1. Click Trainings>Manage Trainings in the menu bar. 
The Trainings>Manage Trainings window displays.

2. Click the orange people icon         under the training class title whose roster you want to 
view. 
The Trainings>Manage Trainings>Provider Rosters window displays.
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3. In the Status column, click on each participant’s status and update it accordingly:
• Passed
• Failed
• Incomplete: for participants who did not complete the course; this includes 

someone who needs to come back for a second try at the written test or skills 
competency testing.

• No Show
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3. Click the Certification link displayed below “Passed” in the participant’s Status column. 
The certificate displays as a PDF document. Click the Print button in the Acrobat Reader 
or web browser window to print the certificate.

Printing Participant Certificates
As soon as you have updated a participant’s status to “Passed,” an automated e-mail is sent to the 
participant. That participant can then log in to his/her ECETP account to download and print the 
training certificate. If a participant does not have access to a printer, you may want to print the 
training certificate and send it to the provider.

1. Click Trainings>Manage Trainings. 
The Trainings>Manage Trainings window displays.

2. Click the orange text below the training class the participant attended. 
The Trainings>Manage Trainings>Provider Rosters window displays.
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Frequently Asked Questions
Q: How do I handle walk-ins?
A: You can write walk‑ins at the bottom of your printed roster and have participants register 

for the training class in the ECETP training calendar later. Participants must have an 
ECETP account, so you may need to guide a new participant through creating an ECETP 
account and registering for your training after the fact.

Q: What do I do with my MAT or Health & Safety Trainer seal?
A: Keep your seal, in case you need to reissue a certificate to a participant for a class 

that pre‑dates this process (generally, prior to May 1, 2017). MAT and Health & Safety 
Trainers who became certified after April 1, 2017, do not have seals, since all of their 
training rosters are entered into the Training Portal.

Q: Do I still need to keep the hard-copy roster after I have submitted the electronic roster 
in the Training Portal?

A: You need to keep rosters for at least seven (7) years. You can keep the hard‑copy roster 
and/or scan it and save it electronically, if you prefer. You also need to keep the MAT 
Participant Competency Record or Health & Safety Training Competency Chart for 
seven (7) years.

Q: What if a training participant doesn’t have access to a printer and therefore can’t print 
his/her training certificate?

A: You can print the participant’s training certificate from the finalized roster and send it to 
the participant.

Q: Is there a video available that will show me how to use the Training Portal?
A: Yes. You can view the pre‑recorded webinar about using the PDP Training Portal from 

the respective trainer page on the PDP website:
• MAT: www.ecetp.pdp.albany.edu/downloadfiles/trainers/MAT/mattrainer.shtm
• H&S: www.ecetp.pdp.albany.edu/downloadfiles/trainers/HS/hstrainer.shtm
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Skills Demonstration Competency 
Following Third Consecutive Online Renewal Test

General Information
Child care providers who are MAT certified may renew their certification for an additional three 
(3) years by successfully completing an online renewal test. Upon their third consecutive online 
renewal, they must also demonstrate that they still follow safe medication techniques in the 
administration of medication.

Third Online Renewal Skills Competency Demonstration Test
A Medication Administrant may renew their MAT certification by successfully completing an 
online renewal test, two consecutive times. Each successful completion of the online test will 
result in an additional three-year certification.

Upon successful completion of the MAT online renewal test, for the third consecutive 
time, the medication administrant must also successfully complete the three (3) skills 
competency tests: a randomized skills demonstration, a liquid measure demonstration, and 
an epinephrine auto-injector skills demonstration. 

Trainers will schedule the MAT Skills Competency Renewal in the PDP Training Portal. This 
training is not required to be scheduled at least ten (10) business day in advance.

Medication administrants who choose to take the online renewal test will be able to print a form 
stating that they passed the online portion of the renewal. The MAT Trainer should ask to see this 
form to verify that the provider has passed the online renewal test before completing the Skills 
Competencies.

Follow all procedures for administering the Skills Demonstration Tests as outlined in 
Appendix D: Administering the Skills Demonstration Test. MAT trainers may offer a review of 
MAT best practices; however, this is not required.

Participants who have successfully completed the skills demonstration competency following 
their third consecutive online renewal test may downoad and print their renewed MAT certificate 
from their ECETP account. 

NOTE: Medication administrants must complete all requirements for recertification before 
their MAT certificate expiration date. If a provider allows his/her MAT certificate to expire 
(s)he MUST retake the MAT course.
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Any modifications to the MAT curriculum or policies of the MAT Program will be 
communicated to MAT Trainers via e-mail, and revised curriculum materials will be uploaded to 
the “For MAT Trainers” page on the ECETP website (www.ecetp.pdp.albany.edu/trainers/MAT/
mattrainer.aspx). 

It is crucial that all MAT Trainers maintain a working e-mail address to communicate with the 
MAT Program. Please notify the MAT Program immediately of any changes to your e-mail 
address.

Accessing Updates and Alerts
You can access all MAT curriculum updates and informational alerts online at  
www.ecetp.pdp.albany.edu; click the “for trainers” link. Be sure to click the link for updates for 
MAT Trainers. This page is password protected. To access the information you must type in a 
password, which will be given to you at the end of this training. The password is case sensitive. 
You must click the Submit button; pressing the Enter key on your keyboard will not work.

You may be given a unique username and password to access this site. You are responsible for 
maintaining the security of this information.

You can bookmark the page once you enter the password and it will automatically bring you to 
the page without asking for the password again. You should not share the password with non-
MAT Trainers.

Responsibility of the MAT Trainer
You are responsible for knowing and complying with all curriculum updates within the time 
frame specified. You should make a habit of checking the MAT Trainer webpage before 
conducting a MAT class.
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Facilitating the MAT Course

Appendix O

General Information
MAT courses are occasionally monitored to ensure that the MAT course is being conducted as 
outlined in the MAT curriculum without additions or omissions. The MAT Trainer Evaluation 
Tool has been developed for use during a monitoring visit.  This tool clearly defines elements of 
the training that should be covered in every MAT course.

Monitoring Visits
PDP will monitor each MAT Trainer at least once per certification period. Monitoring may 
be unannounced. It is the MAT Trainer’s responsibility to notify the MAT Program of his/her 
training schedule so a monitoring session can be scheduled. Whenever possible, the MAT class 
being monitored should have at least three (3) participants. If a training is cancelled, it is the 
MAT Trainer’s responsibility to notify the MAT Program of such a cancellation no fewer than 
three (3) days prior to the date of the cancelled training.

Areas of observation during the MAT visit include:
	Adherence with MAT Program standards
	Adherence to the MAT curriculum
	Correct written testing procedures
	Evaluation of skills demonstrations
	Proper handling of participant questions
	Presentation style
	Use of the most current version of the MAT curriculum and course-related materials

Process
MAT Trainers will be evaluated for their ability to:

1.	 Review the focus/objectives of the module
2.	 Demonstrate mastery of the curriculum content
3.	 Answer monitor/participants questions correctly or agree to obtain answer in an 

appropriate timeframe
4.	 Review the most current version of the Participant Materials
5.	 Demonstrate appropriate training skills
6.	 Refer participants to appropriate regulations
7.	 Complete all activities and practice sessions as requested
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8.	 Show all required videos at appropriate times
9.	 Administer and appropriately grade participants’ written tests
10.	Effectively perform randomized skills, liquid measure, and epinephrine auto-injector 

demonstrations

Monitoring Evaluation Tool
The monitor uses the MAT Trainer Monitoring Evaluation Tool to document the MAT Trainer’s 
facilitation of the MAT course. (See “MAT Trainer Monitoring Evaluation Tool” at the end of 
this appendix.) Follow-up technical assistance (TA) visits will continue to be scheduled with 
MAT Trainers whenever possible to ensure continued quality of the MAT training program.

Passing Scores
Each MAT Trainer who passes monitoring session will be notified by the program representative 
at the time of the observed training. A written copy of the MAT Trainer Monitoring Evaluation 
Tool will be e-mailed to the MAT Trainer approximately two weeks after the observed training. 
The MAT Trainer will continue to be certified as long as the trainer continues to meet the MAT 
Trainer standards. 

Failing Scores
Any MAT Trainer who does not pass the monitoring session will be notified by the program 
representative at the time of the observed training. MAT Trainers who fail the monitoring session 
will receive technical assistance (TA) and may receive a follow‑up monitoring session. Technical 
assistance may include requiring the trainer to successfully complete the MAT TOT again or a 
MAT recertification session. If the trainer fails the subsequent monitoring session, the trainer 
will be suspended and the trainer will be informed that (s)he may not teach a MAT class until 
otherwise instructed by PDP.

Appendix O
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Medication Administration Training (MAT) 
Statement of Ethical and Professional Obligations

I understand that as a certified MAT Trainer, I must uphold certain ethical and professional 
obligations. Unless otherwise noted below, these obligations apply to all Medication 
Administration courses, including the Emergency Medication Administration Overview (EMAO) 
course that I have been approved to train., These obligations are as follows:  

•	 I will present the approved curriculum exactly as it is written, without additions or 
omissions.  

	 Initial __________

•	 I will distribute the most current versions of all participant handouts, related training 
materials, and practice and testing materials for each MAT course I present.

	 Initial __________

•	 I will administer the written test in compliance with the MAT curriculum, including 
but not limited to: allowing adequate time for completion; allowing participants to use 
handouts during testing; clarifying test questions, but not to the extent of reading or 
interpreting questions; allowing participants the opportunity to take a second version of 
the written test in the event of failure; providing clarification prior to administering a 
second test, if needed; and actively monitoring participants during testing.

	 Initial __________

•	 I will treat all participants in training events, and all early childhood education 
professionals in general, with respect, compassion, dignity and fairness, and will not 
degrade, harass or exploit participants or discriminate against them for any reason.

	 Initial __________

•	 I will never have more than eight (8) participants in each MAT course nor more than 15 
participants in each EMAO course. 

	 Initial __________

•	 I will conduct all MAT and EMAO courses in an environment conducive to adult learning 
with sufficient space to safely conduct training. The space must have adult-size tables and 
chairs, a working TV or projection screen, and must be in a location free from distraction. 

	 Initial __________

•	 I will successfully complete a MAT Recertification Session and/or monitored class at 
least once per certification period in order to maintain my MAT Trainer certification.

	 Initial __________
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•	 I will schedule each MAT course in the PDP Training Portal at least ten (10) business 
days before the class start date. If a class is cancelled for any reason, I must cancel the 
class in the PDP Training Portal at least three (3) business days before the class start 
date. On the rare occasion that an unforeseen circumstance causes a class to be canceled 
with fewer than three (3) days’ notice, I will immediately notify PDP in writing via email 
regarding the reason for the cancellation. 
Initial __________

•	 I will train at least one (1) MAT course (the EMAO course does not count toward the 
minimum) per year, unless otherwise indicated by PDP.

	 Initial __________

•	 I will complete all rosters in the PDP Training Portal no more than five (5) business days 
after the completion of each MAT/EMAO course. 

	 Initial __________

•	 I will assess each participant’s competency for demonstrating skills necessary to 
administer medication safely to the same standard identified in the MAT curriculum. 

	 Initial __________

•	 I will maintain a valid New York State license to practice as a registered nurse, nurse 
practitioner, physician assistant or physician. If my professional license is revoked or 
suspended for any reason, I will notify the MAT Program immediately.

	 Initial __________

•	 I will maintain a working e-mail address and will periodically download curricular 
updates, as applicable. 

	 Initial __________

•	 I will avoid situations in which a conflict of interest may arise between me, a funding 
agency, designated participants, and/or other relevant stakeholders.

	 Initial __________

•	 I understand that if I fail to comply with the standards set forth by the MAT Program, my 
MAT Trainer certification may be suspended or revoked.

	 Initial __________

I have read and initialed each of the above statements and will abide by them. I understand that 
my MAT Trainer certification may be suspended or revoked for documented violation of any of 
the above obligations.  

NAME:	 ________________________________________ 
	 (please print)

SIGNATURE:	 ________________________________________	 DATE:_________________
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Certification
Upon successful completion of the Medication Administration Training (MAT) Training of 
Trainers (TOT) course, you will be certified to conduct the Medication Administration Training 
(MAT) course for one (1) year. After successfully demonstrating your ability to conduct the 
course, comply with the Medication Administration Training Program standards, and attend a 
recertification class during your first year, you will be recertified for three (3) years from your 
original certification date. 

In addition, certified MAT Trainers may offer the Emergency Medication Administration 
Overview course after they have viewed the Emergency Medication Administration Overview 
Training webinar at: https://res.pdp.albany.edu/ECETPWebsite/Files/trainers/MAT/Curriculum/
EMAO/MAT-EMAO-webinar.mp4.  This certification will run concurrently with your MAT 
certification.  

To maintain your MAT Trainer certification, you must:  
•	 fully comply with the Statement of Ethical and Professional Obligations 

for MAT Trainers;
•	 follow the Medication Administration Training and, as applicable, the Emergency 

Medication Administration Overview Training Curriculum as written; and
•	 follow the MAT Trainer Resources.

Suspension
Any MAT Trainer whose certification is suspended by the Professional Development Program 
(PDP) may not conduct any Medication Administration Training courses. Suspension reasons 
include, but are not limited to:  

•	 failure to fully comply with the Statement of Ethical and Professional Obligations 
for MAT Trainers;

•	 failure to follow the Medication Administration Training curriculum and, as applicable, 
the Emergency Medication Administration Overview Training curriculum, as written; 

•	 failure to follow the MAT Trainer Resources; and/or 
•	 a complaint that requires an investigation.

To restore certification after suspension, a trainer may need to follow a corrective action plan that 
may include, but is not limited to, technical assistance, monitoring, and successful completion 
of a TOT or recertification session. Failure to do so may result in revocation of the trainer’s 
certification.
Once notified of suspension, a MAT Trainer has the right to appeal.
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Revocation
Depending on the severity of the circumstances, the Professional Development Program (PDP) 
reserves the right to revoke a MAT Trainer’s certification. Any MAT Trainer whose certification 
has been revoked by PDP may not conduct any Medication Administration Training courses. In 
addition, a revoked MAT Trainer is not eligible for recertification or retraining. 
Once notified of revocation, a MAT Trainer has the right to appeal.
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Complaint Involving a MAT Trainer—Inquiry Process

ISSUE:	 Outside complaint or concern expressed to the MAT Program regarding a 
MAT Trainer.

Procedure:
1.	 MAT Trainer contacted to discuss complaint or concern
2.	 Issue recorded in MAT Trainer’s record
3.	 Determination of follow-up by MAT Program based on severity of issue

a.	 No further action required  OR
b.	 Action required

If action is required:
1.	 Identify if the MAT Trainer has been monitored conducting a training

a.	If monitored by an approved monitor:
i.	 Determination of action by MAT Program

1.	 No further action required OR
2.	 MAT Program will contact trainer for discussion of issue

a.	Based on discussion, program will decide either:
i.	 The next training MAT Trainer has scheduled must be 

monitored by a MAT Instructor 
(MAT Trainer cannot conduct a training unless it is 
monitored, even if the trainer must cancel training due to 
scheduling conflict with MAT Program.) —OR—

ii.	 One of the MAT Trainer’s next scheduled trainings will 
be monitored by a MAT Instructor 
(If a MAT Instructor is not able to attend the next 
scheduled training due to a scheduling conflict, the 
MAT Trainer will be allowed to conduct the training 
until a MAT Instructor is able to successfully observe a 
training.)

b.	If not monitored:
ii.	 Determination of action by MAT Program

1.	Program will contact MAT Trainer for discussion of issue
a.	Based on discussion, the trainer must have next training 

monitored by a MAT Instructor or program representative 
(MAT Trainer cannot conduct a training unless it is monitored, 
even if trainer must cancel training due to scheduling conflict.)
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Issue or concern brought to 
attention of MAT Program

Complaint/issue discussed 
with MAT Trainer

Based on severity of issue, 
determination of further 
action by MAT Program

Action required No further action required 
(issue documented)

Identify if MAT Trainer 
has been monitored

Trainer HAS  
been monitored

Trainer HAS NOT 
been monitored

Next training  
MUST be monitored 

(may need to 
cancel a training)

One of next 
scheduled trainings 

will be monitored 
(does NOT need 

to cancel)

Next training  
MUST be monitored 

(may need to 
cancel a training)
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MAT Trainer Appeal Process

A MAT Trainer whose certification is suspended or revoked has the right to appeal the decision. 
The appeal procedure is as follows:

1.	 A MAT Trainer may appeal the decision by submitting a request in writing (email is 
permissible), along with any appropriate documentation and materials that support 
the appeal. The written appeal packet must be sent (postmarked) to the Professional 
Development Program (PDP) within 15 business days of notification of the suspension or 
revocation. The packet may be emailed to mat@albany.edu or mailed to:

Professional Development Program 
MAT Program Manager 
4 Tower Place, 4th Floor 

Albany, NY 12203

2.	 The suspension or revocation remains in effect until the appeal process is concluded.

3.	 The Professional Development Program will forward the appeal packet to the Appeal 
Committee within five (5) business days of receipt. The committee will not include a MAT 
Program staff member.

4.	 The Appeal Committee has 15 business days upon receipt to render a decision based on an 
evaluation of the appeal. Three (3) outcomes are possible:

a.	 The appeal does not have merit and the MAT Trainer’s certification remains 
suspended or revoked.

b.	 The appeal has merit and the Committee provides conditions for reinstatement.
c.	 The appeal has merit and the Committee recommends the MAT Trainer’s certification 

be reinstated without condition.

5.	 The Professional Development Program will notify the MAT Trainer of the Committee’s 
decision within five (5) business days after the decision is made. The Appeal Committee’s 
decision is final. 

This process is subject to change based on program evaluation.
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General Information
All MAT Trainers must have at least one successful training monitoring visit and must 
successfully complete a recertification session before the expiration date of their MAT Trainer 
certification. Recertification sessions are offered at locations throughout the state to enable 
trainers to meet this requirement. Recertification sessions will include a competency, which may 
be written, skills based, or involve a teach-back of the MAT curriculum. In rare circumstances, a 
MAT Trainer’s certification may be renewed following a successful monitoring of a MAT course. 

Goal
The recertification process verifies that the MAT Trainer facilitates the MAT curriculum 
thoroughly and appropriately, provides participants with accurate information regarding safe 
medication administration practices, and evaluates class participants’ learned knowledge and 
skills appropriately. 

Requirements
Each MAT Trainer must conduct a minimum of one (1) MAT course per year during his/her 
certification period. In addition, the MAT Trainer must:

♦	 Maintain appropriate NYS licensure
♦	 Remain in good standing with the MAT Program by:

o	 Demonstrating adherence to MAT curriculum and standards
o	 Submitting MAT schedules, rosters, and (as applicable) cancellations within the time 

frames established by the MAT Program
o	 Maintaining up-to-date personal demographic information including a working 

e‑mail address
o	 Implementing all curriculum procedural updates 

Follow-up Technical Assistance (TA) visits will continue to be scheduled with MAT Trainers 
whenever possible to ensure continued quality of the MAT training program.
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Emergency Medication Administration Overview 
Training

The Professional Development Program (PDP), under a contractual agreement with the New 
York State Office of Children and Family Services (NYS OCFS), developed the Emergency 
Medication Administration Overview training for regulated child day care providers who are not 
MAT certified but who want to obtain training for safely administering emergency medication 
in accordance with the NYS OCFS Child Day Care Regulations. The regulations specifically 
identify “emergency medication” as epinephrine auto‑injectors, diphenhydramine in combination 
with the epinephrine auto‑injector, asthma inhalers and nebulizers. This course is not required to 
administer such emergency medication in regulated child day care programs; it simply provides a 
consistent curriculum for safely administering these medications.

This training also includes the option of learning about the storage and use of 
non‑patient‑specific stock epinephrine auto‑injectors in accordance with the NYS Department of 
Health (DOH) training requirement for programs that choose to stock epinephrine auto‑injectors 
under the NYS Public Health Law.

Providers who are currently MAT certified do not need to take this course unless they also 
want to administer stock non‑patient‑specific epinephrine auto‑injectors in accordance with the 
Public Health Law. This course is one of the approved courses identified by DOH to meet the 
Public Health Law training requirement. Providers must complete all eight (8) modules of the 
Emergency Medication Administration Overview course in order to use this training to meet that 
training requirement. Providers can also contact DOH to locate another approved training course 
that satisfies this Public Health Law training requirement.

Only MAT Trainers who have viewed the Emergency Medication Administration Overview 
Trainer’s webinar [https://res.pdp.albany.edu/ECETPWebsite/Files/trainers/MAT/Curriculum/
EMAO/MAT-EMAO-webinar.mp4] may train this course. After a MAT Trainer has viewed the 
webinar, PDP will update the trainer’s eligible trainings in the PDP Training Portal to include this 
course. The course will be listed in the portal twice:

•	 Emergency Medication Administration Overview reflects only the first seven (7) modules 
of the course and provides 2.25 hours of training credit.

•	 Emergency Medication Administration Overview INCLUDING Stock Epinephrine 
Auto‑Injectors reflects all eight (8) modules and provides 2.5 hours of training credit.

For additional information about the PDP Training Portal, including how to schedule trainings, 
see Appendix K.

The Trainer’s Manual and Participant Materials for the Emergency Medication Administration 
Overview course are available on the MAT Trainer page of the ECETP website 
[www.ecetp.pdp.albany.edu/trainers/MAT/mattrainer.aspx].
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The Emergency Medication Administration Overview trainings may also be monitored by PDP 
and will follow the procedures for class monitoring described in Appendix O: Monitoring of 
MAT Trainers Facilitating the MAT Course.
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OCFS Policy Statements 
Associated with Medication Administration
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Frequently Asked Questions

Q.	 What if the information in the curriculum is out-dated or incorrect?  Can we modify it?
A.	 No. If the curriculum is incorrect or outdated, please bring it to the attention of the MAT 

Program with the citation of the new/updated information.  We will then obtain necessary 
approvals from OCFS and assure proper distribution to all certified MAT Trainers. This 
procedure will ensure the consistency of the training throughout the state.

Q.	 If regulations change, will MAT Trainers be notified?
Q.	 Yes. The MAT Program will notify MAT Trainers if changes are made to the NYS OCFS Child 

Day Care Regulations pertaining to the administration of medication.

Q.	 Are funds available to help offset the cost of the training?
Q.	 Yes. MAT Rebate funds are available to offset the cost of the MAT course. Rebate applications 

can be downloaded from the MAT website: www.ecetp.pdp.albany.edu.

Q.  Will my contact information be available for interested day care providers to contact 
me to attend training?

A. 	Yes. MAT Trainer information will be published on the MAT website (www.ecetp.pdp.albany.edu). 
The information you provide to the MAT Program will be published, so please be sure to indicate 
how it is best for child care providers to reach you. Child care providers or program directors 
would then contact you directly for a schedule of upcoming courses.

Q.	 How much should I charge for the MAT course?
Q.	 Because trainer costs vary, it is up to each trainer to determine the cost of his/her training. 

It is recommended that the trainer conduct a cost analysis to determine a fair price. MAT 
Rebates are available to help offset the training costs to child care providers. Trainers should 
have a written policy detailing his/her pricing and cancellation/refund policy. Pricing must 
be consistent for all trainings conducted.

Q.	 Can I pair up with another health care provider to conduct a MAT course?
Q.	 Yes, as long as the other health care provider is also a MAT Trainer and the ratio of trainer 

to participant remains 1:8 or less, with a maximum of two trainers and 16 participants per 
course. Each co-trainer must be present for the entire course, not just the demonstration 
competencies. See Appendix I: Procedures for Co-Training the MAT Class for more details.

Q. 	Are providers working under my professional license if I award them a MAT 
certificate?

A. 	No. The New York State Office of Children and Family Services (OCFS) regulations allow 
child care providers in New York State to administer medication upon successfully completing 
a medication administration training approved by NYS OCFS and being approved in their 
program’s health care plan.
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Q.	 Can child care providers choose to administer medication by some routes they are 
certified to use and exclude others?

A.	 Yes, as long as the child care provider is not violating the Americans with Disabilities Act, 
that the health care plan clearly reflects the policy of the child care program and that parents 
are informed of these policies.

Q.	 Can the Americans with Disabilities Act force child care providers to administer 
medication by specific routes?

A.	 Questions about the Americans with Disabilities Act are legal questions. Child care providers 
should speak with their licensor or registrar with specific questions or seek legal counsel.

Q. 	How do child care providers find a health care consultant for their programs?
A.	 Child care providers can contact their local Child Care Resource and Referral agency or 

local Department of Health.

Appendix W
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Resource Directory

Professional Development Program 
MEDICATION ADMINISTRATION TRAINING PROGRAM 

4 Tower Place, 4th Floor 
Albany, NY 12203 

TOLL-FREE: (800) 295-9616 
FAX: (518) 442-6645 

E-MAIL: mat@albany.edu 
MAT Rebate Program: (800) 295-9616

NYS OCFS-affiliated referral agencies: 
http://ocfs.ny.gov/main/childcare/referralagencys.asp

NYS OCFS Regional Offices (including NYC Department of Health and Mental Hygiene 
[DOHMH] borough offices):  
http://ocfs.ny.gov/main/childcare/regionaloffices.asp 

County departments of Social Services:  
www.health.ny.gov/health_care/medicaid/ldss.htm

Searchable list of county departments of health:  
www.nysacho.org   
(Click the “Directory” link in the orange menu bar at the top of the Web page.)
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