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Applying for Knowledge Competency Framework 
Areas for Existing Training Sponsor 
Organizations 
Training Sponsor Organizations host training events for professionals working in the field of 
early care and education. 

Current registered Training Sponsor Organizations will need to agree to the terms and 
conditions and/or apply for KCF Area(s), follow the instructions below. Do not use these 
instructions to apply as a new Training Sponsor Organization. Until the process is 
completed, an error message will be displayed in the Training Entry area of the Organization 
Profile. 

 

HOW TO APPLY FOR KCF AREAS AS A TRAINING SPONSER 
ORGANIZATION 

1. Log into the Develop Individual Profile. To create an Individual Profile reference the 
document, Creating an Individual Profile (PDF). 

2. In the context menu in the upper, right-hand corner of the screen, select the 
Organization Profile. 

https://www.developtoolmn.org/dhs/assets/Creating_an_Individual_Profile_tcm1053-500293.pdf
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3. Displayed is the Org. Details tab of the Organization Profile. 

4. Scroll down to the middle of the page. Click Change Knowledge and Competency 
Framework Areas. Based on the Training Sponsor Organization’s expertise, check 
one or more Knowledge and Competency Framework (KCF) Area box(es). 

For more information about Minnesota’s Knowledge and Competency Framework the 
following information can be referenced at Minnesota Department of Education: 
Knowledge and Competency Framework website. 

 

https://education.mn.gov/MDE/dse/early/highqualel/know/
https://education.mn.gov/MDE/dse/early/highqualel/know/
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5. Select the appropriate choice of buttons to indicate if supportive documentation will 
or will not be uploaded. 
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6. To add supportive documentation, click +File. Choose the document to be uploaded 
and select the File Type. To add more files click on the +File. To remove uploaded 
files click the red trash can icon. 

 

7. Read the Training Sponsor Organization agreement form carefully. Check the box to 
agree to the agreement and click Submit Agreement. 
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8. A message will display asking if the agreement is ready to be submitted. Click No to 
go back, or Yes to continue. 

 

9. A message will display after the agreement has been successfully submitted. Click 
OK. 

 

10. After a Training Sponsor Organization agreement has been reviewed, an automated 
email will be sent. Log into the Individual Profile and navigate to the Organization 
Profile to review which KFC Area(s) the organization was approved for. 

11. On the Org. Details tab, review the KCF Area(s) that were applied for and which 
area(s) have been approved to train on. Approved areas will have the Verified box 
checked.  
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12. To apply for additional KCF Areas, click Change Knowledge and Competency 
Framework Areas.  

 

13. The supportive documentation submitted can be reviewed. The status will display if 
documentation was accepted or not accepted, and why. To add more documentation 
click Add Documentation button. 
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14. If approved for at least one KCF Area, the Training Entry will display as an option in 
the left-hand navigation menu. 
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