Training Plan

Making Connections


 Making Connections Course – 

This course is designed to promote connections for the new employee with the local DFCS office, the community in which he/she will be working and the families with which he/she will be serving.  The sequence of activities and online training are designed to provide the new employee with a foundation of knowledge, observations and experiences to prepare him/her for the classroom training experience.  

The course consist of 3 Stages;

· Making Connections in your DFCS office
· Making Connections in your Community
· Making Connections with the Families served
Training Plan – 

The Training Plan should be completed with the new employee on the FIRST DAY to ensure that the time spent in the county is providing the desired connections and foundations for the classroom training.  The Training Plan identifies the activities and task associated with that activity.  The Training Coordinator/Supervisor is expected to review this plan with the new worker and identify specific dates and persons responsible for each task to ensure that all the activities are completed prior to attending the classroom training.  A separate training plan has been developed for each stage to facilitate the planning.  The role and responsibility of the Field Practice Advisor should be clearly defined in the Training Plan.  The Trainee should bring the completed Training Plan with them to the Training Orientation on Day 2.
Training Orientation –

The new employee will be expected to attend the Training Orientation on Day 2 of employment.  This orientation will provide the new employee specifics as to what will be expected of them over the next few weeks.  The Trainee MUST have a functioning tablet with them to attend the orientation. 
Making Connections will replace the existing Training and Field Practice Guide.  All new hires for February 1, 2009 will follow the Making Connections format for the new worker training sequence.  

Trainee: 








Supervisor: 








Field Program Advisor: 






Training Coordinator: 





	Stage 1

DAY
	Activity
	Task
	Person Responsible for completing task
	Due Date
	Accountability Review Date

	Before the new hire arrives
	
	
	
	
	

	1
	Orientation with Regional HR
	
	
	
	

	2

	Meet with County Director
	Schedule time with Director
	
	
	

	2

	Preparing for Training
	Issue Tablet

Trainee must have a Tablet to attend orientation
	
	
	

	
	
	Issue Passwords
	
	
	

	
	
	Training Site location and directions
	
	
	

	2

	Orientation 
	Materials for Orientation
	
	
	

	
	
	Conduct Orientation
	
	
	

	2

	Logistics
	Workstation assignment and preparation
	
	
	

	
	
	Tour of DFCS Office
	
	
	

	
	
	Introduce to Unit
	
	
	

	2
	Training Plan
	Complete with Trainee for Stages 1 - 3
	
	
	

	3
	WebEx

Orientation
	Trainee will need internet access and a telephone line to participate in this web meeting.
	
	
	

	Days 4 - 7  (Indicate which day the trainee will be completing the activity)

	
	Education and Training Online Orientation Series
	Provide internet access

Complete How to use the training System Online Training
	
	
	

	
	
	Complete Roadmaps to Successfully Online Training
	
	
	

	
	
	Complete New Worker Orientation to DHR and DFCS Online Training
	
	
	

	
	
	Complete Introduction to Child Welfare Online Training
	
	
	

	
	
	Complete Child Care Online Training
	
	
	

	
	Orientation to Office of Family Independence
	Schedule observation for trainee with TANF, Child Care Services, PEACHCare and Food Stamps staff.
	
	
	

	
	
	Observe TANF staff and complete worksheet
	
	
	

	
	
	Observe Child Care Services staff and complete worksheet
	
	
	

	
	
	Observe PEACHCare staff and complete worksheet
	
	
	

	
	
	Observe Food Stamps staff and complete worksheet
	
	
	

	
	Orientation to Social Services Programs
	Have access to ODIS
	
	
	

	
	
	Complete Child Protective Services Worksheet
	
	
	

	
	
	Complete Foster Care Services Worksheet
	
	
	

	
	
	Complete Foster Care Services Worksheet
	
	
	

	
	
	Complete Family Services Worksheet
	
	
	

	
	Orientation to Receptionist Duties
	Schedule observation time with Receptionist
	
	
	

	
	
	Observe Front Desk services and complete Worksheet
	
	
	

	
	Orientation for Regional Accounting
	Provide contact information and schedule appointment
	
	
	

	
	
	Complete Regional Accounting Worksheet
	
	
	

	
	Orientation to Regional Office
	Provide contact information and schedule appointment
	
	
	

	
	
	Complete Regional Office Worksheet
	
	
	

	
	Managing Stress 
	Provide internet access

Will need LMS ID and password
	
	
	

	
	
	Complete Stress Worksheet
	
	
	

	
	Driver Improvement Program
	Provide internet access

Will need LMS ID and password
	
	
	

	
	
	Complete on-line assessment and print certificate
	
	
	

	
	Family-Centered Practice
	Schedule a time to shadow the FPA on a home visit. 
	
	
	

	
	
	Ensure trainee has background briefing on the family prior to contact.
	
	
	

	
	
	Complete activity Worksheet
	
	
	


Times reflected on the Master Checklist are estimated times to complete the activity.   The  Field Program Advisor and/or Training Coordinator/Supervisor maintain the responsibility to ensure that the Trainee is developing good work habits from the start by monitoring the work  and ensuring the they are engaged in meaningful activities.  
Person completing Training Plan with Trainee: 












Date Training Plan completed: 



  Date Training Plan reviewed with Trainee: 




Person responsible for Accountability Review: 













	Stage 2

DAY
	Activity
	Task
	Person Responsible for completing task
	Due Date
	Accountability Review Date

	Days 8 – 12 (Indicate which day the trainee will be completing the activity)

	
	Educational Services
	Complete online training IEP and Educational Services 
	
	
	

	
	
	Identify and schedule appointment with School Social Worker
	
	
	

	
	
	Conduct field contact with School Social Worker and complete Activity Worksheet
	
	
	

	
	
	Complete Community Resource Sheet 

	
	
	

	
	Addictive Services

	Complete online training Understanding Substance Use Disorders, Treatment and Family Recovery: A Guide for Child Welfare Professionals       
Print and maintain completion certificate
	
	
	

	
	
	Identify and schedule appointment with Substance Abuse Treatment Provider
	
	
	

	
	
	Conduct field contact with Substance Abuse Treatment  Provider and complete Activity Worksheet
	
	
	

	
	
	Complete Community Resource Sheet
	
	
	

	
	Mental Health Services
	Identify and schedule appointment with Mental Health Treatment Provider
	
	
	

	
	
	Conduct field contact with Mental Health Treatment  Provider and complete Activity Worksheet
	
	
	

	
	
	Complete Community Resource Sheet
	
	
	

	
	Public Health
	Review CDC Website
	
	
	

	
	
	Identify and schedule appointment with Public Health Treatment Provider
	
	
	

	
	
	Conduct field contact with Public Health Treatment Provider and complete Activity Worksheet
	
	
	

	
	
	Complete Community Resource Sheet
	
	
	

	
	Hospital
	Identify and schedule appointment with community hospital contact
	
	
	

	
	
	Conduct field contact with community hospital  and complete Activity Worksheet
	
	
	

	
	
	Complete Community Resource Sheet
	
	
	

	
	Child Car Safety Seat 
	Review the American Academy of Pediatrics  Car Safety Seats: A Guide for Families 2009 http://www.aap.org/family/carseatguide.htm
	
	
	

	
	
	Have a safety inspection on the car safety seat instillation in your vehicle
	
	
	

	
	
	Complete Activity Worksheet
	
	
	

	
	
	Complete Community Resource Sheet
	
	
	

	
	Law Enforcement
	Complete Online Training The CPS Worker: Making a Case for Safety
	
	
	

	
	
	Identify and schedule appointment with Law Enforcement
	
	
	

	
	
	Conduct field contact with Law Enforcement and complete Activity Worksheet
	
	
	

	
	
	Complete Community Resource Sheet
	
	
	

	
	Department of Juvenile Justice
	Identify and schedule appointment with DJJ Probation Officer
	
	
	

	
	
	Conduct field contact with DJJ Probation Officer  and complete Activity Worksheet
	
	
	

	
	
	Conduct field contact with RTDC and complete Activity Worksheet
	
	
	

	
	Juvenile Court
	Identify and schedule appointment with SAAG
	
	
	

	
	
	Conduct field contact with SAAG and complete Activity Worksheet
	
	
	

	
	
	Observe Juvenile Court Hearing and complete Activity Worksheet
	
	
	

	
	
	Complete Community Resource Sheet


	
	
	

	
	Child Advocacy Center
	Field contact with  local CPC 
	
	
	

	
	
	Complete Activity Worksheet


	
	
	

	
	
	Complete Community Resource Sheet

	
	
	

	
	Food Pantry
	Identify and schedule appointment with Food Pantry
	
	
	

	
	
	Conduct field contact with Food Pantry and complete Activity Worksheet
	
	
	

	
	
	Complete Community Resource Sheet


	
	
	

	
	Public Housing 
	Identify and schedule appointment with Public Housing Agency/Section 8
	
	
	

	
	
	Conduct field contact with  Public Housing Agency/Section 8 and complete Activity Worksheet
	
	
	

	
	
	Complete Community Resource Sheet

	
	
	

	
	Family Violence Shelter
	Conduct field contact with  Family Violence Shelter and complete Activity Worksheet
	
	
	

	
	
	Complete Community Resource Sheet
	
	
	

	
	Direct Aide/Faith Based Assistance
	Identify and schedule appointment with Direct Aide/Faith Based Assistance 

May include more than one resource
	
	
	

	
	
	Conduct field contact with  Direct Aide/Faith Based Assistance and complete Activity Worksheet
	
	
	

	
	
	Complete Community Resource Sheet
	
	
	

	
	Adult Protective Services
	Identify and schedule appointment with Adult Protective Services
	
	
	

	
	
	Conduct field contact with Adult Protective Services and complete Activity Worksheet
	
	
	

	
	
	Complete Community Resource Sheet
	
	
	


Times reflected on the Master Checklist are estimated times to complete the activity.   The  Field Program Advisor and/or Training Coordinator/Supervisor maintain the responsibility to ensure that the Trainee is developing good work habits from the start by monitoring the work  and ensuring the they are engaged in meaningful activities.  
Person completing Training Plan with Trainee: 












Date Training Plan completed: 



  Date Training Plan reviewed with Trainee: 




Person responsible for Accountability Review: 













	Stage 3
DAY
	Activity
	Task
	Person Responsible for completing task
	Due Date
	Accountability Review Date

	Days 13 - 20 (Indicate which day the trainee will be completing the activity)

	
	Child Development
	Complete online training Child Development 101 
	
	
	

	
	
	Child Development Activities
	
	
	

	
	Observe CPS Intake and Screening
	Identify experienced Intake Case Manager and schedule 
	
	
	

	
	
	Observe Intake and complete Activity Worksheet
	
	
	

	
	Shadow CPS Assessor on an initial referral
	Identify experienced CPS Case Manager and schedule observation
	
	
	

	
	
	Observe and complete Activity Worksheet
	
	
	

	
	Shadow Family Preservation Case Manager
	Identify experienced FP Case Manager and schedule observation
	
	
	

	
	
	Observe and complete Activity Worksheet
	
	
	

	
	Shadow FC Case Manager
	Identify experienced FC Case Manager and schedule observation
	
	
	

	
	
	Observe and complete Activity Worksheet
	
	
	

	
	Observe a Case Plan Review
	Identify and observe several Case Plan Reviews.
	
	
	

	
	
	Observe and complete Activity Worksheet
	
	
	

	
	Observe a Family Team Meeting
	Identify a Family Team Meeting.
	
	
	

	
	
	Observe and complete Activity Worksheet
	
	
	

	
	Observe Parent/Child Visitation
	Identify a parent/child visitation
	
	
	

	
	
	Observe and complete Activity Worksheet
	
	
	

	
	Shadow an Adoption Case Manager
	Identify experienced Adoption  Case Manager and schedule observation
	
	
	

	
	
	Observe and complete Activity Worksheet
	
	
	

	
	Shadow a Resource Developer Case Manager
	Identify experienced Resource Developer Case Manager and schedule observation

When possible the observation should include a Foster Home Visit
	
	
	

	
	
	Observe and complete Activity Worksheet
	
	
	


Times reflected on the Master Checklist are estimated times to complete the activity.   The  Field Program Advisor and/or Training Coordinator/Supervisor maintain the responsibility to ensure that the Trainee is developing good work habits from the start by monitoring the work  and ensuring the they are engaged in meaningful activities.  
Person completing Training Plan with Trainee: 












Date Training Plan completed: 



  Date Training Plan reviewed with Trainee: 




Person responsible for Accountability Review: 
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