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On the Job Training for New Workers
Introduction

The role of the middle manager is a very important role.  The middle manager is often assigned the task of choosing the right staff, orienting and training new staff, ensuring quality service delivery and maintaining low turnover while maintaining high morale.  

Alameda County Social Services Agency’s Child Welfare Training Team recognizes the challenges middle managers must face on a daily basis.  As a result, Staff Development is constantly seeking and negotiating opportunities to assist supervisors in meeting those challenges.  Additionally, when supervisors identify problems with tools, Staff Development explores resources to rectify the problems and create more user friendly tools.

This binder is the product of supervisors’ request for a more user friendly On the Job training manual which is specifically applicable to Alameda County.  Alameda’s Regional Training Academy, the Bay Area Training Academy, working in conjunction with Staff Development has designed specific On the Job training tasks to be utilized in conjunction with the CORE training schedule for new workers in the units.   
CORE Overview

CORE Training is an adaptation of a statewide standardized curriculum for California Child Welfare Workers.  The California Social Work Education Center describes the CORE Curriculum in the following manner, “the Standardized CORE Curriculum was developed with input from child welfare stakeholders and researchers, in consultation with trainers from the five regional training academies throughout the state of California.  This curriculum provides a comprehensive, intensive series of training modules designed to prepare each new worker for competent social work practice” (CalSWEC, 2001).
Alameda Social Services Staff Development adapted the CORE Curriculum to best meet the needs of Alameda’s new workers.  Figure 1 outlines the current CORE schedule with the topics included by Alameda and the approximate order of delivery by which new Alameda staff are trained in CORE.  This training schedule includes trainers from staff development and Bay Area Academy.  The schedule uses many different trainers, modalities, and formats in order to promote adult learning.  The days in the units are highlighted and in bold.
In the 3rd week of orientation, new employees begin spending time in the units in order to begin applying the knowledge they have learned in the trainings.  It is this On the Job Training which will be the focus of this binder in order to provide ideas and suggestions to plan for the days in the units.  The follow up and planning are a crucial aspect of insuring the new employee integrates the knowledge and understands its applications in a practical and applied sense.

Figure 1 Alameda CORE Schedule
	Week
	Topics Covered

	1
	· County Personnel Orientation

· Working Together in a Multicultural Workplace

· Civil Rights

· Health and Safety in the Workplace

· Understanding and Preventing Violence in the Workplace

· County Employee Services Center/Benefits

	2
	· Welcome to Children and Family Services

· Overview of Training and Children and Family Services 

· Ethics and Values

· Fundamentals of Child Welfare

· Clerical Support Overviews

· Cultural Awareness

· Division 31 Regulations/9 Audit Items

· CWS/CMS- Introduction

	3
	· Recruitment and Retention

· On Line Practice Guide Presentation/Web

· CHDP

· Child Maltreatment

· Crisis Intervention

· Mandated Reporter

· In units 2 hours

	4
	· Risk Assessment

· Calico Training

· Foster Care Eligibility

· Special Rates

· In units 1.5 days

	5
	· Substance Abuse Training 

· Time Management

· Safety and Stress Management

· Panel Presentation

· Assessment Center/Intake

· Structured Decision Making

· In Units .5 days

	6
	· Domestic Violence

· Budget Road show

· Contracts

· PIPER

· Project Destiny/BHC

· ALACO

· Court Observation Dept. 132 (Detentions, Prehearings)

· Mediation

· Case Planning

· In Units 2- .5 days

	7
	· Court Procedures

· Court Writing

· Interviewing

· In Units .5 days

	8
	· Court Observation Dept. 503 (Report and Reviews)

· Role of Court Officer and County Counsel

· Sexual Abuse

· Placement

· In Units 1 day

	9
	· Service Excellence

· Resource Sharing

· Meet and Greet New Staff


Note: CWS/CMS training begins in the 2nd week and ends in the 6th week
What Should Be the Approach to On the Job Training?
Role

The role of the supervisor in CORE is described by CalSWEC as, “to promote the transfer of learning from the classroom to the jobsite it is essential that new workers are able to practice their newly acquired skills on their jobs.  Supervisors of new workers have an opportunity to mold the attitudes and skills these workers will have throughout their career in child welfare. …  Supervisors have opportunities to supplement and reinforce training” (CalSWEC, Supervisor’s Cookbook, 2001).  
A supervisor is responsible for ensuring the quality of work performed by the new employee.  With this in mind, it makes sense for the supervisor to begin shaping the quality and communicating the performance expectations in the beginning.  Planning tasks which coincide with the training topics is a good way to do this.  A few important points for supervisors to understand have to do with adult learning styles and needs.

Adult Learners

Adult learners have different needs than children who are learning everything for the first time.  Think about the way people learn now as compared to when they were a child in school.  Children are taught from the first day of life that everything is a lesson to be learned and that they need to learn in order to survive.  Therefore, they approach education and classroom instruction with a sense of tolerance and patience for figuring out how to apply it later in life.  However, adults pick and choose which lessons they are willing to sit still for by deciding if they really need to learn this new information.
For adult learners first it is needed to make the distinction between education and training. The Texas Protective Services Training Institute (PSTI) makes the distinction in this manner:

“Education, like that in the university classroom, is about knowledge and “telling” the learner what they need in knowledge and skills.

Training is the application of knowledge and skills to improve performance.  This focus requires training to be interactive, engaging the learner in practice exercises of those skills and knowledge that will improve their performance On the Job.”

The needs of Adult Learners:

· Adult learners seek out learning experiences because they have a specific use for the skill and knowledge being sought.

· Adult learners need to integrate new ideas and skills with what they already know if they are to keep and use the new ideas and skills.

· Adult learners are driven by a need for relevance.  Engaging the adult learner involves answering the question “What’s in it for me?”  Once convinced, they will willingly engage in the learning experience that promises to help them improve in their job;

· Adult learners need the opportunity to practice the new behavior and new thinking from the training as much as possible, as this increases the likelihood that the learner will actually apply the new skills and knowledge on the job.” 
(PSTI Workshop Development Manual: FY 2003).
Jo Newell describes adult learning styles in the following ways:

· Kinetic-Tactile Learner: Learns by doing, hands-on learning, stays in motion, likes physical rewards, enjoys doing activities, outgoing nature, emotionally expressive, dresses for comfort, sensitive to or distracted by environment, when spelling feels if it’s right, bored by AV presentations, poor handwriting, physically expressive when angry, right brain, likes, memorizes by doing.

· Auditory Learner:  Learns by listening, talks to self aloud, easily distracted by noise, whispers to self while reading, enjoys listening, likes learning tapes, remembers by hearing, uses auditory repetition for memorizing, talks when bored, enjoys listening to music, verbally expressive when angry, left brain, articulate speaker, good impersonator, can repeat tone and pitch.

· Visual Learner:  Learns by watching, likes to observe, daydreams when bored, memorizes by seeing, usually good spellers, finds verbal instructions difficult, likes meticulous, neat environment, notices details, remembers faces, remembers where on page, silent and moody when angry, right brain, visual thinker, impatient listener, distracted by movement, good peripheral vision. 

(Adapted from materials created by Jo Newell, Ideas2B, Trainers for Trainers, 1997.)

Learning retention rates also affect how a person integrates information.  PSTI provides the following factors which affect retention rates:

We retain information at the following rates based on how the information is received:

· 90%
What is said and done
· 70%
What is said
· 50%
What is hear and seen
· 30%
What is seen
· 20%
What is heard
· 10%
What is read
(PSTI Workshop Development Manual: FY 2003)

Keep it Real

Finally, adult learners will be more engaged and eager with tasks which are clearly actual case tasks and not made up scenarios designed to resemble cases.  In addition, most case workers have a plentitude of case tasks to perform.  Allowing a new worker to assist with some of these cases will help the worker to see the importance of the training task while learning about specific job expectations.  The new worker will feel engaged with the business of service delivery very early on and will be better prepared to carry their own cases when the time comes.  

Learning is not a spectator sport. 

· D. Blocher

5 Guiding Principles

Using all of the above information, a thorough overview has been developed of the factors needed in On the Job Training.  Keep in mind the following:
1. The focus of the training needs to be interactive and engaging allowing the learner to practice new skills which can be used on the job.  Assign tasks which allow new workers to talk with seasoned workers while completing the assignment.
2. Training needs to incorporate an explanation as to how they will be using this information and/or skill in their new role as a worker and how this will enhance their competence and improve their rate of mastery over the task. Explain to new workers why what they are about to do is important in their new job, how it fits into the big picture of service provision, and how doing it this way will make them better at their job.
3. Training tasks should include a brief explanation by someone with mastery of the task while being expected to “do” something to complete the task. Have a seasoned worker explain the assigned task and then let the new worker do something which demonstrates task completion such as filing, interviewing, writing down observations, etc.
4. Training tasks should be real contributions to the duties of the unit team. Assign new workers jobs which need to be completed in the unit not just training exercises.
5. Think about how eager new employees are to start their positions and let that be a guide to planning and creating tasks which engage the new worker in the business of the unit.
“Training buddies”
What are “training buddies” and what is their role?  “Training buddies” are seasoned staff who are assigned for segments of an On the Job Training Day to a new worker.  The seasoned staff will be responsible for explaining a task that needs completing as well as overseeing that the task is carried out appropriately and within established guidelines. 

A “training buddy” may work with a new staff for 2 hours or for a whole day.  In this manner, a new worker may spend time with several seasoned staff members.  Additionally, a “training buddy” does not have to be seasoned in all aspects of the position but might have mastered one area in particular.  For example, a “training buddy” could be a worker who has been on the job 6 months and is still learning but has mastered the order of the file and regularly has great case folders audits.  This worker would be a good “training buddy” for an On the Job training task around case filing.

Role of the “training buddy”
The role of the “training buddy” is to teach, guide, model, ensure, and oversee the new workers tasks on the “in unit days” of the On the Job Training component.  The “training buddy” is expected to communicate a positive and upbeat message regarding the mission of the unit and organization while providing a realistic picture of the work involved in the position.  The “training buddy” can and should utilize a new worker to help with job tasks which coincide with the training topics for the day as long as the task is accompanied by an explanation of the purpose, step-by-step instructions, and availability and oversight for completion.  

Another aspect of the role is to think creatively about how the posted topic for the day can be applied to tasks which are in need of completion in the unit.  The “training buddy” and the supervisor can talk together to approve a new application of a training topic with a task which has not been assigned previously and is not covered in the On the Job Training Binder.  It is imperative that the relationship between the task and the topic be clearly explained to the new worker before the task is undertaken.
Finally, the essence of the role of the “training buddy” is that of a model.  Modeling is defined as the act of making something or someone exemplary especially in action or conduct that one is likely to follow or copy.  The “training buddy” is to represent the exemplary model for the training task.
How to choose “training buddies”? 
“Training buddies” should be comfortable with the above described role as well as comfortable with the 3 C’s of team work:  Cooperation, Communication, and Collaboration.  Cooperation is described as the maintenance of individual identity, power and authority and independence while working with others to achieve a purpose.  It includes resource sharing and decision making characterized by negotiating.  Whereas, collaboration is described as a joint team effort, characterized by a well defined, mutually beneficial working relationship, mutual respect, commitment to common goals, and shared accountability.

“Training buddies” should be models of cooperation within the organization, be positive communicators, and strong collaborators within the team.  

You cannot teach a man anything. You can only help him discover it within himself.

· Galileo

Several factors should be considered when choosing an appropriate “training buddy” for a new worker:
· Choose a “training buddy” who represents the work ethic and attitude new workers should emulate.

· Choose someone who is reliable and has low absenteeism so that he/she can be relied upon to cover On the Job Training, he/she is likely to be available.

· Choose a “training buddy” who has mastery over the task or topic which is the assignment for the day and someone in whom there is confidence in their abilities.

· Choose someone who communicates clearly and has the patience to work with someone new.

· Choose a “training buddy” who has appropriate case work currently for observation/shadowing for the day’s topic.

· Match “training buddies” to new workers who have similar interests, generations, cultures, and goals.
· Choose someone who will feel bolstered by the supervisor’s confidence in their abilities to train someone new and will want to live up to these expectations.

· Choose someone who aspires to upward mobility as he/she will often be willing to go the extra mile for the greater good of the unit.

· Choose someone who needs a change of pace from the normal routine of service delivery.

Helpful Hints for On the Job Training

· Plan ahead with the unit.

· Mark in the daily calendar the days with the training topics to be covered that week for the new worker.

· Post a calendar in common areas with the training topics and the days the new worker will be in the unit.

· Communicate early with potential “training buddies” so that they have planned their schedule accordingly.

· Communicate with any potential “training buddies” expectations around their role in the On the Job Training.

· Communicate with the entire unit the expectation of creating a learning, welcoming environment.  

· Ask for suggestions of tasks from the unit which could be completed by new workers and will alleviate some of the workload on the unit.  In this way, everyone will be aware and willing to help with On the Job Training.
· Remind the unit that the faster someone is well trained, the faster the new worker will be able to take on more of the unit’s workload.

· Keep a binder of handouts, memos, and other information which could be interesting for new workers when coming into the unit.

· Utilize a printed calendar with each hour of the day accounted for from the time the new worker enters the unit until the end of the in unit assignment.

· Utilize a sign-off sheet with tasks listed which can be initialized as completed by the worker, supervisor, and/or “training buddy”.

Training Tips for Buddies

1. Make them a copy of the On the Job Training Binder

2. Review with everyone in the unit the training topics and suggested tasks

3. Review with staff their role in On the Job Training

4. Communicate expectations to staff regarding helping with On the Job Training

5. Ask for suggestions and volunteers for On the Job Training

6. Explain the 3 C’s of team work (collaboration, communication, and cooperation) and the need to establish this ideal from the beginning with new workers

7. Encourage “training buddies” to promote independent activity with the new workers.  For example, explaining the task, answering questions about the task, and then letting the new worker attempt the task with oversight and back-up from the “training buddy”.

8. Review the concept of modeling for “training buddies” with the understanding that this is what is expected of them in their interactions with new workers.
Training Tasks
There are 16 training topics which require On the Job Training follow-up.  As can be seen in figure 1, there are 3 full days and 5 partial days across 6 weeks in which to follow-up.  The 16 training topics are:

1. Case Filing

2. Clerical Support Overviews

3. Division 31 Regulation Training

4. Substance abuse

5. OPG/Relative Approval Process

6. Child maltreatment

7. Sexual abuse

8. Risk assessment

9. Interviewing skills

10. Crisis intervention

11. Case planning and Management

12. Domestic Violence

13. Court Procedures

14. Writing Skills for legal Reports

15. Time Management for Child Welfare Workers

16. Placement issues

It is possible to have follow-up in On the Job Training with several topics covered by 1 task. A brief description of what is covered in each topic follows with some recommended On the Job Training tasks associated with each topic.  There is also room to add any tasks which might be developed to go with the topic.
Follow-Up 
Follow-up is a very important aspect of training and the transfer of learning process.  In training, seeds of ideas are planted.  In On the Job training, the seeds begin to take root.  The supervisory follow-up is the water for the seeds to grow.  Without the water, the ideas and new knowledge is lost in a torrent of information.  The follow-up insures integration and will provide a valuable vision of the new employee.  Areas to be monitored closely may be suggested in follow-up as well as areas of strength.
Under every task are follow-up items to be completed with: current employees and “training buddies” in preparation for On the Job training; new employees following completion of On the Job training tasks.

Finally, it is crucial to take note of certain aspects of the new employee in order to follow-up with Staff Development.  Supervisory and staff observations will provide invaluable insight into areas for development for the new employee as an individual and for the training program as a whole.  The information and feedback provided to Staff Development can lay the ground work for employee accountability and for quality improvement.

Follow-Up Issues:

1. New employee ( include specific examples when taking note of each of the following):

· General observations 

· ability to perform assigned tasks

· planning and organization skills

· use of supervision or initiative in seeking instruction or information

· Demonstrated attitude: be specific and provide examples

· Assessment of judgment

· Attendance and punctuality

· Ability to be self-directed and work independently

· Level of motivation

· Ability to relate information taught in training to the training task

· Speed in which he/she seems to master the task or concept
· Impressions from “training buddies” and current employees

2. Training program

· Current employees reaction to the tasks and assignments

· Suggestions for improvement under each training heading

· Limitations within each task

· Time constraints

· Ease of use of training binder

· Clarity of instructions on each task

· Number of choices for each task

· General observations

“The very first step toward success in any occupation is to become interested in it.”

--Sir William Osler (1849-1919), Physician
Clerical Support Overview
Objective:
Participant is aware of the various functions clerical staff perform in the Department of Children & Family Services and how those functions assist Child Welfare Workers in providing services to clients.
Course Description:
Participants hear from a panel of clerical staff about each clerk's respective function and how it relates to the role of the Child Welfare Worker and the various tasks related to child welfare functions, including inputting hearing information into CWS/CMS printing and mailing Notices of Hearing, performing search functions, entering change of placement information into computer applications, running clearances, splitting case folders, running Corpus, CLETS and Livescan, etc.

On the Job Training Tasks:  

1. Interview a clerk in the department about what their role is in the unit or Department; what they need from child welfare staff in order to do their job; and what they need from CWW to feel respected as important members of the team.
2. Have the new employee make a list of the job functions the clerks perform.

3. Have the new employee make a list of the ways in which the clerks provide support to the workers and ways in which the clerks will help the new employee.

4. Ask current workers in the unit about the professional culture of the clerks: what is important to them; what are the things which make them feel undervalued; what are the things which make them feel appreciated.

Needs from Current Employees: 

· Talk with clerks and their supervisors to let them know about the above On the Job training tasks.

· Find a clerk who is willing to talk with the new employees during the time slot in which the new employee will be in the unit.
Follow-up with New Employee:
· Ask the new employee for the lists made in the tasks.

· Answer any questions the new employee may have.
Ask questions such as:
1. Was the interview consistent with the overview from training?

2. What was different or the same?

3. Will the new worker be able to able to ask the clerks for assistance with tasks? What tasks?
4. How do the clerks contribute to the functioning of the unit?
Note: 

1. This task can be used to fill in time slots in a full day of On the Job training or can be used in conjunction with solitary tasks to balance the independent task with a task in which interaction is required.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker.
	Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Case Filing

Goals: Participants will become familiar with the proper procedures for filing case folders.

Objectives: 

1. Participants will develop knowledge of proper procedure for case folder filing.

2. Participants will be able to identify the method for having a case folder split or additional volumes created.

3. Participants will be able to identify the method of searching for a lost case folder.

4. Participants will demonstrate the ability to locate significant documents in the case folder.

Course Description:
Participants become familiar with the case folder filing system, how to go about getting a case file broken down, split, or extra volumes created.  Participants receive tips on how to locate and retrieve lost case folders.  Participants engage in a "Worker of the Day Exercise," in which they must respond to a scenario in which they must locate needed information in their own case folders.  Participants debrief the exercise, taking special note regarding where to send criminal record printouts for destruction if found in the file.  Participants are urged to save themselves time later on by investing some time initially in cleaning up the case folder and the CWS/CMS case.  Participants are provided with steps to take in reviewing a new case.

On the Job Training Tasks:  
1. Have the new employee use their case filing guide to clean up a current file for accuracy of filing.  This can also be combined with Division 31 Regulations and OPG tasks.
2. Give the new employee a stack of filing from a worker and have them file the information using the case filing guide.  The new employee can repeat this task with a few files depending on the amount of time available in the unit.
3. Interview a worker with organized files to find out how they keep them that way.  Ask the worker what they do with papers when they arrive and how they plan time into their schedule to include ongoing file maintenance.
Needs from Current Employees: 

· Ask current employees for a case folder which needs cleaning up or examining for accuracy.

· Ask current employees for a stack of filing and the case folders in which it needs filed.

Follow-up with New Employee:

· Ask current employee to look at the file for accuracy.

· Talk with new employee to answer any questions they may have.

· Ask the new employee to write down their impressions about the tasks, the file, and the process.

Ask questions such as:

1. Were the training and guide helpful when approaching a real case folder?

2. What was their reaction to the task: mundane, boring, fascinating, necessary, etc?

3. Ask them their understanding of why audits and guides are necessary for the department?

4. Do they prefer to work independently or with someone?

Note: 
1. Look at the training schedule and note what other topics in which the new employee has already been trained.  Combine filing and Division 31 Regulations whenever possible.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker.
	Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Division 31 Regulation Training & Audit Preparedness

Objectives: 

1. To ensure all staff are aware of regulations & expectations and how to find them.

2. To help establish practice methods meeting regulation standards.

3. To meet DSS audit requirements.

4. To help achieve consistency and "best practice" standards.

5. Help ensure the health, safety and rights of children and families working with our department.

Course Description:

CDSS Regulations can be written based on any of the following: 1) Federal Law or Regulation, 2) State Law or regulation, 3) Court Ruling.  California State Regulations are referred to as Title XXII; Division 31 is for Child Welfare Services (Division 30 covers Adoptions).  Participants are shown how to read the manuals.  They play the Division 31 Regs. Board Game.  The purpose of the game is to help participants become familiar with looking up information in the regulation manual.  The trainer reviews with the participants the nine audit questions our county is accountable for.  The training emphasizes that documentation of casework is key.  Participants review the Case Checklist tool and waiver forms and discuss the use of each.
On the Job Training Tasks:  
1. Using the Division 31 Regulations and the 9 audit items, audit a case folder.  Tag items that are not tagged.
2. Look through a current case folder and identify the forms in use in the case folder while comparing the forms to Division 31 Regulations.

3. Review a case folder to identify documentation that if not included could have posed as serious risks to the department or the child.

Needs from Current Employees: 

· Ask current employees for a case folder to audit.

· Ask current employees for a case folder which documents controversial and complex issues.

· Ask a training buddy to talk about the audit with the new employee.

Follow-up with New Employee: 
· Talk with new employee to answer any questions they may have.

· Ask the new employee to write down their impressions about the tasks, the file, the issues in the file, and the process.

Ask questions such as:
1. What was their reaction to the task: mundane, boring, fascinating, necessary, etc?

2. Ask them their understanding of why audits and regulations are necessary for the department?

3. Do they prefer to work independently or with someone?

Note: 

1. Look at the training schedule and note what other topics in which the new employee has already been trained.  Combine Division 31 Regulations, filing, and OPG whenever possible.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker.
	Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Child Maltreatment

Objectives:

1. Participant understands and is sensitive to cultural and ethnic differences of clients.
2. Participant understands that child abuse and neglect are presenting symptoms of social and family dysfunction.
3. Participant is able to assess the interaction of individual, family, and environmental factors which contribute to abuse, neglect, and sexual abuse, and identifies strengths which will preserve the family and protect the child.

4. Participant recognizes and accurately identifies physical, emotional and behavioral indicators of child abuse, child neglect, and child sexual abuse in child victims and their families.

5. Participant understands the potential effects of child abuse and neglect on child/adult development and behavior.

Course Description: The intersection of Health and Social Welfare perspectives by professionals in each of these fields provides a unique opportunity for child welfare workers to explore fundamental issues in child protection and safety: “Child Maltreatment.”  This training will assist Child Welfare Workers to accurately differentiate between factors that constitute general and severe neglect and physical abuse, and to recognize the effects of emotional abuse. Trainers will present visual indicators of children who have been abused or neglected or have physical conditions which mimic abuse and neglect.  Relevant sections of the W&I Code citing the legal basis for identifying abuse and neglect in California are used throughout the training.  By the end of the workshop, trainees will be able to identify behavioral characteristics of children who have been maltreated and recognize situations where children are at risk of abuse and/or neglect.  Cultural norms in parenting practices as well as considerations of personal, legal and cultural definitions of abuse will be discussed throughout the training.

On the Job Training Tasks:  

1. Have new worker supervise visits for current cases and sit in on supervised visits for current cases.  New worker should be noting signs of child maltreatment in the child and interactive patterns between parent and child as well as cultural differences in interaction.  New worker should be given a list of reportable items.  
2. Review several physical abuse cases to compare initial report items, family’s explanation, initial petition, eventual findings, case plan for child and family.  The new worker should determine if he/she aggress with the findings and plan in each case.  If not, what would they change and why?
Needs from Current Employees or “Training Buddies”: 

· Review with new employee what to look for in visitation and what needs to be reported.

· Call reception areas which house the visitation rooms to schedule a time for the new employee to visit.

· Have unit workers identify physical abuse cases which the new worker could review.
· Have a “training buddy” talk the new employee about the supervised visit and what the new employee witnessed.

Follow-up with New Employee:
· Talk with new employee about what they saw in both of the tasks.

· Answer any questions the new employee may have.

· Relate the discussion to child abuse and neglect.

Ask questions such as:
1. What was seen that were consistent with signs and patterns of child maltreatment?
2. What cultural implications were apparent?

3. How should a worker interact with supervised visitations in their caseloads? Why?
Note: 

1. Look at the training schedule and note what other topics in which the new employee has already been trained.  Combine child maltreatment with crisis intervention whenever possible as training for these topics is offered in the same week.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker.
3. Once the above job tasks have been discussed and scheduled with the appropriate sites, these are independent tasks which require follow-up only.  This will free up the supervisor and/or “training buddy” to continue with their daily tasks.  However, make sure there is adequate set up of the task and adequate follow-up of the task.
	Notes:

	

	

	

	

	

	

	

	

	

	

	

	


OPG/Relative Approval Process

Objectives:
1. Participants are able to access and navigate the Online Practice Guide to find necessary information.

2. Participants are aware of the steps involved in the placement approval process for relative and non-relative extended family members.
Course Description:
This course is designed to illustrate for users how to find needed information through the use of the Online Practice Guide (OPG) and includes information on accessing OPG, browsing the main page, navigating chapters, understanding the OPG icon / numbering system.  The Placement Approval Process for Relative and Non-relative Extended Family Members is used for illustration.

On the Job Training Tasks:  

1. Review OPG guidelines for relative placement.  Compare to case folder.  Determine if the guidelines were followed.  If not, what needs to be fixed?
2. Audit a case folder using the OPG to measure compliance on the 9 audit items
3. Look up the Multi-ethnic Placement Act standards for placement

Needs from Current Employees: 

· Volunteers to help the new employee log-on to the OPG

· Suggestions for things to look up in the OPG

· Case folders for audit

Follow-up with New Employee:
· Review items he/she looked up in the OPG

· Answer any questions

· Review case folder audit

Ask questions such as:
1. How might the OPG be used?
2. Was anything new learned?
3. What was found in the file review?
4. Was it hard to be critical of the case folder?
5. How would the feedback be received?

Note: 

1. Look at the training schedule and note what other topics in which the new employee has already been trained.  Combine OPG, Division 31 Regulations, and filing whenever possible.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker

Crisis Intervention
Objectives: 

Knowledge

1. The worker can identify the four phases of crisis.

2. The worker is able to identify at least two cultural styles of communication to be aware of during a crisis that are different from the culture he/she grew up in.

3. The worker can identify three areas of self-awareness that he/she must develop in order to deal with crisis.

Skills

1. The worker is able to demonstrate three crisis intervention tactics.

2. The worker is able to demonstrate active listening skills.

3. The worker recognizes non-verbal cues that indicate anxiety or loss of self-control.

4. The worker can demonstrate strategies to de-escalate anger.

Values

1. The worker values diverse cultural expressions of familial roles during crisis.

2. The worker values non-violent means of conflict resolution, understanding that even when people behave “badly,” they are attempting to meet the needs of the situation.

3. The worker values his/her own safety and the safety of others.

Course Description:
This course defines crisis and provides examples of the types of crises workers will face on the job.  The course also will explore the role of the social worker in a crisis and build the skills necessary for a social worker to have during a crisis.  The course will discuss the multi layers of intervention through family strengths, decision making, and multi-disciplinary teams.
On the Job Training Tasks:  

1. Shadow a “training buddy” on a call or visit in which a possible crisis is developing.
2. Identify strengths in a family who is in crisis.

3. Spend a few hours observing a phone counselor at a crisis hotline.

4. Interview workers about crises they have had to manage.  Ask how they managed the situation and what they did to de-escalate the crisis?  Retrospectively, what would they do differently?

Needs from Current Employees: 

· “Training buddy” to allow the new employee to shadow
· Possible resources and locations for crisis hotlines
Follow-up with New Employee:
· Answer any questions

· Process the crisis and intervention

· Review the list of strengths identified

Ask questions such as:
1. What were the reactions to the crisis?
2. What was understood about why the client was so upset?
3. How did the “training buddy” handle the situation?  Was this consistent with training?
4. What could have been done differently?
5. Was it difficult to identify strengths in a family who was in crisis?
6. What was the awareness of the things that would have been difficult to deal with in the same situation?  Were they the same things for the “training buddy”?
Note: 

1. This is a training task which requires involvement from a “training buddy”.  When a current employee is unavailable or a crisis is not anticipated, utilize a crisis hotline center.  The same de-escalation skills and critical elements will be exercised in these settings.
2. Shadowing is the ideal On the Job training task for this topic.

	Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Risk Assessment

Objectives:

1. Understand the complexity of decision making in child welfare.

2. Understand the philosophy and rational behind risk assessment.

3. Understand the factors in the California model.

4. Be able to apply the model to a case.

5. Understand how to use the risk assessment tool to develop case plans.

6. Know how to use risk assessment throughout the life of the case.

7. Understand the difference between assessing for safety verses risk.

Course Description:

This class begins with an exercise that looks at what factors affect social workers decisions.  Participants will explore the complexity of the decisions in child welfare and all the factors that affect decision making.  The class will then focus on the rationale for risk assessment tools nationally and the philosophy behind the California model.  Research on the process of decision making will also be explored. Participant will learn the model by working in groups and using the model on a case.  On the second day participants will discuss each factor and explore which factors should be weighted more heavily when assessing for safety.  Participants will use the risk assessment they have completed and examined to develop a case plan. How to write behavioral specific objectives will be reviewed. Participants will spend the afternoon on the second day applying the entire model to a more complex case and then use the risk assessment model for the six-month review.

On the Job Training Tasks:  

1. Ask the supervisor or “training buddy” what type of risk assessment tool is used in the unit and ask to review a case where one has been completed.
2. Compare the tool to the tool(s) reviewed in the training.  Make a list of the differences and similarities.

3. Use the risk assessment tool to rate a case within the unit based on the facts only.  Make a list of the variables which contribute to the ratings and a list of the facts which are established in the case.

Needs from Current Employees: 

· Unit needs to identify a few cases which would be good for the risk assessment task.  Preferably cases in which the people are not very likable for one reason or another.  This will test the new employees’ abilities to be impartial and use the tool based on fact only.

· Assign a “training buddy” to talk with the new employee about the case and the risk assessment once the task is completed.  The “training buddy” should share the existing risk assessment with new employee for the sake of comparison.

Follow-up with New Employee:
· Answer any questions about the tool and the process which may have arisen.

· Review the lists made in the tasks.

· Review the comparison between the current risk assessment in the case and the risk assessment completed by the new employee.

Ask questions such as:
1. Was it difficult to separate feelings from facts about the case?
2. Was the “training buddy” helpful and informative?
3. Was the risk assessment tool user friendly?
4. What strategies are suggested them for the case given the risk assessment?
Note: 

1. Look at the training schedule and note what other topics in which the new employee has already been trained.  Combine risk assessment with substance abuse whenever possible as training for these topics is offered back to back before the next in unit day.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker.
3. Make sure a “training buddy” can be available for at least 1 hour to discuss the task with the new employee.
	Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Substance Abuse

Objectives:
1. Participant recognizes signs and symptoms of drug and alcohol abuse in children and adults and assesses the impact on families and children; understands individual and family and cultural dynamics in substance abuse.
2. Student understands the impact of adult/parental substance abuse on child development and family functioning.

3. Participant is able to develop an ethnically sensitive assessment of a child and the child’s family and adapt casework plans to that assessment in the provision of child welfare services, while demonstrating an understanding of the continuum from traditional to acculturated values, norms, beliefs, and behaviors of major ethnic groups.
Course Description:  This is a CORE training for new child welfare staff.  Through lecture, videos and skill based small group exercises, the trainee, within a cultural context, will be able to identify psychological, social and physical effects of drug abuse on adults and children.  Knowledge of screening tools, treatment options and county resources will be explored.  Understanding use, abuse and dependency is a key factor in assessing clients and developing successful intervention, and will be presented in a variety of ways.  In addition, trainees will have an opportunity to explore their own values and experiences and how this may affect their ability to intervene successfully.
On the Job Training Tasks:  

1. Identify AOD resources in the community.  Try to identify new resources using directories, yellow pages, and by asking resources for referrals to other similar types of programs.
2. Call or visit the primary resources used by the unit and list the type of program, admission requirements, the funding sources for potential clients, how to make a referral, and the child care resources for clients.

3. Create a page for each resource with fill in the blanks for each of the listed items in number 2 add these to a unit resource notebook.

4. Review substance abuse case folders to determine what resources are being used and the outcomes of treatment.
5. Ask the supervisor about what contracts the Agency currently has with substance abuse treatment programs.

6. Compare the risk assessment information from the risk assessment job task to the identified AOD resources.

Needs from Current Employees:
· Gather a listing of AOD resources, name only with city location, from the current employees of the unit.
· Assign a “training buddy” to review the resource pages completed by the new employees and identify new information for the unit.
Follow-up with New Employee:
· Answer any questions.

· Review the resource pages created by the new employee and show them how to enter them into a resource notebook for the unit.
· Just for fun:  offer a piece of candy for each new resource identified for the unit.
Ask questions such as:
1. Were there any AOD resources available to Child Welfare clients through other departments or programs in the Social Services Agency?

2. Was it difficult to make the cold calls to the AOD resources? Why or why not?

3. Were the staff at the resource locations receptive and helpful?

4. Were there any resources which could be utilized with the risk assessment case?  Why or why not?

5. How is a referral made and how is it paid for?

Note: 

1. Look at the training schedule and note what other topics in which the new employee has already been trained.  Combine risk assessment with substance abuse whenever possible as training for these topics is offered back to back before the next in unit day.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker.
	Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Effective Time Management for Child Welfare Workers

Goal: To offer tips and techniques on improving the child welfare worker’s use of time and caseload management techniques for home visits, telephone calls, written correspondence, report writing and documentation.

Objectives: 

1. Participants will be able to explain how culture influences one's perspectives regarding time.

2. Participants will be able to identify several time management techniques available to child welfare workers.

3. Participants will practice maximizing their time and energy through techniques designed specifically for the varied and complex responsibilities of child welfare workers.

4. Participants will apply techniques for planning and managing their time.

5. Participants will identify short and long-range time management goals.

6. Participants will be able to describe how empowerment allows clients to do more for themselves, relying on the worker less.

7. Participants will be able to describe the relationship between time management and social work best practice. 

8. Participants will be able to explain how timeliness in completion of legal requirements can be a means of increasing discretionary time and developing good professional relationships.  

9. Participants will be able to describe how time was perceived in their own family of origin.

Course Description:

This course includes a combination of small group discussion, personal reflection, didactic instruction, in-basket exercise, self-evaluation and brain storming.  Participants discuss their experiences in their own families of origin and what messages they received regarding time.  The impact of culture on perceptions and ideas about time is explored.  Participants reflect on the messages that the agency culture sends about time and the values it portrays to agency staff, clients and other professionals that interact with staff.  Participants identify obstacles to personal time management and are provided with a variety of tips gleaned from the experience of real child welfare workers regarding strategies for effectively managing time.  Participants are provided with a time management guide and tools to use in the field to manage time.

On the Job Training Tasks:  

1. Create a calendar and task page on Outlook.
2. Ask for a “to do” list from a “training buddy” and prioritize it based on what is learned about priorities in time management training.

3. Compare the new worker’s prioritization to the prioritization from the “training buddy”.

4. New workers should discuss their thinking about the prioritization with the “training buddy” and ask for “training buddy’s” thoughts as well.

Needs from Current Employees:
· Assign a “training buddy” for this task.
· Ask the “training buddy” to prepare a “to do” list in no order of prioritization.
· Ask the “training buddy” to prioritize the list for comparison with the new employee’s prioritization.
· Ask the “training buddy” to open Outlook for the new employee to experiment with creating their own task list and calendar page.

Follow-up with New Employee:
1. Answer any questions.

2. Review the prioritization of the task list.

Ask questions such as:
1. Was the new worker able to create a task list and calendar page on Outlook? In not, why not?

2. What were the factors which drove the decisions about prioritizing the list?

3. Did new worker consider legal and safety implications for the clients and the department?

Note: 

1. This task requires more intensive involvement from a “training buddy”.  However, the task is relatively short.
2. Be sure to choose the “training buddy” using the bulleted points in the introduction under how to choose a training buddy.

	Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Domestic Violence

Objectives:

1. Accurately assess risk in families where there is domestic violence, and develop strength-based interventions to protect victims

2. Effectively communicate the effects of domestic violence on children and families involved in child welfare services

3. Develop appropriate culturally sensitive safety plans and case plans

4. Identify the signs, symptoms, and family dynamics of domestic violence

5. List barriers that contribute to a battered woman remaining in a violent relationship

6. Interview adult victims and children living in domestic violence households in a sensitive and culturally appropriate manner.

Course Description:  The training will focus on understanding the dynamics of domestic violence and its effect on children.  Participants will also learn how to effectively interview adult victims, children and batterers to identify risk and develop safety plans and appropriate CWS/CMS case plans.

On the Job Training Tasks:  

1. Research how to file a restraining order.  Research resources are: the family court, current workers, the internet, supervisor, and/or the police department.
2. In a current case folder, read a restraining order.  Have a “training buddy” what each part is and what it is used for.  What happens when there are 2 restraining orders in place?

3. Identify the domestic violence shelters and agencies in the area. Complete resource pages on the shelters: name, region served, referral process, admission requirements, children accepted, etc.

4. Accompany a “training buddy” who is meeting with a perpetrator or survivor of domestic violence.  Ask the client whether he/she is willing to share some information about their experience.  Ask if they have any suggestions for new workers in how to work with someone in his/her situation.
Needs from Current Employees: 

· Assign a “training buddy” to act as a resource for the above tasks.

· Ask for a case folder from the unit which has domestic violence issues and contains a restraining order for the new employee to review.

Follow-up with New Employee:
· Answer any questions.

· Review the resource pages.

· Review the interview process and information with the new employee.

Ask questions such as:
1. What were the client’s suggestions for new workers?

2. What was learned about restraining orders?

3. How would a worker go about filing a restraining order?

Note: 

1. Whenever possible have the new employee go out and visit the shelter.  This helps them to experience the process is a first hand manner.  The interview helps them to begin exercising some of the skills the new worker will employ.  Often the new employee is eager to begin working with clients.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker.
	Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Case Planning and Management

Objectives:

1. Understand the importance of beliefs and relationship when working with a family on developing a case plan.

2. Understand the importance of assessing for strengths and be familiar with a model for assessing strengths.

3. Know how to prioritize CPS concerns and limit the number of changes a family needs to make so that case plans are realistic.

4. Know how to write objectives that are specific, measurable, achievable, result focused and time limited.

5. Identify ways to find services and have two new referral numbers.

6. Understand how to use the model taught in CMS.

7. Have two new strategies to working with resistant clients.

Course Description: This course will focus on the steps to successful case planning.  The course starts with a brief overview of legislation and Division 31 regulations related to case planning.  Once the reason why Child Welfare workers develop case plans is established, the course will focus on how to develop case plans that are effective.  Areas covered are: use of authority, how relationship is critical to success in case planning, the importance of the Strengths Perspective (Salaeebey’s model will introduced), use of behavioral descriptive language, identifying the problem and prioritizing, developing S.M.A.R.T. objectives, and finding services that are related to the objectives. Participants will have the opportunity to practice the model by developing a case plan in the class.  The class then focuses on how to use this model in CWS/CMS.  The last part of this class will focus on negotiation skills.  A model for negotiation will be presented and participants will have the opportunity to practice at least one of the techniques presented.  Participants will leave the class with specific techniques they can learn and practice.  This class will use video, visual aids, interactive group discussions, case vignettes, and lectures to cover the material.

On the Job Training Tasks:  

1. Using one of the new workers’ assigned cases, choose 3 problem areas and write SMART Objectives for each.  Utilize the training information. Work in CMS to develop a case plan.  Select the goal on the CMS system which is as close to the goal chosen by the new worker.  Modify the objective to specifications using the description section.  Find services to meet the objectives.

2. Develop a resource services file by gathering available services from other workers include funding resources for the service.  

3. Review objectives for a current worker’s case by looking through the file for information, calling service providers for confirmation, and interviewing clients for information.  Record progress for current worker.

4. Research how to order a paternity test and how to fund the testing.

Needs from Current Employees: 

· Current cases in which objectives need to be reviewed.
· Case example for which new employees can attempt to write objectives.
· Services frequently used to match frequently used objectives.
· Access to CWS/CMS
Follow-up with New Employee:
· Answer any questions
· Review the objectives which were developed

· Review the services file created

· Review the progress monitoring for existing file.

Ask questions such as:
1. Were the SMART guidelines to develop the objectives?

2. Was it difficult to focus on only 3 important areas?

3. Why try to focus on 3 areas only?

4. Any familiarity with all of the services available?

5. Any surprises in the information gathered in the review of the objectives? If so, what?

Note: 

1. Look at the training schedule and note what other topics in which the new employee has already been trained.  Combine case planning with  child maltreatment whenever possible as a visit to the assessment center can meet areas of need under each of these topics.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker.
3. CWS/CMS training is being conducted throughout several weeks of training.  Make sure this task is completed after the new employees have had partial training in CWS/CMS.
	Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Court Procedures

Objectives:

1. The trainee will be able to identify the major roles of the juvenile court in California and 
describe the various types of court hearings in juvenile dependence proceedings in terms of legal issues, evidentiary issues, time lines, potential outcomes and strategic considerations.

2. The trainee will understand their responsibilities in relation to the juvenile court and will be able to differentiate between Welfare and institutions Code Sections 300 a-j

3. The trainee will be able to describe the purpose of the dependency court in California, factors that the court must consider related to the out of home placement of a child. The trainee will understand that permanent plan for dependent children can include adoption, legal guardianship, long term foster care and emancipations, as well as reunification.
Course Description:
This course provides an overview of the juvenile court and the roles and responsibilities of the juvenile court personnel and the social worker.  The course describes the basic requirements for a petition and the use of mediation in CWS cases.  Jurisdictional, disposition, and review and permanency planning hearings are all covered in the course.
On the Job Training Tasks:  

1. Shadow a “training buddy” to a contested hearing.  Review the report that was written and ask the worker what the issues are.  Listen to the proceedings. Talk with county counsel if they are available and open to discussing the case. 

2. Read a file and see the forms in use which meet Division 31 Regulations.
3. Review a case folder in which a dependence proceeding has occurred and make a list of the factors which led to the removal and dependence of the child. Were timeline expectations met in this case?
4. Interview a “training buddy” about how he/she makes arrangements for children to attend court including: transportation, supervision while waiting outside the courtroom, how to prepare the child for court, arrangements for safety and security at court, etc.
5. Assign a “training buddy” to show the new worker how to navigate the drop-ins and recommendations in the various court report templates, including Ex Partes, Status Reviews, Due Diligence, etc. 

6. Assign a “training buddy” to show the trainee the various court report attachments including custody orders, orders to produce incarcerated parents, emancipation orders, legal guardianship papers, etc.

Needs from Current Employees: 

· A volunteer who is going to court during the in unit day.
· A case folder for review which has the salient issues for this task.
· “Training Buddy” willing to discuss court reports
Follow-up with New Employee:
1. Review the list of factors.
2. Answer any questions.
Ask questions such as:
1. Was the court proceeding what was expected? Why or why not?
2. Was anything difficult to understand?
3. Which forms were used for what purpose?  Was this consistent with what was read in Division 31 Regulations?
4. What was observed about the “training buddy” who went to court?  How did he/she address the court?  How was he/she dressed for court?  Was this different than normal office dress?  What did the worker have to prepare for court?  
Note: 

1. Look at the training schedule and note what other topics in which the new employee has already been trained.  Combine Court Procedures with Legal Writing whenever possible as training for these topics is offered back to back before the next in unit day.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker.
	Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Writing Skills for Legal Reports

Objectives:
1. Participant is able to gather, assess and present pertinent information from interviews, case records, and other collateral sources required to evaluate an abuse or neglect allegation.
2. Participant understands the process of the court system and the role of social workers in relation to the courts.
3. Participant can produce concise, required documentation.

Course Description:

This course will define the purposes of the written report and what is contained in a good court report.  The course covers the other types of documentation which must be maintained in order to keep the court informed.
On the Job Training Tasks:  

1. Talk with an assigned “training buddy” about how to prepare for a court report.

2. Talk with a unit clerk about the unit controls regarding court reports, notices of hearings, and how they are handled in the unit.

3. Utilizing an assigned case folder, write a report for the court.
4. Present the report to a supervisor for critique and discussion.

5. Review reports used in court from a “training buddy”.

6. Use information from a family known well by the new worker (neighbor, family member, friend, case from previous work or educational placement) to draft a section of a court report and present it for critique to a “training buddy”.  The identity of the family need not be revealed.
7. If assigned to emergency response, review with a “training buddy” investigative narratives and other documentation that may be the foundation for court reports.
8. Review a case file to identify the date of the initial removal, date the petition was filed, date of detention, jurisdiction, and disposition.  Note any amendments to the petition.

Needs from Current Employees: 

· If in ER, assign a “training buddy” to the new employee to review investigative reports with the new employee.
· Prepare a unit clerk to meet with a new employee to address the above tasks.
· Case file with relevant information available.
Follow-up with New Employee:
· Define expectations around court reports for new employee regarding how far in advance drafts are due to the supervisor; when final version is due to the clerk for processing, etc.

· Review the process of the court report and the critique.
Ask questions such as:
1. What feedback was given about the report?

2. What new strategies or expectations about reports were learned?

3. How was the report different from the “training buddy’s”?

4. What were the feelings about writing a report for the court based on the information available?
Note: 

1. Look at the training schedule and note what other topics in which the new employee has already been trained.  Combine Court Procedures with Legal Writing whenever possible as training for these topics is offered back to back before the next in unit day.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker.
3. This is a task which requires intensive involvement from a “training buddy”.
	Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Interviewing Skills
Knowledge Objectives:

1. Differentiate different types of interviews and their purposes.

2. Introduce to ethnographic interviews.

3. Identify the components of forensically defensible child interviews.

4. Differentiate between child forensic interviews and first responder interviews.

5. Articulate the phases of a forensically-defensible child interview.

Understand principles of child development and children’s language and 
implications   
for interviewing children.

Skills Objectives:

1. Learn strategies of investigative interviewing and understand how to use these strategies to further the investigative process.

2. Learn strategies of casework interviewing and understand how to use these strategies to further the casework process.

3. Develop skills in interviewing methods for adults and children.

4. Learn to conduct a forensically-sound “first-responder” child interview.

Values Objectives:

1. Appreciate the importance of practice and feedback for achieving optimal effectiveness in interviewing.

2. Appreciate the importance of working with other disciplines to achieve maximum effectiveness in interviewing children.

Course Description:
This intermediate-level course combines lecture, role play, small group exercises, technique practice sessions, and training videotapes.  Topics include:  Types of child welfare interviews (clinical, screening, forensic, investigative and casework); General Interviewing Skills and Strategies for Effective Communication; Forensically-Defensible Interviewing; Cultural Issues in Interviewing; Introduction to Ethnographic Interviewing; Developmental issues in interviewing children; Child Interviewing (the “First Responder” model). A detailed outline is included in the training handouts. 

On the Job Training Tasks:  

1. Shadow a “training buddy” who is conducting one of the above types of interviews.
2. Interview a child from the new workers’ caseload  at the assessment center, a shelter, in the office, or a child from the new workers’ home or neighborhood about the most important day of his/her life.

3. Interview a co-worker about how he/she has dealt with cultural differences in the work place.

4. Interview a worker about how he/she asks questions or gets information from foster parents, children, biological parents, and other professionals.
5. Interview a worker about the different interview approaches for different developmental ages.  How does the worker listen to the child?  What doe he/she pay attention to besides the child’s words?

Needs from Current Employees: 

· Ask for a volunteer who will be conducting an interview on the in unit day to be shadowed and act as a “training buddy”.
· Ask for a volunteer who might have a child coming in with their parent who could be interviewed.
Follow-up with New Employee:
· Answer any questions.

· Review where and how the new employee got an interview.

Ask questions such as:
1. How was the interview?

2. Were there any surprises in the interview or in the information?

3. What was learned about interviewing?

4. Who do would be easier to interview: adults or children?

5. What was done to document the interview?  Why or why not?

Note: 

1. Look at the training schedule and note what other topics in which the new employee has already been trained.  Combine interviewing with sexual abuse and/or placement whenever possible as these topics frequently require interviewing skills.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker.
	Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Sexual Abuse
Knowledge Objectives:

1. Know the range of behaviors that are considered to be sexual abuse

2. Know the physical behavioral and emotional indicators of sexual abuse

3. Understand family dynamics and cultural considerations in incestuous families

4. Understand individual dynamics of the offender and the non-offending spouse

5. Understand the offending cycle and how offenders use deception, denial and manipulation to avoid detection

6. Become familiar with "classics in the literature", including "The Child Sexual Abuse Accommodation Syndrome" and "Traumagenic Dynamics of Sexual Abuse" as well as current research about victimology, long-term effects and mitigating factors

Skills Objectives:

1. Be able to identify physical and behavioral indicators of sexual abuse

2. Be able to determine when a medical evaluation for sexual abuse is indicated

3. Understand the benefits of therapy for all family members and how to use knowledge of treatment progress in developing a case plan

4. Identify outcomes necessary in considering reunification of an incestuous family

5. Identify when a case can be closed

Values Objectives:

1. Appreciate the importance of self-care and burnout prevention to help manage the pressures of sexual abuse cases.

2. Appreciate the importance of multidisciplinary collaboration in cases of sexual abuse.

Course Description:
This basic course combines lecture, role play, small group exercises and use of videotape to provide a comprehensive overview of child sexual abuse.  Topics covered include:  

1. Definitions

2. Prevalence and risk factors

3. Physical indicators of sexual abuse

4. Behavioral indicators

5. Sibling incest

6. Adult sexual offenders

7. Non-offending parent dynamics

8. Victim dynamics

9. Cultural considerations

10. Investigation/interviewing in child sexual abuse cases

11. Visitation/reunification in sexual abuse cases

12. Treatment
13. CPS worker’s personal considerations

On the Job Training Tasks: 
1. Interview a “training buddy” about how he/she would approach visitation between the child and the offender and/or the child and other family members in a case of sexual abuse?  What guidelines need to be in place for visitation?  What types of stigmatization are problematic for the child?  How would the new worker handle situations in which the child recants?
2. Review 2 case folders of sexual abuse.  Compare and contrast the offender typologies, cycles, and dynamics.  Compare and contrast the family dynamics of the victims’ families.
3. Make a list of offender dynamics in the 2 cases.  Make a list of the family dynamics.

4. Using the training information, predict the long-term affects on the children and predict the safety risk to the community regarding the offenders.

5. Shadow a current worker on a case dealing with sexual abuse.  Discuss the factors which were learned in the training with regards to the case.
Needs from Current Employees: 

· Two cases for review regarding sexual abuse allegations.
· A “training buddy” for shadowing.

Follow-up with New Employee:
· Review the lists made by the new employee.
· Answer any questions.
· Review the information gathered from the current employee interviews regarding coping strategies.
· Discuss the shadowing assignment.
Ask questions such as:
1. Was anything unexpected heard?  If so, what?
2. What information from the training was applied in the tasks?
3. What was the reaction to the information in the sexual abuse cases?
Note: 

1. Look at the training schedule and note what other topics in which the new employee has already been trained.  Combine interviewing with sexual abuse and/or placement whenever possible as these topics frequently require interviewing skills.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker.
	Notes:

	

	

	

	

	

	

	

	

	

	


Placement Issues
Objectives:
1. Demonstrate an understanding of the balance between safety and the trauma of placement for the child and articulate the concept of “do no harm” as it is applied to children placed in out-of-home care.

2. Identify aspects of attachment, its cultural variations, how attachment influences the behavior of children, identify the normal grieving process and the consequences of separation and loss in the developmental processes of children.

3. Identify placement activities that will help children and older youth reduce or resolve the issues of separation and loss in the context of placement.

4. Effectively assess a child’s placement, prepare a child and the child’s parents for placement and facilitate parental visiting.

5. Relative for placement of a child in the relative’s home and assess kin and non-kin caregivers’ care of the child(ren) placed in their care.

6. Identify the essential properties of specific child welfare policies and laws.
Course Description:  This course will focus on three key areas in the placement of children, with an emphasis on the effects of out-of-home care from a developmental perspective.  The course will begin with a brief look at the legal issues and their complexities.  Next, it will explore the trauma of placement and it’s effect on children.  The course will end by developing strategies for reducing the trauma of separation that occurs when children are placed, and working with parents and care providers.
On the Job Training Tasks:  

1. Interview current workers to make a list of the other professionals with whom their must be collaboration in order to affect appropriate placement for a child.
2. Interview current workers about the Multi-ethnic Placement Act (MEPA) and ask for examples of cases which are in compliance with MEPA.  Review the case folder for reasons why MEPA were a consideration.

3. Interview current workers about the differences in placing older youth versus younger children: “Do they approach placement differently depending upon the age?  

4. Interview current workers to ascertain who is included in placement decisions and the advantages versus the disadvantages to making placement decisions in this manner.
5. On a case assigned to the new worker, interview foster care providers or biological parents of a child in placement to make a list of the important people in a child’s life.  Get as much information as possible with phone numbers and addresses.  Follow-up with some in order to find out more information about others who might be important resources for a child? 
6. Review a case folder of a child in placement to make a list of the important people in a child’s life. Discuss with the assigned worker whether any of these people have been approached as placements or support people for the child.  If not, ask the worker whether he/she would like the new worker to contact any of these people to determine their interest in maintaining a connection to the child. 

7. Shadow a “training buddy” who is placing a child, making a placement referral to a group home or foster family agency, or conducting a home visit of a child recently placed or returned home.

Needs from Current Employees: 

· Case folders which could be reviewed for resources.
· Volunteers of current workers who can be available to be interviewed about the above tasks.
· Assign a “training buddy” who is conducting a placement.
Follow-up with New Employee:
· Answer any questions.

· Review the list of potential partners for collaboration.
· Review MEPA.
· Review the success of interviewing a child.

· Process the uses for the assessment center in placement.

Ask questions such as:
1. With whom should there be collaboration?

2. How can the assessment center be useful in trying to place a child?

3. What was discovered in interviewing the child about potential resources?

4. Is interviewing a child in this manner useful in planning for a child?

Note: 

1. Look at the training schedule and note what other topics in which the new employee has already been trained.  Combine placement with sexual abuse and/or interviewing whenever possible as these topics frequently involve placement issues.
2. If the supervisor is unavailable to talk with the new employee right away, give the new employee a list of the questions to answer.  This will enhance the learning process and give the supervisor valuable insight into the new worker.
	Notes:

	

	

	

	

	

	

	


Resources
Citations:

CalSWEC. 2001. “Standardized CORE Curriculum” 

CalSWEC. 2001. “Supervisor’s Cookbook”
Newel Jo.  1997. “Ideas2B”, Training for Trainers
Protective Services Training Institute. Workshop Development Manual: FY 2003

Websites:

Alameda County Web Site: http://www.co.alameda.ca.us/
ALCOWEB Intranet site: http://alcoweb/main/entry.jsp
Annie E. Casey Foundation, Family to Family: http://www.aecf.org/initiatives/familytofamily/
Bay Area Academy: http://www.sfsu.edu/~bayacad/
Child Welfare Research Center: http://cssr.berkeley.edu/childwelfare/
California Department of Social Services:

http://www.dss.cahwnet.gov/cdssweb/default.htm
CalSWEC Standardized Core Project:

http://calswec.berkeley.edu/CalSWEC/StandardCoreProjectHome.html
Online Practice Guide: http://www.alamedacfs.com/
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Signature Sheet for On the Job Tasks

Clerical Support Overview

	Task
	Employee Signature
	Task Facilitator Signature

	1. Interview a clerk in the department about what their role is in the unit or Department; what they need from child welfare staff in order to do their job; and what they need from CWW to feel respected as important members of the team.
	
	

	2. Have the new employee make a list of the job functions the clerks perform.
	
	

	3. Have the new employee make a list of the ways in which the clerks provide support to the workers and ways in which the clerks will help the new employee.
	
	

	4. Ask current workers in the unit about the professional culture of the clerks: what is important to them; what are the things which make them feel undervalued; what are the things which make them feel appreciated.
	
	


Case Filing

	Task
	Employee Signature
	Task Facilitator Signature

	1. Have the new employee use their case filing guide to clean up a current file for accuracy of filing.  This can also be combined with Division 31 Regulations and OPG tasks.
	
	

	2. Give the new employee a stack of filing from a worker and have them file the information using the case filing guide.  The new employee can repeat this task with a few files depending on the amount of time available in the unit.
	
	

	3. Interview a worker with organized files to find out how they keep them that way.  Ask the worker what they do with papers when they arrive and how they plan time into their schedule to include ongoing file maintenance.
	
	


Division 31 Regulation Training & Audit Preparedness

	Task
	Employee Signature
	Task Facilitator Signature

	1. Using the Division 31 Regulations and the 9 audit items, audit a case folder.  Tag items that are not tagged.
	
	

	2. Look through a current case folder and identify the forms in use in the case folder while comparing the forms to Division 31 Regulations.
	
	

	3. Review a case folder to identify documentation that if not included could have posed as serious risks to the department or the child.
	
	


Child Maltreatment

	Task
	Employee Signature
	Task Facilitator Signature

	1. Have new worker supervise visits for current cases and sit in on supervised visits for current cases.  New worker should be noting signs of child maltreatment in the child and interactive patterns between parent and child as well as cultural differences in interaction.  New worker should be given a list of reportable items. 
	
	

	2. Review several physical abuse cases to compare initial report items, family’s explanation, initial petition, eventual findings, case plan for child and family.  The new worker should determine if he/she aggress with the findings and plan in each case.  If not, what would they change and why?
	
	


OPG/Relative Approval Process

	Task
	Employee Signature
	Task Facilitator Signature

	1. Review OPG guidelines for relative placement.  Compare to case folder.  Determine if the guidelines were followed.  If not, what needs to be fixed?
	
	

	2. Audit a case folder using the OPG to measure compliance on the 9 audit items
	
	

	3. Look up the Multi-ethnic Placement Act standards for placement
	
	


Crisis Intervention

	Task
	Employee Signature
	Task Facilitator Signature

	1. Shadow a “training buddy” on a call or visit in which a possible crisis is developing.
	
	

	2. Identify strengths in a family who is in crisis.
	
	

	3. Spend a few hours observing a phone counselor at a crisis hotline.
	
	

	4. Interview workers about crises they have had to manage.  Ask how they managed the situation and what they did to de-escalate the crisis?  Retrospectively, what would they do differently?
	
	


Risk Assessment

	Task
	Employee Signature
	Task Facilitator Signature

	1. Ask the supervisor or “training buddy” what type of risk assessment tool is used in the unit and ask to review a case where one has been completed.
	
	

	2. Compare the tool to the tool(s) reviewed in the training.  Make a list of the differences and similarities.
	
	

	3. Use the risk assessment tool to rate a case within the unit based on the facts only.  Make a list of the variables which contribute to the ratings and a list of the facts which are established in the case.
	
	


Substance Abuse

	Task
	Employee Signature
	Task Facilitator Signature

	1. Identify AOD resources in the community.  Try to identify new resources using directories, yellow pages, and by asking resources for referrals to other similar types of programs.
	
	

	2. Call or visit the primary resources used by the unit and list the type of program, admission requirements, the funding sources for potential clients, how to make a referral, and the child care resources for clients.
	
	

	3. Create a page for each resource with fill in the blanks for each of the listed items in number 2 add these to a unit resource notebook.
	
	

	4. Review substance abuse case folders to determine what resources are being used and the outcomes of treatment.
	
	

	5. Ask the supervisor about what contracts the Agency currently has with substance abuse treatment programs.
	
	

	6. Compare the risk assessment information from the risk assessment job task to the identified AOD resources.
	
	


Effective Time Management for Child Welfare Workers

	Task
	Employee Signature
	Task Facilitator Signature

	1. Create a calendar and task page on Outlook.
	
	

	2. Ask for a “to do” list from a “training buddy” and prioritize it based on what is learned about priorities in time management training.
	
	

	3. Compare the new worker’s prioritization to the prioritization from the “training buddy”.
	
	

	4. New workers should discuss their thinking about the prioritization with the “training buddy” and ask for “training buddy’s” thoughts as well.
	
	


Domestic Violence

	Task
	Employee Signature
	Task Facilitator Signature

	1. Research how to file a restraining order.  Research resources are: the family court, current workers, the internet, supervisor, and/or the police department.
	
	

	2. In a current case folder, read a restraining order.  Have a “training buddy” what each part is and what it is used for.  What happens when there are 2 restraining orders in place?
	
	

	3. Identify the domestic violence shelters and agencies in the area. Complete resource pages on the shelters: name, region served, referral process, admission requirements, children accepted, etc.
	
	

	4. Accompany a “training buddy” who is meeting with a perpetrator or survivor of domestic violence.  Ask the client whether he/she is willing to share some information about their experience.  Ask if they have any suggestions for new workers in how to work with someone in his/her situation.
	
	


Case Planning and Management

	Task
	Employee Signature
	Task Facilitator Signature

	1. Using one of the new workers’ assigned cases, choose 3 problem areas and write SMART Objectives for each.  Utilize the training information. Work in CMS to develop a case plan.  Select the goal on the CMS system which is as close to the goal chosen by the new worker.  Modify the objective to specifications using the description section.  Find services to meet the objectives.
	
	

	2. Develop a resource services file by gathering available services from other workers include funding resources for the service.  
	
	

	3. Review objectives for a current worker’s case by looking through the file for information, calling service providers for confirmation, and interviewing clients for information.  Record progress for current worker.
	
	

	4. Research how to order a paternity test and how to fund the testing.
	
	


Court Procedures

	Task
	Employee Signature
	Task Facilitator Signature

	1. Shadow a “training buddy” to a contested hearing.  Review the report that was written and ask the worker what the issues are.  Listen to the proceedings. Talk with county counsel if they are available and open to discussing the case. 
	
	

	2. Read a file and see the forms in use which meet Division 31 Regulations.
	
	

	3. Review a case folder in which a dependence proceeding has occurred and make a list of the factors which led to the removal and dependence of the child. Were timeline expectations met in this case?
	
	

	4. Interview a “training buddy” about how he/she makes arrangements for children to attend court including: transportation, supervision while waiting outside the courtroom, how to prepare the child for court, arrangements for safety and security at court, etc.
	
	

	5. Assign a “training buddy” to show the new worker how to navigate the drop-ins and recommendations in the various court report templates, including Ex Partes, Status Reviews, Due Diligence, etc. 
	
	

	6. Assign a “training buddy” to show the trainee the various court report attachments including custody orders, orders to produce incarcerated parents, emancipation orders, legal guardianship papers, etc.
	
	


Writing Skills for Legal Reports

	Task
	Employee Signature
	Task Facilitator Signature

	1. Talk with an assigned “training buddy” about how to prepare for a court report.
	
	

	2. Talk with a unit clerk about the unit controls regarding court reports, notices of hearings, and how they are handled in the unit.
	
	

	3. Utilizing an assigned case folder, write a report for the court.
	
	

	4. Present the report to a supervisor for critique and discussion.
	
	

	5. Review reports used in court from a “training buddy”.
	
	

	6. Use information from a family known well by the new worker (neighbor, family member, friend, case from previous work or educational placement) to draft a section of a court report and present it for critique to a “training buddy”.  The identity of the family need not be revealed.
	
	

	7. If assigned to emergency response, review with a “training buddy” investigative narratives and other documentation that may be the foundation for court reports.
	
	

	8. Review a case file to identify the date of the initial removal, date the petition was filed, date of detention, jurisdiction, and disposition.  Note any amendments to the petition
	
	


Interviewing Skills

	Task
	Employee Signature
	Task Facilitator Signature

	1. Shadow a “training buddy” who is conducting one of the above types of interviews.
	
	

	2. Interview a child from the new workers’ caseload  at the assessment center, a shelter, in the office, or a child from the new workers’ home or neighborhood about the most important day of his/her life.
	
	

	3. Interview a co-worker about how he/she has dealt with cultural differences in the work place.
	
	

	4. Interview a worker about how he/she asks questions or gets information from foster parents, children, biological parents, and other professionals.
	
	

	5. Interview a worker about how he/she asks questions or gets information from foster parents, children, biological parents, and other professionals.
	
	

	6. Interview a worker about the different interview approaches for different developmental ages.  How does the worker listen to the child?  What doe he/she pay attention to besides the child’s words?
	
	


Sexual Abuse

	Task
	Employee Signature
	Task Facilitator Signature

	1. Interview a “training buddy” about how he/she would approach visitation between the child and the offender and/or the child and other family members in a case of sexual abuse?  What guidelines need to be in place for visitation?  What types of stigmatization are problematic for the child?  How would the new worker handle situations in which the child recants?
	
	

	2. Review 2 case folders of sexual abuse.  Compare and contrast the offender typologies, cycles, and dynamics.  Compare and contrast the family dynamics of the victims’ families.
	
	

	3. Make a list of offender dynamics in the 2 cases.  Make a list of the family dynamics.
	
	

	4. Using the training information, predict the long-term affects on the children and predict the safety risk to the community regarding the offenders.
	
	

	5. Shadow a current worker on a case dealing with sexual abuse.  Discuss the factors which were learned in the training with regards to the case.
	
	


Placement Issues

	Task
	Employee Signature
	Task Facilitator Signature

	1. Interview current workers about the Multi-ethnic Placement Act (MEPA) and ask for examples of cases which are in compliance with MEPA.  Review the case folder for reasons why MEPA were a consideration.
	
	

	2. Interview current workers about the differences in placing older youth versus younger children: “Do they approach placement differently depending upon the age?  
	
	

	3. Interview current workers to ascertain who is included in placement decisions and the advantages versus the disadvantages to making placement decisions in this manner.
	
	

	4. On a case assigned to the new worker, interview foster care providers or biological parents of a child in placement to make a list of the important people in a child’s life.  Get as much information as possible with phone numbers and addresses.  Follow-up with some in order to find out more information about others who might be important resources for a child? 
	
	

	5. Review a case folder of a child in placement to make a list of the important people in a child’s life. Discuss with the assigned worker whether any of these people have been approached as placements or support people for the child.  If not, ask the worker whether he/she would like the new worker to contact any of these people to determine their interest in maintaining a connection to the child. 
	
	

	6. Shadow a “training buddy” who is placing a child, making a placement referral to a group home or foster family agency, or conducting a home visit of a child recently placed or returned home.
	
	


Alcohol and Other Drugs Resource Listing

Name of Program______________________________ Phone Number____________ 

Location/Address________________________________________________________
Types of Services Offered: 
AA/NA 
Residential 
Outpatient 








Harm Reduction 
Detox

Methodone        Other: __________________________________________________________________

Admission Requirements: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

Funding Sources/Types of Payment Accepted: ________________________________________________________________________

How to Make a Referral: ________________________________________________________________________________________________________________________________________________________________________________________________________________________

Child Care Resources:

________________________________________________________________________

________________________________________________________________________
Program Description ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Special Requirements/Populations

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Domestic Violence Resource Listing

Name__________________________________ Region Served____________________ 
Phone Number____________________ Fax Number___________________________

Address/Location ________________________________________________________

Types of Services:
Shelter

Legal Aid
Counseling
Education


Support Group

Offenders Group
Emergency Financial

Child Care

Housing
Other______________________________


Ages Served: ___________________Children Accepted:________________________

Length of Program:______________________________________________________

Funding Requirements ___________________________________________________

Admission requirements:

________________________________________________________________________________________________________________________________________________________________________________________________________________________

 Referral process:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Special Requirements/Populations:

________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
Program Description:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Executive Summary 

Title:  What should I do with New Workers?


Supervisors’ On the Job Training Preparedness Training

Outline of Training:  Too busy to figure out what new workers can do in their “in unit” times during orientation?  Not sure who needs to be involved in On the Job Training for new workers?  Tired of the same old training exercises for new workers?  You are not alone!  This 1 day training will provide an overview of the current CORE training used in Alameda as well as specific tasks that new workers can complete while training on the job.  Discover helpful hints about how to plan for the new workers arrival and how to utilize seasoned workers in the unit.  Learn about different adult learning styles and ways to make the training tasks seem more meaningful to new workers and to the unit.

Target Audience:

This training is targeted to the supervisors who will be assigned new workers from the upcoming orientation class.  Seasoned workers or workers who will be assigned as “training buddies” will also benefit from the course.

Outcome Objectives for Participants:
  Supervisors will:

1. Identify Alameda CORE Curriculum On the Job Training Needs.

2. List learning styles and needs of adults.

3. Analyze strategies for choosing “training buddies”.

4. Develop strategies for preparing “training buddies”.

5. Select practical strategies for On the Job Training.

6. Plan creative strategies for On the Job Training.

7. Develop skills to generate new strategies for On the Job Training.

8. List resources for On the Job Training tasks.

9. Develop routine for On the Job Training preparation.

10. Integrate the use of training forms to help with preparedness.

Ways that Supervisors can support the Transfer of  Learning from the classroom to the job…

BEFORE the training

The supervisors can alert the current employees of their unit about the training.  They can identify workers who might be a good resource to use as a “training buddy” due to their competence and positive attitude.  

AFTER the training

The supervisors can implement the training strategies in their units beginning immediately by talking with current workers and setting the stage for their assistance in the future weeks of on the job training.

Ways that Managers can support the Transfer of Learning from the classroom to the job…

BEFORE the training

Managers can review the executive summary of this training and underscore the importance for planned interventions in the on the job training phase of education of new workers.  Managers should define the expectations around utilization of the curriculum and expectations about advanced preparation with the unit.

AFTER the training

Managers can review the success of the training and the strategies presented with the supervisors.  Managers can also ask for a description either verbal or written of how the supervisor planned on the job training for the new employee assigned to the unit.

Outcome Objectives for Participants:

 Supervisors will:

1. Identify Alameda CORE Curriculum On the Job Training Needs.

2. List learning styles and needs of adults.

3. Analyze strategies for choosing “training buddies”.

4. Develop strategies for preparing “training buddies”.

5. Select practical strategies for On the Job Training.

6. Plan creative strategies for On the Job Training.

7. Develop skills to generate new strategies for On the Job Training.

8. List resources for On the Job Training tasks.

9. Develop routine for On the Job Training preparation.

10. Integrate the use of training forms to help with preparedness.

Agenda
9:00
Welcome and Introductions

9:30
Adult Learners

10:00
Small Group Exercise on 



Learning Styles

10:30
Break

10:45
Guiding Principles for OJT

11:00
Training Buddies (transfer of 
    
 
learning exercise)
12:00
Lunch

1:00
Importance of Follow Up

1:30
Symbolic Exercise
1:45
Review Format of Binder 
2:00
Review of Format of OJT Tasks

2:15
Break

2:30
Calendar Planning Exercise Using 

Binder 

3:30
Question and Answer and 



Collaboration
3:45
Plus/Delta Evaluation

4:00
Adjourn

“Education, like that in the university classroom, is about knowledge and “telling” the learner what they need in knowledge and skills.
Training is the application of knowledge and skills to improve performance.  This focus requires training to be interactive, engaging the learner in practice exercises of those skills and knowledge that will improve their performance On the Job.”

Role of the Supervisor:

“to promote the transfer of learning from the classroom to the jobsite it is essential that new workers are able to practice their newly acquired skills on their jobs.  Supervisors of new workers have an opportunity to mold the attitudes and skills these workers will have throughout their career in child welfare. …  Supervisors have opportunities to supplement and reinforce training”

Adult Learners:
· seek out learning experiences because they have a specific use for the skill and knowledge being sought.

· need to integrate new ideas and skills with what they already know if they are to keep and use the new ideas and skills.

· are driven by a need for relevance.  Engaging the adult learner involves answering the question “What’s in it for me?”  
· need the opportunity to practice the new behavior and new thinking from the training as much as possible 

Types of Learner

· Kinetic-Tactile Learner
· Auditory Learner
· Visual Learner
Learning Retention Rates
90%
What is said and done
70%
What is said
50%
What is heard and seen
30%
What is seen
20%
What is heard
10%
What is read

5 Guiding Principles

1. Assign tasks with seasoned workers 
2. Explain to new workers why what they are about fits into the big picture of service provision, and how doing it this way will make them better at their job
3. Let the new worker do something which demonstrates task completion such as filing, interviewing, writing down observations, etc.
4. Assign new workers jobs which need to be completed in the unit not just training exercises
Think about how eager new employees are to start their positions 

“Training buddies” 

Definition:

seasoned staff who are assigned for segments of an On the Job Training Day to a new worker

Role of the “training buddy”
· Teach

· Guide

· Model

· Ensure

· Oversee

· Communicate 

· Provide a realistic picture 

3 C’s of team work: 
· Cooperation
· Communication
· Collaboration
Choose a “Training Buddy” Who
· represents good work ethic 
· positive attitude 

· reliable 
· low absenteeism 
· mastery over the task or topic which is the assignment for the day 
· communicates clearly 
· patience to work with someone new
· appropriate case work currently for observation/shadowing for the day’s topic.

· Match “training buddies” to new 
workers who have similar interests, generations, cultures, and goals.

· feel bolstered by the supervisor’s confidence in their abilities to train someone new 
· will want to live up to these expectations
· aspires to upward mobility 
· needs a change of pace from the normal routine of service delivery
Helpful Hints for On the Job Training
· Plan ahead with the unit
· Mark in the daily calendar the days with the training topics 
· Post a calendar in common areas 
· Communicate early with potential “training buddies” so that they have planned their schedule accordingly
· Communicate with any potential “training buddies” expectations around their role in the On the Job Training.

· Communicate with the entire unit the expectation of creating a learning, welcoming environment.  

· Ask for suggestions of tasks from the unit which could be completed by new workers and will alleviate some of the workload on the unit

· Remind the unit that the faster someone is well trained, the faster the new worker will be able to take on more of the unit’s workload.

· Keep a binder of handouts, memos, and other information which could be interesting for new workers when coming into the unit.

· Utilize a printed calendar with each hour of the day accounted for from the time the new worker enters the unit until the end of the in unit assignment.

· Utilize a sign-off sheet with tasks listed which can be initialized as completed by the worker, supervisor, and/or “training buddy”.

Training Tips for Buddies
1. Make them a copy of the On the Job Training Binder

2. Review with everyone in the unit the training topics and suggested tasks

3. Review with staff their role in On the Job Training

4. Communicate expectations to staff regarding helping with On the Job Training

5. Ask for suggestions and volunteers for On the Job Training

6. Explain the 3 C’s of team work (collaboration, communication, and cooperation) and the need to establish this ideal from the beginning with new workers

7. Encourage “training buddies” to promote independent activity with the new workers.  For example, explaining the task, answering questions about the task, and then letting the new worker attempt the task with oversight and back-up from the “training buddy”.

8. Review the concept of modeling for “training buddies” with the understanding that this is what is expected of them in their interactions with new workers.

Follow-Up Issues:
New employee

· General observations 

· ability to perform assigned tasks

· planning and organization skills

· use of supervision or initiative in seeking instruction or information

· Demonstrated attitude: be specific and provide examples

· Assessment of judgment

· Attendance and punctuality

· Ability to be self-directed and work independently

· Level of motivation

· Ability to relate information taught in training to the training task

· Speed in which he/she seems to master the task or concept

· Impressions from “training buddies” and current employees

Follow-Up Issues:
Training Program

· Current employees reaction 
to 
the tasks and 
assignments

· Suggestions for 
improvement under each 
training heading

· Limitations within each task

· Time constraints

· Ease of use of training 
binder

· Clarity of instructions on 
each task

· Number of choices for each 
task

· General observations

NEW CHILD WELFARE WORKER

TRAINING SCHEDULE

August 18th - 22nd, 2003

______________________________________________________________________________

MONDAY


August 18, 2003  
8:30 AM - 5:00 PM



8:30 - 12:00
County Personnel Orientation 

(organizational structure, what is SSA, timekeeping, Drug Awareness in the Workplace, Health & Safety in the Workplace, Understanding & Preventing Workplace Violence, Ergonomics & timekeeping)

12:00 - 1:00

LUNCH

1:00 - 5:00

County Personnel Orientation continued

TUESDAY

August 19, 2003
(7677 Oakport, 2nd Floor, Ste. 225, Oakland)



8:30 - 12:00

HRCT - Working Together in a MultiCultural Workplace


12:00 - 1:00

LUNCH


1:00  - 5:00

HRCT - continued

WEDNESDAY 
August 20, 2003
  (7677 Oakport, 2nd Floor, Ste. 225, Oakland)

8:30 - 12:00

HRCT - Civil Rights

12:00 - 1:00

LUNCH


1:00 - 5:00

HRCT - continued

THURSDAY

August 21, 2003
(7677 Oakport, 2nd Floor, Ste. 225, Oakland)

8:30 - 12:00

HRCT - Health and Safety in the Workplace

12:00 - 1:00

LUNCH


1:00 - 5:00

HRCT - Understanding and Preventing Violence in the Workplace

FRIDAY


August 22, 2003
(225 12th Street,  Oakland)

8:30 -   12:00

Alameda County Employee Services Center/Benefits

12:00 - 1: 00

LUNCH  


1:00 - 5:00

Alameda County Employee Services Center/Benefits

NEW CHILD WELFARE WORKER

TRAINING SCHEDULE

August 25th - 29th, 2003

______________________________________________________________________________

MONDAY


August 25, 2003
(24100 Amador, Hayward)

8:30 -   9:00

Welcome  to Training

9:00 - 10:00

Welcome - Children & Family Services Staff

10:00 - 12:00

Training Overview

12:00 - 1: 00

LUNCH  

1:00 - 5:00

Children & Family Services Overview - Jon Pettigrew

TUESDAY


August 26, 2003  (24100 Amador, Hayward)
 

8:30 - 12:00

Ethics and Values - Jon Pettigrew

12:00 - 1:00

Lunch

1:00 - 3:00

Ethics and Values, continued

3:00 - 5:00

Case Filing

WEDNESDAY

August 27, 2003 (24100 Amador, Hayward)    

8:30 -12:00

Fundamentals of Child Welfare - Faith M. Battles

12:00 - 1:00

Lunch

1:00 - 5:00

Clerical Support Overviews

THURSDAY


August 28, 2003 (24100 Amador, Hayward )

8:30 -12:00

Fundamentals of Child Welfare - Faith M. Battles

12:00 - 1:00

Lunch

1:00 - 5:00

Cultural Awareness - Jon Pettigrew

FRIDAY


August 29, 2003   (Hayward, & Hayward computer lab)

8:30 - 9:00

Payroll

9:00 - 12:00

Division 31 Regulations/9 Audit Items
12:00 - 1:00

Lunch

1:00 -  5:00

CWS/CMS - Introduction





TIME SHEETS DUE TODAY!!!!
NEW CHILD WELFARE WORKER

TRAINING SCHEDULE

September 1st - 5th, 2003
MONDAY


September 1, 2003  COUNTY HOLIDAY!  (
TUESDAY
September 2, 2003   (24100 Amador, Hayward and Hayward computer lab)

8:30 - 9:30

Training Unit Briefing

10:00 - 12:00

In Units Supervision
12:00 - 1:00

LUNCH


1:00 -  5:00

CWS/CMS (Case Cleanup I/Intro to Client Services) 

WEDNESDAY
September 3, 2003 (24100 Amador, Hayward/Cal. Poppy Room, 2nd Flr.)  

8:30 - 12:00

Child Maltreatment with Bay Area Academy, Joy Crumpton




12:00 - 1:00

LUNCH


1:00 - 3:30

Child Maltreatment - continued


3:30 - 5:00

Mandated Reporter - Jon Pettigrew



THURSDAY


September 4, 2003  (24100 Amador, Hayward)


8:30 - 9:45

Vanessa Anderson, Recruiter/Retention

10:00 - 12:00

CHDP

12:00 -1:00

Lunch

1:15 -  3:15

On Line Practice Guide (OPG) Presentation/Web



3:30 - 5:00

CalWORKS 

FRIDAY

September 5, 2003  (24100 Amador, Hayard/Shooting Star Room 6th Flr.)

8:30 - 12:00

Crisis Intervention with Bay Area Academy, Margie Albers

1:00 - 1:00

Lunch

1:00 - 3:30

Crisis Intervention, continued

4:00 - 5:00

Staff Training

NEW CHILD WELFARE WORKER

TRAINING SCHEDULE

September 8th - 12th, 2003

______________________________________________________________________________

MONDAY


September 8, 2003  (Units and Hayward computer lab)

8:30 - 9:00

Training Unit Briefing

9:00 - 12:00

CWS/CMS (Case Cleanup II/Contacts) 
12:00 - 1:00

LUNCH


1:00 -  5:00

In Units Supervision

TUESDAY


September 9, 2003  (Units and Hayward computer lab)

8:30 - 9:00 

Training Unit Briefing


9:00 - 12:00

CWS/CMS (Case Plan)


12:00 - 1:00

Lunch


1:00 - 5:00

In Units Supervision

WEDNESDAY
September 10, 2003 ( 24100 Amador/Shooting Star Room, 6th Flr.)
8:30 – 12:00

Risk Assessment with Bay Area Academy, Margie Albers

12:00 - 1:00

LUNCH


1:00 - 3:30

Risk Assessment, continued




4:00 - 5:00

Training Staff



THURSDAY

September 11, 2003  (24100 Amador/Shooting Star Room, 6th Flr.))

8:30 - 12:00

Risk Assessment with Bay Area Academy, Margie Albers


12:00 - 1:00

LUNCH


1:00 - 3:30

Risk Assessment, continued


4:00 - 5:00

Training Staff

FRIDAY

September 12th
(24100 Amador, Hayward)                                                                          PAY DAY!  (Wow, your first  paycheck as a CWW!) 






TIME SHEETS DUE TODAY!  



Don't Worry!  Faith and Jon will get your paychecks to you!!!! (
8:30 - 12:00

Calico Training at the Calico Center


12:00 - 1:00

LUNCH

1:00 - 3:00

Foster Care Eligibility Presentation


3:00 - 5:00

Special Rates - Jon Pettigrew


          NEW CHILD WELFARE WORKER


TRAINING SCHEDULE


September 15th - 19th, 2003

______________________________________________________________________________

MONDAY
September 15, 2003 (24100 Amador, Hayward/Lupine Room, 3rd Flr.)

8:30 - 12:00
    Substance Abuse Training with Bay Area Academy, Daniel Espinosa

12:00 - 1:00

Lunch

1:00 - 3:30

Substance Abuse Training, continued

4:00 -5:00

Training Staff

TUESDAY


September 16, 2003  (24100 Amador, Hayward)

8:30 - 12:00

Time Management - Faith M. Battles & Jon Pettigrew


12:00 - 1:00

LUNCH

1:00 - 5:00

Time Management, continued

WEDNESDAY

September 17, 2003 (Units and Hayward computer lab)

8:30 - 12:00

In Units Supervision 

12:00 - 1:00

LUNCH

1:00 - 5:00

CWS/CMS (Court I) 

THURSDAY
September 18, 2003 (24100 Amador, Hayward)
8:30 - 12:00

Safety in the Field - Jon Pettigrew & Faith M. Battles



12:00 - 1:00 

LUNCH

1:00 - 3:30

Stress Management- Jon Pettigrew & Faith M. Battles

3:45 - 5:00

Worker Panel Presentation


FRIDAY


September 19, 2003    (24100 Amador, Hayward)

8:30 - 12:30
Structured Decision Making with Bay Area Academy, Margie Albers


12:30 - 1:30

LUNCH


1:30 - 3:30

Assessment Center/Intake


4:00 - 5:00

Staff Training

NEW CHILD WELFARE WORKER

TRAINING SCHEDULE

September 22nd - 26th, 2003
______________________________________________________________________________

MONDAY

September 22, 2003   (24100 Amador, Hayward/Lupine Room, 3rd Flr.)

8:30 - 9:00

Training Staff







  9:00 - 12:00

Domestic Violence with Bay Area Academy, Melissa Delgadillo 

12:00 - 1:00

LUNCH




1:00 -  3:30

Domestic Violence, continued

4:00 - 5:00

Training Staff

TUESDAY


September 23, 2003     (24100 Amador, Hayward, and Units) 

8:30 - 9:00

Staff Training

9:00 - 12:00

Budget Roadshow, Contracts, PIPER, Project Destiny/BHC




12:00 - 1:00

Lunch

1:00 - 5:00

In Units Supervision


WEDNESDAY
September 24, 2003     (24100 Amador, Hayward & 24405 Amador, Hayward)


8:30 - 12:00

Court Observation, Dept. 503 (Report and Reviews) 


12:00 - 1:00

Lunch


1:00 -  4:30

Foster Care Eligibility

THURSDAY


September 25, 2003   (Hayward computer lab and units)

  
8:30 - 9:00

Training Unit Briefing

9:00 - 12:00

CWS/CMS (Overview)


12:00 - 1:00

LUNCH


1:00 - 5:00

In Units Supervision

FRIDAY


September 26th    PAY DAY!     24100 Amador, Hayward/Lupine Room, 3rd Flr. 






           TIME SHEETS DUE  TODAY!



8:30 - 12:00

Case Planning with Bay Area Academy, Margie Albers


12:00 - 1:00

LUNCH






1:00 - 3:30

Case Planning,  - continued

4:00 - 5:00

Training Staff

NEW CHILD WELFARE WORKER

TRAINING SCHEDULE

September 29th - October 3rd, 2003


_______________________________________________________________________

MONDAY

September 29, 2003   ( 24100 Amador, Hayward/Lupine Room, 3rd Flr.)
8:30 - 9:00

Training Staff

9:00 - 12:00

Court Procedures with Bay Area Academy, Frank Tetley


12:00  - 1:00

LUNCH


1:00 -  3:30

Court Procedures, continued





4:00 - 5:00

Training Staff




TUESDAY
September 30, 2003  (24100 Amador, Hayward/Lupine Room, 3rd Flr.)

8:30 - 9:00

Training Staff

9:00 - 12:00

Court Writing with Bay Area Academy, Frank Tetley  

12:00 - 1:00

LUNCH


1:00 -  3:30

Court Writing, continued




 

4:00 - 5:00

Training Staff







WEDNESDAY

October 1, 2003  (Hayward computer lab & units)

8:30 - 9:00

Training Staff

9:00 - 12:00

CWS/CMS (Review & practice as needed)

12:00 - 1:00

Lunch

1:00 - 5:00

In Units Supervision

THURSDAY

October 2, 2003  (24100 Amador, Hayward/Shooting Star Room, 3rd Flr.)

8:30 - 9:00

Training Staff

9:00 - 12:00

Interviewing with Bay Area Academy, Miriam Wolf


12:00 - 1:00

LUNCH






1:00 - 3:30

Interviewing - continued

4:00 - 5:00 

Training Staff


FRIDAY

October 3, 2003 (24100 Amador, Hayward/Shooting Star Room, 3rd Flr.)

8:30 - 9:00

Training Staff

9:00 - 12:00

Interviewing with Bay Area Academy, Miriam Wolf


12:00 - 1:00

LUNCH






1:00 - 3:30

Interviewing - continued

4:00 - 5:00 

Training Staff


NEW CHILD WELFARE WORKER

TRAINING SCHEDULE

October 6th - October 10th, 2003

_____________________________________________________________________
MONDAY
October 6, 2003  (24100 Amador, Hayward & 600 Washington Str., Oakland)

8:30 - 12:00

Role of Court Officer and County Counsel - Dan Lee/Calvin James

12:00 - 1:00

LUNCH

1:30 -  4:00 

Court Observation, Dept. 132 (Detention & Pre-hearings)

4:00 - 5:00

Mediation, Liz Dunn


TUESDAY


October 7, 2003 (Units)

8:30 - 5:00

In Units Supervision

WEDNESDAY
October 8, 2003 (24100 Amador, Hayward/Shooting Star Room, 6th Flr.)

8:30 - 12:00

Sexual Abuse with Bay Area Academy, Miriam Wolf


12:00 - 1:00

LUNCH






1:00 -  3:30

Sexual Abuse - continued


4:00 - 5:00

Training Staff


THURSDAY

October 9, 2003  (24100 Amador, Hayward/Shooting Star Room, 6th Flr.)

8:30 - 9:00

Training Staff

9:00 -12:00

Placement with Bay Area Academy, Margie Albers




12:00- 1:00

LUNCH 

1:00 - 3:30

Placement - continued

4:00 - 5:00

Training Staff

FRIDAY
October 10, 2003  (24100 Amador, Hayward/Shooting Star Room, 6th Flr.)

8:30 - 9:00

Training Staff

9:00 -12:00

Placement with Bay Area Academy, Margie Albers




12:00- 1:00

LUNCH 

1:00 - 3:30

Placement - continued

4:00 - 5:00

Training Staff

NEW CHILD WELFARE WORKER

TRAINING SCHEDULE

October 13th - October 16th 2003

_____________________________________________________________________
MONDAY


October 13, 2003 (7677 Oakport, 2nd Floor, Ste. 225, Oakland)


8:30 - 12:00

Service Excellence


12:00 - 1:00

Lunch


1:00 - 4:00

Service Excellence


4:00 - 5:00

Staff Training

TUESDAY


October 14, 2003 (7677 Oakport, 2nd Floor, Ste. 225, Oakland)


8:30 - 12:00

Service Excellence


12:00 - 1:00

Lunch


1:00 - 4:00

Service Excellence


4:00 - 5:00

Staff Training

WEDNESDAY

October 15, 2003 (7677 Oakport, 2nd Floor, Ste. 225, Oakland))


8:30 - 12:00

Service Excellence


12:00 - 1:00

Lunch


1:00 - 4:00

Service Excellence


4:00 - 5:00

Staff Training

THURSDAY


October 16, 2003 (24100 Amador, Hayward)

8:30 - 12:00

Resource Sharing

12:00 - ??

LUNCH  Meet and Greet the New Staff

THE STAFF OF THE TRAINING UNIT HAVE ENJOYED WORKING WITH YOU.



GOOD LUCK IN YOUR UNIT ASSIGNMENTS!
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