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HOW TO USE THE TRAINER’S AND TRAINEE’S GUIDES
Please read carefully as a first step in preparing to train this curriculum.

	IMPORTANT NOTE:  Each curriculum within the Common Core series is mandated and standardized for all new child welfare supervisors in the state of California.  It is essential that all trainers who teach any of the Common Core Curricula in California instruct trainees using the standardized Training Content as provided.  The training of standardized content also serves as the foundation for conducting standardized testing to evaluate and improve the effectiveness of new supervisor training statewide.



GENERAL INFORMATION
The Common Core Curricula model is designed to define clearly the content to be covered by the trainer.  Each curriculum consists of a Trainee’s Guide and a Trainer’s Guide. The Trainee’s Guide contains the standardized information which is to be conveyed to trainees. The Trainer’s Guide includes guidance to assist the trainer in presenting the standardized information.  Casework Supervision requires a standardized delivery to support the embedded skill evaluation contained in the curriculum, while the other five modules in the Common Core Curricula for Child Welfare Supervisors allow some flexibility in the delivery of the content.
The list of components of the Trainer’s and Trainee’s Guides described under the subheadings below vary slightly for each module of the Supervisor Common Core. It is recommended that trainers first review the Background and Context, Agenda, and Suggested Lesson Plan.  Trainers can then read the Training Content and Tips in the Trainer’s Guide and the Training Content in the Trainee’s Guide in order to become thoroughly familiar with each topic and the suggested training activities.  
The curricula are developed with public funds and intended for public use.  For information on use and citation of the curricula, please refer to the Guidelines for Citation:  
http://calswec.berkeley.edu/CalSWEC/CCCCA_Citation_Guidelines_Rev_040909.doc
Please note that each individual curriculum within the Common Core Curricula is subject to periodic revision.  The curricula posted on the CalSWEC website are the most current versions available.  For questions regarding the curricula, contact Melissa Connelly mconnelly@berkeley.edu or Phyllis Jeroslow pjero@berkeley.edu, or call CalSWEC at 510-642-9272.
COMPONENTS OF THE TRAINER’S AND TRAINEE’S GUIDES
Background and Context
The Background and Context describes how and why the Common Core was developed, as well as the values, levels of standardization, completion requirements, and revision process associated with the Common Core series.  As an additional resource for trainers, the Background and Context also provides working definitions of the foundational themes that are interwoven throughout the Common Core, and basic information about the use of embedded skill testing for evaluating the effectiveness of the training.
Competencies and Learning Objectives

The Competencies and Learning Objectives serve as the basis for the Training Content that is provided to the trainees.  All the Competencies and Learning Objectives for each curriculum are listed in a separate tab in both the Trainer’s and Trainee’s Guides.  The Learning Objectives are subdivided into three categories:  Knowledge, Skills, and Values.  They are numbered in series beginning with K1 for knowledge, S1 for skills, and V1 for values.  The Learning Objectives for each segment of the curriculum are also indicated in the suggested Lesson Plan.

Competencies are defined as broad indicators of essential and best practices.  Typically, several Learning Objectives support the development of each Competency.  The Learning Objectives are more specific than the Competencies and are designed to provide measurable indicators of learning.
Knowledge Learning Objectives entail the acquisition of new information and often require the ability to recognize or recall that information.  Skill Learning Objectives involve the application of knowledge and frequently require demonstration of the skill.  Values Learning Objectives describe attitudes, ethics, and desired goals and outcomes for practice.  Generally, Values Learning Objectives do not easily lend themselves to measurement, although values acquisition may sometimes be inferred through other responses elicited during the training process.

Agenda (most modules)
The Agenda is a simple, sequential outline indicating the order of events in the training day, including the coverage of broad topic areas, training activities, evaluation (if applicable), lunch, and break times.  
Suggested Lesson Plan (most modules, Trainer’s Guide only)

The Suggested Lesson Plan is a mapping of the structure and flow of the training.  It presents each topic in the order recommended and indicates the duration of training time for each topic.  The Suggested Lesson Plan is offered as an aid for organizing the training.

The Suggested Lesson Plan is divided into major sections by Day 1 and Day 2 of the training, as applicable, and contains three column headings:  Topic, Methodology, and Learning Objectives.  Some Lesson Plans may have a fourth column for key Learning Points to emphasize.  The Topic column is divided into training segments.  The Methodology column indicates suggested training activities that accompany each segment, and the Learning Objectives column reflects the specific objectives that are covered in each segment. 
Evaluation Protocols (Trainer’s Guide; for Casework Supervision only)
It is necessary to follow the step-by-step instructions detailed in this section concerning the embedded skill evaluation in order to preserve the integrity and consistency of the training evaluation process.  Additionally, trainers should not allow trainees to take away or make copies of any test materials so that test security can be maintained.
Training Content and Tips (Trainer’s Guide only) 

The Training Content and Tips section is the main component of the Trainer’s Guide. It includes detailed descriptions, guidance, and step-by-step tips for preparing, presenting, and processing the activities.  The descriptions also indicate the Training Content in the Trainee’s Guide and the PowerPoint slides that accompany each activity.  Thumbnails of the slides are also provided.

Training Content (Trainee’s Guide only; can be inserted into the Trainer’s Guide)

The Training Content in the Trainee’s Guide contains the standardized text of the curriculum that accompanies the trainer’s lectures and other training activities.  

Supplemental Handouts

Supplemental Handouts refer to additional handouts not included in the Training Content tab of the Trainee’s Guide.  For example, Supplemental Handouts include PowerPoint printouts that accompany in-class presentations or worksheets for training activities.  Some documents in the Supplemental Handouts are placed there because their size or format requires that they be printed separately.
Glossary 
A glossary may be provided.  It defines words and acronyms commonly used in child welfare practice that appear in the training content or supplemental information.  The glossary is provided to help trainees learn language and terms specific to the field.

Bibliography (most modules, in one or both guides)
The Bibliography indicates the sources that were reviewed by the curriculum designers to prepare the main and supplemental content information, training tips, training activities and any other information conveyed in the training materials.  It may also include additional resources that apply to a particular content area.  In certain curricula within the Common Core series, the Bibliography may be subdivided by topic area.
Materials Checklist (Trainer’s Guide only)
In order to facilitate the training preparation process, a Materials Checklist may be provided.  The Materials Checklist indicates all the materials needed for the entire training.  Multi-media materials may include such items as videos, CDs, posters, and other audiovisual aids.  
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