Avoiding Your Day in Court - Addressing Training Liability Through Defensible Strategies
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Performance Objectives

At the conclusion of this workshop, participants will be able to:

· Analyze their agency’s training programs to determine if they are legally defensible

· Determine if material used in training from all sources can be used without getting permission from the author or copyright owner

· Identify the alternative delivery strategies that are applicable in their setting.

· Apply the elements of a good documentation system to their agency/facility
· Analyze their current system and create a plan for correction of any deficiencies
 SEQ CHAPTER \h \r 1Trainer Information

Rich Brunner …

Bureau of State Children & Youth Programs, 4th Floor, Bertolino Building, Harrisburg, PA 17105   Phone: 717-787-3317  Fax: 717-787-7753  rbrunner@state.pa.us 
Mr. Richard Brunner is the first Policy Manager for the Pennsylvania Department of Public Welfare’s Bureau of State Children and Youth Programs (BSCYP).  In this capacity he is responsible for the development, implementation and monitoring of policies for all Youth Development Center/Youth Forestry Camp (YDC/YFC) System facilities.  He develops and conducts numerous training programs in order to ensure understanding and the efficient implementation of policies and procedures.  

Prior to his current position, Mr. Brunner was the first Training Coordinator/Program Specialist for BSCY where he was responsible for all facets of training for the YDC/YFC system  Prior to his appointment in BSCYP Mr. Brunner worked for 21 years at the Loysville Youth Development Center were he served as a youth development counselor and as a youth development counselor supervisor.

Mr. Brunner has experience in developing and managing training programs and contracts for both public and private facilities, and is responsible for the development of numerous training curriculums used within the YDC/YFC system. He was instrumental in the development of several curriculums for five new facilities within the YDC/YFC system, and worked in conjunction with the Pennsylvania Department of Corrections Training Academy in developing a training program for the state’s first correctional facility for young adult offenders.  Within Pennsylvania, Mr. Brunner is a certified trainer in Crisis Intervention, Suicide Prevention, Safe Crisis Management, Teambuilding, Contraband and Search, and Workplace Violence.  He is also a certified hostage negotiator and critical incident manager.  On the national level Mr. Brunner is certified as a Balanced and Restorative Justice (BARJ) trainer by the National Institute of Corrections and has conducted several training sessions on BARJ and other topics.  

Mr. Brunner is currently the Vice President of the Juvenile Justice Trainers Association and chair of the awards committee.  He holds membership in the Pennsylvania Association of Probation, Parole and Correction, the Pennsylvania BARJ Implementation Committee, the Pennsylvania Department of Public Welfare Training Committee, the Victims of Juvenile Crime  Implementation Committee.  

Mr. Brunner completed his undergraduate work in psychology at Lebanon Valley College and his graduate work at Millersville University.  

 Margaret W. Davis(
12 Sareva Place, Asheville, NC 28804, (828) 254-4174, e-mail: MargaretWD@charter.net
is an independent consultant retired from the position of Assistant Director of Training for the New York State Office of Children and Family Services. In that position she was responsible for the staff training for juvenile justice programs operated directly by the agency, as well as the child welfare training provided to local county social service districts.  She worked for this agency, formerly known as the Division for Youth, for 31 years.  She began her career as a direct-care worker in facilities and has been in the field of staff training since 1981. She was instrumental in the creation of the agency’s residential training academy, which provides a 5-week program to all new direct-care staff.

She is a respected "hands-on" trainer, with a strong background in curriculum development, consulting and organizational development. Amongst the areas she has provided consultation and technical assistance in are: conducting needs assessments, developing curricula, developing policies and procedures, designing a training academy, marketing the training function, disproportionate minority contact, improving delivery of services and mental health issues.  

Ms. Davis is a founding member of the Juvenile Justice Trainers Association and currently sits on the Executive Board as the organization’s President.  She has presented at numerous state and national conferences.

Ms. Davis received a Master of Science Degree from the State University College at Oneonta, New York, and a Bachelor of Science degree from the City University of New York’s Brooklyn College.

Launa M. Kowalcyk...

National Institute of Corrections Academy Division, 1960 Industrial Circle, Longmont, Colorado 80501, (303) 682-0382, toll free (800) 995-6429, ext. 168, fax (303) 682-0429, e-mail: lkowalcyk@bop.gov

is a Correctional Program Specialist with the National Institute of Corrections’ Academy Division. Prior to joining the Academy staff in June 2003, Ms. Kowalcyk was the Trainer/Supervisor at the Central Counties Youth Center in Bellefonte, Pennsylvania.   The Central Counties Youth Center is a secure juvenile detention facility serving ten counties in Central Pennsylvania.  In addition, Launa completed a six month endeavor with the Cook County Juvenile Temporary Detention Center in Chicago, Illinois.  In the capacity of Project Manager, she assisted the management of CCJTDC and a private vendor in the installation of a facility wide automated resident record and tracking system.

During Ms. Kowalcyk’s eighteen year career within the Pennsylvania juvenile justice system, she has participated in the full spectrum of roles within trainer development.  From the student with little content expertise to the lead trainer with Pennsylvania trainer development programs, Ms. Kowalcyk has done extensive research in Adolescent Suicide, Post Traumatic Stress Disorder, and Balanced and Restorative Justice.

Ms. Kowalcyk has completed several leadership programs within the public sector.  These programs include: Leadership Centre County, Pennsylvania House of Representatives’ Rural Leadership Program, and Rotary International’s Group Study Exchange to study the criminal justice system in Central Japan.
Leslie S. LeMaster . . .
National Institute of Corrections Academy, 1960 Industrial Circle, Longmont, Colorado 80501, (303) 682-0382, toll free (800) 995-6429, ext. 121, fax (303) 682-0469, e-mail llemaster@bop.gov

is a Correctional Program Specialist with the National Institute of Corrections Academy.  Prior to joining the Academy staff in October, 1998, Ms. LeMaster was a Staff Development Specialist III with the North Carolina Division of Youth Services (DYS), now the North Carolina Department of Juvenile Justice and Delinquency Prevention, a cabinet level agency.  

Since joining NIC, Ms. LeMaster has co-managed the agency’s interagency agreement with the Office of Juvenile Justice and Delinquency Prevention (OJJDP), through which training and technical assistance services are offered to practitioners in the juvenile justice field. She also manages and develops leadership, management, and training skill development programs open to all adult corrections professionals at the federal, state and local levels. She is one of several original authors of the Staff Supervision for Corrections Professionals curriculum package, a training program for new first line supervisors.

Ms. LeMaster holds Bachelor and Master of Arts degrees in Political Science from Appalachian State University.
How Does Liability Apply to Training Systems?

Direct Liability

Applies to people who deal directly with clients.

Indirect Liability
Applies to people responsible for the staff who deal directly with clients, such as: supervisors, department heads, superintendents, Commissioners, trainers.
Vicarious Liability 
In order to hold supervisors liable, a plaintiff would have to show that supervisors were somehow negligent in the manner in which they supervised their subordinates.

There must be an affirmative link between the action that caused the injury.











Application to the Corrections/Juvenile Justice Arena . . . 

Establishing the ‘Affirmative Link’

[image: image1.wmf]
1. Actions that are AUTHORIZED by the supervisor.

2. DIRECTED actions by a supervisor.

3. PARTICIPATION by the supervisor in the employee action.

4. RATIFICATION of a subordinates actions by the supervisor.
What is ‘Proximate Cause’ and How Does This Apply?

1. Negligent appointment_______________________________________

2. Negligent retention__________________________________________

3. Negligent assignment________________________________________

4. Negligent entrustment_______________________________________

5. Negligent failure to supervise__________________________________

6. Negligent failure to direct_____________________________________

7. Negligent failure to train______________________________________

Criteria for Defendable Training

· Objectives: Performance objectives written at or above the application level

· Lesson Plan based on relevancy to the job as determined by a Needs Assessment or Job Task Analysis

· Name of Trainer and evidence of credentials, expertise or proficiency

· Name of Trainee with specific job and/or post title

· Duration of Training - How many hours or how long did it take to learn something.

· Effectiveness of Training - Evaluation of Trainee- Did the trainee learn?
Notes: _________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

Alternative Delivery Strategies

1. Shift Overlap Training Delivery Sessions

The concept of role call training is well established in law enforcement, but rarely effectively used in juvenile justice/corrections - especially small agencies.  However, in most jurisdictions, there is an overlap period between shifts that ranges from 15 - 30minutes. Often, employees are arriving early on their own in order to review previous shift activities and special watches, etc.  The shift overlap period is an excellent time to provide employees with training although the duration rarely exceed 15 minutes. This 15 minute block is an excellent time to present topics of short duration or else a longer topic could be broken down into 15 minute segments

Once a week, schedule a shift over lap training module. Usual topics come from your policy and procedure manual, problems that have been occurring in the agency, or information from publications concerning standards, litigation, etc. A training officer does not even need to be present if a formal handout is prepared for staff. Ideally, the training officer or Administrator reviews the material with the staff and checks their comprehension of the material by asking questions or having them paraphrase it for evaluation.

The Shift Over Lap Training concentrates on building knowledge or comprehension rather than skills and abilities. It is a valid exchange of relevant information on a reoccurring basis. In this form of training, it is very important to plan the sessions with a written document that covers the 6 essential elements of defendable training. The Training Coordinator will need a to document the learning objectives, job‑relevancy of the topic, the trainer, the trainees, the duration, and some assessment of comprehension by the trainees. Currently, this kind of training is probably going on very informally during your shift changes; once a week, formalize it with a written agenda and materials!

Utilizing Shift Over‑Lap Training once a week for a 15 minute duration should yield a total of 12.5 hours of valid in‑service training per employee per year. The cost will be the time it takes for the Administrator or Training Coordinator to prepare a written handout and complete a form once a week and cover at least two shift over‑lap periods.


Schedule:

Once a week


Duration:

15 minutes each session


Yield:


12.5 hours/employee/year

2. Practice Drills as Training

There are certain critical topics that can be covered in a classroom or through reading policy and procedure, but the proof of the pudding in quite simply in practicing the activity on‑site under realistic conditions. That practice is training! The following critical incidents are suggested as very appropriate topics:

TOP PRIORITY:

     # Fire Drills

     # Suicide Intervention Drills

 

    # Medical Emergency Drills

 


   # Lock Failure/Power Failure Drill

PRIORITY

     # Escape Drills

# Hostage Drills

     # Bomb Threat Drills

 


   # Natural Disaster Drill (Tornado)

     # Mass Arrest Drill

 




   # Juvenile Offender Disturbance Drill

Once a month, set up some form of critical incident drill for each shift. During the week before the drill, have staff review the appropriate policy and procedure (which counts as training as well!) and then conduct the drills. Vary the topics, but Fire and Suicide , as the greatest risks in facilities, should be scheduled to be the topics at least once a quarter. Staff should not be warned before each drill, but only be informed that one is due sometime in the near future concerning a given topic. When possible, move actual juvenile offenders for fire drills, but use volunteers or other staff as victim/juvenile offenders for all the other drills such as suicide, etc. Present your staff with some realistic situations ‑ for example, one set of emergency keys is missing, one staff is off in another part of the building, a lock is jammed, etc. Develop a written drill scenario with the situation, the learning objectives, and then observe and evaluate trainee performance during the drills. It is very important to hold "Post Mortems" to critique behavior and the develop more acceptable procedures during emergencies. It is very important to practice all procedures and to TIME THE DRILLS WITH A STOPWATCH. For example, if it takes more than THREE MINUTES to evacuate juvenile offenders from a residential unit to an area of refuge, YOU HAVE GOT BIG PROBLEMS.  The answer: PRACTICE ‑ PRACTICE ‑  PRACTICE; the extra benefit ‑ IT'S ALL TRAINING IF IT IS FORMALLY DOCUMENTED! To accomplish this, you will need:

Written Performance Objectives for each drill;

Written Scenario for each drill;

A form documenting the drill, staff involved, evaluation of staff performance, stop-watch times for performance, duration of learning experience, and changes in recommended procedures.

It is a good idea to have a fire marshal, medical professional, mental health professional, etc., monitor some of your drills;

Conduct de-briefing/evaluation sessions with staff after drills.

The Experiential Learning Drills concentrate on skills and response building. There does need to be a basis in knowledge concerning policy and procedure, but this easily be accomplished before drills in the Shift‑Overlap Training sessions. The actual learning becomes tested in performance, and the test should be varied so that staff must solve some unanticipated problems in the middle of a routine drills. That's when true learning and skills development will occur. These drills must for formal events, and staff must recognize them as training and take them very seriously. That is why it is very important to use a written scenario as a basis for the drill and to use a stop‑watch to add pressure to staff to perform PROMPTLY! It is all training; you should be doing these things routinely anyway, so begin to formalize it and document it as such.

Schedule at least one critical incident practice drill every month for each shift. Stress fire and suicide as the most probable events. The duration of the learning experience of each drill will probably exceed one hour. A conservative estimate of the yield in formal in‑service training hours for this kind of critical experiential training is 12 hours per year per employee.


Schedule:

Once a month


Duration:

One hour per month


Yield:


12 hours/employee/year

3. Independent Studies Program

This is a good methodology to use for staff who have been missing training sessions or ducking the alternative training suggested in this document. It also is a good training device to use with staff who are potential supervisors. If the Administrator needs to know something, assign your staff to research the topic and make recommendations. That, in fact, becomes training as they educate themselves by calling other agencies, calling NIC, going to the library, etc., in order to discover what should be done in your agency.

 For example, if one staff member is assigned the responsibility of designing the FIRE DRILLS, that person will readily educate himself by obtaining information from the Fire Marshal, NFPA, ACA, DOC, NIC, etc. Perhaps you want to know how to upgrade your program of special diets. Assign a staff member an independent study project to identify the state of the art and make recommendations. The subjects are countless and directly job‑relevant.

Special care must be taken to write learning objectives for each Independent Study Module, and the duration of learning will vary based upon the actual time required to research a topic. The real benefit is that someone on your staff will become the expert on that topic, and can then make a training presentation at the next staff meeting to give your organization even more training hours.

Once a month assign an independent study topic to one or two staff members with a deadline to respond with a written report. Not all staff can get involved, and not all staff have the interest or motivation to research information for you. The key is not to "dream up" topics but to request information that you really need to find out in order to set policy, assess and solve problems, or improve the organization. If you give these staff a WRITTEN ASSIGNMENT, chances are you have already defined the learning objectives in that memo. Always give them a written assignment and use that as the device to begin the documentation of the training. Save their written response as part of the evaluation that they actually learning something!

The Independent Study Program will generally concentrate on increase in knowledge, but there is also a distinct possibility that some staff will go beyond information and knowledge, and proceed with actually developing skills and abilities concerning a given topic. For example, the fire marshal may in fact experientially train one staff member in fire drills (as the Fire Marshal's equivalent of an FTO session) when that staff person researches fire prevention issues. The real value is that not only does a staff member train himself, but he provides both the Administrator and the Organization with information of useful and direct value!

Use of an Independent Study Program with selective employees once a month should yield at minimum 2 hours of training experience (and probably considerably more!). This means a potential for an additional 24 hours of in‑service training per employee per year.


Schedule:

Once a month (or as needed)


Duration:

2 hours


Yield:


24 hours/employee/year

4. Training Presentations at Staff Meetings

If you are not holding regular staff meetings, you probably should. This is an excellent time to make sure people problems are solved, and shifts run consistently. It is also a good time to present new material to your staff and to make sure they comprehend it. That, of course, is training! Not all parts of a staff meeting can count as training, but the parts that are covered by learning objectives or a lesson plan, and where some form of trainee evaluation is documented are most certainly valid training. 

In most instances, the Administrator or certain staff who have researched topics or developed expertise are appropriate in general custody or administrative topics. However, staff meetings are also an excellent time to bring in outside experts to make brief presentations concerning various topics. Since you will only be asking someone for about one hour's presentation, maybe you can get an expert for free. (If you had asked for a formal 8 hour training session, that same expert will certainly charge you!) By asking in small amounts, you may get a great deal of free expert training. If you hold regular 2 hour staff meetings, it would seem reasonable to schedule one hour of that time as the training component.

Schedule one staff meeting every month. Then either assign staff to develop the one hour training component for that meeting (as an Independent Study Project) or identify the topic yourself. Make sure there are written learning objectives developed before the staff meeting, and that someone is assigned to take good notes during the training component. Those notes become good documentation! Develop a quick and easy way to test staff comprehension of these staff meeting training topics.

Generally, these sessions will be used to increase knowledge or awareness in staff. They can also be used to change staff attitudes in a formal setting. These sessions are basically mini‑classroom sessions but are much cheaper to produce, and are of such short duration that there is usually no problem with staff losing concentration or lack of attention.

It is recommended that you schedule one staff meeting each month. Each staff meeting will probably last about 2 hours, and one of those hours should be scheduled as the staff training component. One training hour per month would yield 12 hours per year per employee of valid in‑service training.


Schedule:

Once a month


Duration:

One hour per staff meeting devoted to training


Yield:


12 hours/employee/year

5. Shift Scenario Reviews

There is nothing wrong with handing out informational sheets, hypothetical situation summaries, incident fact sheets, or other job relevant information at the start of a shift, and asking the staff on duty to read and discuss the information or situations during the course of the shift. These fact sheets, situational sheets, or scenarios need to be backed up by written learning objectives as part of the Shift Scenario lesson plan, and some form of evaluation or testing for comprehension needs to occur at the end of the shift to formalize this learning experience as training. In this instance, persons working together on the shift will be discussing the information with each other during spare moments, and will in essence be training themselves concerning the given topics. 

A good example of Shift Scenario Training would be to hand out a fact sheet concerning an escape from custody by a juvenile offender in another agency/state or the use of force on a juvenile offender. Next, hand out a copy of your agency's policy and procedure on security and control, counts, etc., and have staff answer a series of BRIEF QUESTIONS at the bottom of the sheet by the end of the shift. Countless scenarios can be developed based on problems that are occurring in other agencies. If you ever go dry on topics, look in any of the publications that report litigation results or cases. The subjects are limitless!

Twice a month, declare a Shift Scenario Training day. Prepare for this with written learning objectives, and good documenting form, and handouts for the trainee/shift workers. It would be advisable to develop an annual lesson plan for Shift Scenario Training which shows each of these topics or individual scenarios as a module of the overall plan. You will need to prepare:

· An overall lesson plan concerning Shift Scenario Training including, for example, 24 planned modules.

· Learning Objectives for each individual module.

· Handouts for each shift (fact sheets, scenarios, agency policy and procedure, etc.).

· Simple questions that staff must answer in writing to assess trainee comprehension.

Shift Scenario Training is appropriate as a training method to increase knowledge and comprehension of a wide variety of given topics in the agency. It is not designed for skills building or increasing abilities: that is more appropriately done through the FTO program and the experiential drills. Appropriate follow up must be provided in response to a trainee's written answers to the scenario question. Once the answers are evaluated, further training which may be either knowledge‑based or experientially‑based may be indicated. Develop and use a good documenting form that covers all 6 items required for defendable training!

Use of Shift Scenario Training twice a month for each shift would conservatively yield 2 hours/month of valid training. This means a total yield per employee of 24 hours per year of documented in‑service training.


Schedule:

Twice a month


Duration:

One hour per event


Yield:


24 hours/employee/year

6. FTO Program
A Field Training Officer program, better known as an FTO program is a formal on-the-job training that:

· Builds skills

· Is legally defensible

· Meets recognized standards

· Provides one-to-one instruction

· Is a  type of competency-based education

· Proceeds at the learner's pace

· Is risk-free learning

· Builds trainee confidence

· Constantly reinforces relevant learning

An FTO is assigned to a trainee.  The FTO uses a series of checklists to teach the required skills.   The steps in an FTO Performance Checklist are:
1. Trainee reads/reviews task document

2. FTO explains and demonstrates

3. Trainee explains as FTO performs

4. Trainee explains and demonstrates

5. Trainee practices

6. Trainee performs task unassisted

There are a number of benefits to using of an FTO Program.  These include:
· Competency-based, self-paced

· Cost effective

· Easily monitored

· Effective testing - proficiency based test

· Staff gain useful/needed skills very quickly

· Tunes everybody up

· Reduces use of expensive classroom-based training 

There are also some shortcomings to an FTO Program.  Some of these are:
· Won't address all your training needs

· Not appropriate for high tech, complex topics or sensitive topics

· Less useful for pure knowledge-based objectives

· Trainees can pick up bad habits and shortcuts if not monitored

· Can become too informal

· It's a lot of work!

· Preparation

· Delivery
Elements of a Legally Defensible Record-Keeping System
· [image: image6.wmf]Easy to input 

· Easy to access the information

· Contains the information needed to generate reports

· Can be maintained manually or by computer

· Has official weight behind it

· Cross referenced by program title and individual participant

· Contains, at a minimum:

· Program Title

· Hours of actual training

· Participants’ names

· Instructors’ names 

· Evaluation (pass-fail, complete-incomplete)

LESSON PLAN TEMPLATE
	

	LESSON TITLE:  

DATE:  


	MODULE OVERVIEW:



	TIME FRAME

Days: 

Time:  


	PARAMETERS

Audience:  

Number:  

Space:  
 



	PERFORMANCE OBJECTIVES

In this module, participants will be able to:


	EVALUATION TECHNIQUES



	INSTRUCTOR MATERIALS



	EQUIPMENT/SUPPLIES NEEDED



	STUDENT HANDOUTS



	METHODS/TECHNIQUES



	REFERENCES

The following books and materials were used as a basis for this lesson plan.  The instructor should be familiar with the material in these reference documents to effectively teach this module.




ICONS:
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PowerPoint Slide
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Paper charts
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Participant Manual
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Handout




	


	LESSON PLAN

	TITLE:  

	TRAINER NOTES
	PRESENTATION GUIDE

	
	

	
	


                                                                                 Training Roster                                                   



	Contract Provider


	Course Identifier / Number
	Name of Course


	Total Number of Class Hours

	Course Location


	Instructor(s)
	Start Date


	End Date



	Note:  Instructors are responsible for ensuring that all items are fully completed by the trainees.  The information MUST be provided in an accurate and legible manner

	
	
	

	Trainee Name
	Social Security Number
	Position (Job Title)
	Agency / Facility (e.g. NYS OCFS Albany County DSS, Baker Hall, Tryon Residential)


	dates attended
	dates attended
	dates attended
	DATES ATTENDED
	Total No. of          

Hours  ATTENDED


	Pass
	Fail
	Incomplete

	Last Name
	First Name


	
	
	
	
	
	
	
	
	
	
	

	Smith
	John
	999-99-9999
	YDA IV
	Tryon residential
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Instructor Remarks:

                     

	Certificates Requested

   (Yes      (o 
	Issued
	Signature if Required

X_____________________________________
	Date






REQUEST TO DOCUMENT EXTERNAL TRAINING

CONTINUATION SHEET

Course Title:











date:




	PARTICIPANT NAME
	SOCIAL SECURITY NUMBER
	WORK LOCATION

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	

	9. 
	
	

	10. 
	
	

	11. 
	
	

	12. 
	
	

	13. 
	
	

	14. 
	
	

	15. 
	
	

	16. 
	
	

	17. 
	
	

	18. 
	
	

	19. 
	
	

	20. 
	
	

	21. 
	
	

	22. 
	
	



Happy Valley Residential Center

FTO Module Performance Checklist

	Chapter:
	Trainee:

	Module Title:
	FTO:


	Trainee Reads/Reviews Task Documents   
	FTO Explains & Demonstrates
	Trainee Explains as FTO Demonstrates 

ftDemonstrates
	Trainee Explains & Demonstrates
	Trainee Practices
	Trainee Performs Successfully

(Proficiency Test Completed)

	

	
	
	
	
	



Happy Valley Residential Center

FTO Module Performance Checklist

	Chapter: Security and Control
	Trainee:

	Module Title: Outgoing Mail
	FTO:


	Trainee Reads/Reviews Task Documents   
	FTO Explains & Demonstrates
	Trainee Explains as FTO Demonstrates 

ftDemonstrates
	Trainee Explains & Demonstrates
	Trainee Practices
	Trainee Performs Successfully

(Proficiency Test Completed)

	

	
	
	
	
	



ACADEMY ON-THE-JOB TRAINING SUMMARY

FACILITY/OFFICE:






















_______

COUNTY:



























	DAY
	DATE
	SHIFT
	# HOURS

MENTORED*
	WORK LOCATION

(Cottage/Unit)
	MENTOR’S NAME (Print)

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	



*Mentored hours include only those where the trainee is not counted for coverage.






                                      TASK OBSERVATION AND PRACTICE CHECKLIST                           page 1 of 2
	TO BE COMPLETED BY TRAINEE AND MENTOR           

	JOB BEHAVIORS
	OBSERVED (Date and Signature)
	COMMENTS

	
	TRAINEE
	MENTOR
	

	1. Wake up of youth
	
	
	

	2. Bed checks/room inspection
	
	
	

	3. Signing in log
	
	
	

	4. Reporting presence to CSU
	
	
	

	5. Reading log
	
	
	

	6. Communication with previous shift
	
	
	

	7. Check schedule of shift activities
	
	
	

	8. Safety and security inspection of cottage:

a. doors

b. windows

c. cleanliness

d. security screens
	a.
	
	

	
	b.
	
	

	
	c.
	
	

	
	d
	
	

	9. Supervising cleanup
	
	
	

	10. Taking and recording counts of youth
	
	
	

	11. Supervise youth during:

a. making beds

b. clean-up of room

c. washing & dressing

d. bathroom trips

e. showering

f. meals
	a.
	
	

	
	b.
	
	

	
	c.
	
	

	
	d.
	
	

	
	e.
	
	

	
	f.
	
	

	12. Use and security of kitchen utensils
	
	
	


                      TASK OBSERVATION AND PRACTICE CHECKLIST                              page 2 of 2
	TO BE COMPLETED BY TRAINEE AND MENTOR           

	JOB BEHAVIORS
	OBSERVED (Date and Signature)
	COMMENTS

	
	TRAINEE
	MENTOR
	

	13. Putting youth to bed
	
	
	

	14. Inspecting youth job assignments
	
	
	

	15. Monitoring & recording youth telephone usage
	
	
	

	16. Controlling keys
	
	
	

	17. Reading log
	
	
	

	18. Supervision of youth in classroom
	
	
	

	19. Observe counseling group
	
	
	

	20. Location and use of reporting forms
	
	
	

	21. Filling out time sheets and leave requests on schedule
	
	
	

	22. Giving directions and youth movements:

a. on the unit

b. in the school

c. between buildings on campus
	a.
	
	

	
	b.
	
	

	
	c.
	
	

	23. 
	
	
	

	24. 
	
	
	

	25. 
	
	
	

	26. 
	
	
	

	27. 
	
	
	

	28. 
	
	
	


Employee Signature:












Training Academy Staff Signature:









How Do We Document Training in Our System?
In your small groups, discuss the following questions regarding how you document training at your agency:

1. Is it a manual or computerized system?

2. What forms do you use?

3. What kinds of filing systems do you maintain?

4. What kinds of reports can you generate?

5. Who uses these reports?  How?

Action Planning
1. List the areas in your agency/facility that you are most concerned about regarding liability issues and what steps you are going to take when you return to address the issues.

	Issues
	Steps I Will Take

	
	

	
	

	
	

	
	


2. What kinds of activities do you now do that you could document as formal training?

3. What kinds of alternative training strategies can you now begin to use at your agency/facility?

4. List some ways you can strengthen your agency’s/facility’s documentation system.

Bibliography and Web Resources

Liability Issues in Training

Eyres, Patricia S. The Legal Handbook for Trainers, Speakers and Consultants: The Essential Guide to Keeping Your Company and Your Clients Out of Court. New York, NY: McGraw-Hill, 1998.

This is an easy to use, jargon free guide specifically designed to help you understand your legal rights, responsibilities and risks so you can avoid trouble. It has sections on copyright issues as well as health and safety and meeting special needs. 

Websites:

Copyright Myths

http://www.templetons.com/brad/copymyths.html
The most common copyright myths are explored and explained.

The Copyright Web Site

http://www.benedict.com
Specific guidelines for “fair use” of copyrighted material

Motion Picture Licensing Corporation

http://www.mplc.com/index2.htm
Specific information about copyright law and videos and instructions for getting permission to use videos for any purpose.

Training Liability - Americans for Effective Law Enforcement (AELE)

http://www.aele.org/
AELE is a not-for-profit organization that provides educational and other services to law enforcement professionals. This page lists case summaries regarding liability for training or failure to train.

United States Copyright Office - Library of Congress

http://lcweb.loc.gov/copyright/
Complete text of and information about copyright laws.

Needs Assessment

Carlisle, K. Analyzing Jobs and Tasks. Englewood Cliffs, NJ: Educational Technology Publications, 1986.

A how-to book for performing job and task analysis. Technical and research oriented, this is an excellent reference.

Kaufman, Roger. “When Good Bosses Ask For Bad Things”, Training and Development Journal, Alexandria, VA: American Society for Training and Development, 1991.

An article that helps trainers determine what is a training problem and what is not.

Mager, Robert F. and Peter Pipe. Analyzing Performance Problems, 2nd  Edition. Belmont, CA: Lake Publishing Company, 1984.

This book is a classic for performance improvement. It takes you through a step by step flow-charted process for looking at any kind of work performance problem and determining the appropriate intervention, which is not always training. 

Nolan, Thomas.  The DACUM Process Training Manual. Cincinnati, OH: Cincinnati Technical College, 1990.

An original manual for the DACUM process, a form of job/task analysis based on storyboarding. Several job profiles developed through this process as well as an overview are available from the Information Center of the National Institute of Corrections.

NIC Training Resource Center. Training Action Plan Workbook: Quality Training. Longmont, CO: National Institute of Corrections, 1995.

A series of worksheets that take you through a step-by-step planning process for developing a training program. This process is used at the NIC Academy to plan regional training events.

Zemke, Ron. “How to Do a Needs Assessment When You Think You Don’t Have Time.” TRAINING. Minneapolis, MN: Lakewood Publications, Inc, March, 1998.

This article describes and recommends strategies for that all too common situation where management just wants some training and they want it now and they don’t want to wait for you to assess needs. Zemke says that is no excuse to deliver lousy training.

Rossett, Allison. Training Needs Assessment. Englewood Cliffs: Educational

Technology Publications, 1987.

Rossett, Allison. Assess for Success, Training and Development, 43 (5), 1989, p 55 - 59.

Zemke, Ron and T. Kramlinger. Figuring things out: A trainer's guide to

 needs and task analysis. Reading: Addison-Wesley, 1982.

Websites:

Needs Assessment Basics

http://www.amxi.com/amx_mi30.htm
Virginia Safe Schools Needs Assessment

http://www.dcjs.state.va.us/research/documents/vcss/trainingNeedsAssessment.pdf
Guidelines for Focus Groups

http://www.mapnp.org/library/evaluatn/focusgrp.htm
DACUM

http://www.dacum.org/
http://www.trc.eku.edu/dacum.shtml
Alternative Delivery Strategies

Eitington, Julius E. The Winning Trainer, 3rd Ed. Houston, TX: Gulf Publishing Co., 1996. Excellent resource manual for any trainer. This book has lots of examples of activities and strategies along with detailed explanations of how to use them. It has chapters on designing in-basket exercises, case studies, use of video and even a chapter on lectures. Every chapter has references and an annotated recommended reading list.

Kay, Carol R., Sue K. Peyton and Robert Pike. Diagnosing the Training Situation: Matching Instructional Techniques with Learning Outcomes and Environment, The 1987 Annual: Developing Human Resources. San Diego, CA: University Associates. Inc., 1987.

This article describes a process for looking closely at each training situation to apply specific criteria in selecting the appropriate strategies to target learning outcomes.

Newstrom, John W. and Edward Scannell. The Complete Games Trainers Play: Experiential Learning Exercises. New York, NY: McGraw-Hill, 1994.

This is a combined volume of the authors’ several books. The book is a huge compendium of training activities and exercises from extremely simple to moderately complicated strategies. Index does not allow following a topic or selecting by behavior/task.

Pike, Robert W. Creative Training Techniques Handbook. Minneapolis, MN: Lakewood Books, 1992.

This is a compilation of tips and ideas from Pike’s Creative Training Techniques newsletter. Both the book and the newsletter are excellent sources of icebreakers, activities and training tips.

Silberman, Mel. Active Training, 2nd Edition. San Diego, CA: University Associates, Inc., 1998.

This comprehensive handbook shows you how to design and conduct experiential programs. This edition has a wealth of new training exercises and case studies as well as a section that explores the reasons why adults learn best when actively engaged in the process.

Implementing Your Training System
Bourner, Tom, Vivien Martin and Phil Race. Workshops That Work: 100 Ideas to Make your Training Events More Effective. London, England; McGraw-Hill Book Company, 1993.

 General Web Sites for Trainers
Ask ERIC http://www.askeric.org/
Big Dog’s HRD Pages http://www.nwlink.com/~donclark/hrd.html
McGraw-Hill Links

http://books.mcgraw-hill.com/training/elearning/resources.html
TCM Resources http://www.business.com/directory/human_resources
Training Magazine http://www.trainingsupersite.com
University Associates http://www.universityassociates.com/cgi-bin/
Virtual Salt http://www.virtualsalt.com
Tools for the Age of Knowledge

About Learning http://aboutlearning.com
Links to resources on items such as:


How people learn


Motivating Students


Teaching organization

Teaching Techniques

Preparing a lesson plan

Difficult Behaviors

http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/teachtip.htm
EMPLOYEE INFORMATION:





Name:											


Social Security #:										


Job Title:											





TOTAL HOURS


MENTORED





FACILITY SIGNATURE:





I certify that this on-the-job training was delivered as indicated on this form and reflects hours the trainee wasn’t counted for coverage.








										


                           (Signature)				           (Date)





REMINDER:  Attach completed Task Observation Checklist and have the participant bring both forms to the Academy on Week 4.








NAME:												 	





DATE(S):												



































REQUEST TO DOCUMENT EXTERNAL TRAINING








*Explanation on the Reverse.





SIGNATURES


Supervisor or Training coordinator should review documentation of attendance prior to submission





	Supervisor/Training Coordinator										Date				





Bureau of Training & Workforce Development								Date				








PARTICIPANT INFORMATION





NAME:												SOC.SEC.#:					





WORK LOCATION:																


If More Than One Person Attended, Use Continuation Sheet   (�
�









TRAINING OR COURSE OBJECTIVES:





       						





       						


  


       						





       						





in addition, attach a copy of agenda, workshop outline, and program descrip-tion.  Describe in detail, if not available.








Recordable training is a time-limited event of one hour or more intended to achieve specific learning objectives for an individual or group using appropriate method(s) to result in the intended outcome (a change in awareness, knowledge, skill, behavior or attitude).


Use this request to formally record job-related training or classes you have attended.  Since training provided by the Office of Children and Family Services (OCFS) is generally recorded on the OCFS-4448 Training Roster, you need only use this request when you have attended programs external to the OCFS.





COURSE TITLE:									





Provider Name & Code*:								





Location Where Training Took Place:							


						      (Facility & City)





Date(s) of Course:			            	              				


                                           (Starting Date)		                                     (Ending Date)





Length of Course or Training*:				


				     (Total Hours)





Instructor(s) Name:								.











Training Office Use Only





Course No.:				





RETURN COMPLETED FORM TO:





I certify that proficiency was demonstrated by the above trainee concerning this task on,





____________________________(date)





X______________________________FTO





X_______________________________ Trainee





Training Hours Credit _______________





STEPS:


1. Gather all outgoing mail from the try in the Unit Security Station.





2. Check the mail to insure the envelope has been stamped with the address of the facility in the upper left-hand corner.





3. Check any magazine subscription forms to insure the facility's address has been entered in the return address. Return those that have other addresses.





4. Remove any Resident Request Forms that are to be dealt with by Medical or the Unit Supervisor placing them in the appropriate tray in the Unit Security Station.





5. Bundle the mail with a blank piece of paper and a rubber band.





6. Write your name, unit name, date and shift assignment on the paper.





7. At the end of the shift, take to the outgoing mailbox in the main office.





PERFORMANCE OBJECTIVE: After explanation, demonstration, and practice, the trainee will be able to:


Process outgoing mail, following the 7 steps listed below and Happy Valley Residential Center Policy #3107





I certify that proficiency was demonstrated by the above trainee concerning this task on,





____________________________(date)





X______________________________FTO





X_______________________________ Trainee





Training Hours Credit _______________





STEPS:





PERFORMANCE OBJECTIVE: After explanation, demonstration, and practice, the trainee will be able to:
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