Complaint Resolution and State Hearing Training Course

Training Coordinator Handbook

Training Coordinator Checklist

The Training Coordinators will be the main liaison between local child support staff and the Department of Child Support Services for this training.  This checklist has been designed to facilitate Training Coordinator responsibilities in this role.

[image: image1.wmf]
Planning and Preparation for Implementation

DCSS recommends the following steps be taken to prepare for the initial implementation of this training:

· Discuss the course, schedule, potential delivery options and conference call requirements with your administration and receive direction relative to what approach(es) will be used at your agency and what the roles of supervisory and management staff will be in the process.

· Communicate information about the course, local delivery methods and the training schedule to supervisors and staff.

· Establish partnerships with local information technology staff as needed to ensure smooth implementation of computer-based delivery options.

· Reproduce a sufficient number of Student Tool Books before the initial training period begins.

· Disseminate training material to supervisors with any instructions necessary for them to carry out their role in the process.

· Arrange training facility/conference room access as necessary.

· Augment the roster provided in the Forms and Brochures section of this handbook with local staff information.  This form has been designed to facilitate the monitoring of training completion.

Initial Course Implementation

· Remind managerial and supervisory staff that the initial training period has begun.

· Collect and maintain course evaluation and examination material.  Blank forms are located in the Forms and Brochures section of both the Student Tool Book and the Coordinator Handbook.  The examination keys are located only in the Coordinator Handbook.

· Use returned course evaluation material to monitor staff completion of the training.

· Collect and score examination materials.  Enter pass/fail results on to the roster.

· Collect questions about the material from supervisory staff.  Clarify questions as necessary.

· Consolidate the questions in preparation for conference calls.

· Participate in the conference calls according to the conference call schedule.
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Post Implementation Record Keeping and Reporting

· Report compliance to DCSS and forward evaluation information to DCSS in accordance with the quarterly reporting schedule noted in the Coordinator Handbook’s “Instructions” section of the Coordinator Handbook.
· Maintain master training materials for the training of new personnel as needed.
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