
	Training Process for the PRIVATE PROVIDER
· Approved CCFA Provider


	Stages of Process
	 Private Provider
	Responsibilities of supporting roles to  private provider

	
	
	Mentor
	Trainer
	Regional FTM Coordinator/Liaison

	Before classroom training

	Participate in several FTMs.
	Meet with peers and Trainer, assign trainees to mentors.
	Meet with regional FTM coordinator/ liaison and FTM mentors to review expectations, answer questions.
	Coordinate meeting between trainer and FTM mentors

	3 day classroom training
	Actively participate in all 3 days of training. Meet with mentor on day 3 to schedule Field Practice Activities.
	Participate in some of classroom training; at minimum, speak to assigned trainees on day 3 to set up 1st field practice activity date.

	Train class. Make the connection between mentors and trainees to schedule field practice activities.  
	Coordinate matching trainees and mentors for field practice

	Field Practice

Note: Some trainees may need to repeat activities with a mentor to achieve competency. See field practice guide for worksheets and detailed instructions on each activity.

	Stages of Process
	 Private Provider
	Responsibilities of supporting roles to  private provider

	
	
	Mentor
	Trainer
	Regional FTM Coordinator/Liaison

	Family Team Meeting Preparation Interview (Observation) 


	Observe prep interview(s) by mentor; Complete activity worksheets; meet with mentor before and after to review, sign form.
	Arrange for the trainee to observe and assist you (or  Facilitator or CM) as you meet with families to prepare for the FTMs. Meet with trainee before and after prep; review activity worksheets, sign off at the bottom.
	Respond to questions from the field, offer technical assistance as appropriate.
	Monitor completion of field practice activities by trainees. 

	Trainee Conducted Family Team Meeting Preparation Interview


	Apply interviewing skills learned in FTM Facilitator classroom training by completing a prep interview(s) and activity worksheets with minimal assistance of mentor or  designee. Meet with CM and mentor for summary of DFCS involvement with family mentor before interview; meet after to review prep, get feedback for skill development, and sign form.
	Arrange for the trainee to conduct preparation interview(s) with a family that will have an FTM.

Meet with trainee and CM for summary of DFCS involvement with family.

Review CFSR Preparation Worksheet with trainee.

Meet with the trainee after the interview to debrief, complete and discuss the activity worksheet and complete the sign off at the bottom.
	Respond to questions from the field, offer technical assistance as appropriate.
	Monitor completion of field practice activities by trainees.

	Family Team Meeting Trainee Co-Facilitation
	Co-facilitate FTM with mentor. Participate in the FTM debriefing with the facilitator and staff participating in the FTM. Complete activity worksheet; 
FTM Summary form. Meet with Facilitator to discuss receive feedback. 

If you identified particular skills you noted in your journal that were challenging, review material and discuss with mentor, sign form.
	Arrange for trainee to co-facilitate one of your FTMs. Review co-facilitator expectations in the FTM Participants Guide with Trainee. Debrief the FTM with Trainee and staff participating in the meeting. Review completed FTM Summary (Trainee will complete) and critique. Provide positive feedback for trainee’s strengths, give suggestions for improvement. Complete observation form; document any areas of needed improvement, complete and sign form.
	Respond to questions from the field, offer technical assistance as appropriate.
	Monitor completion of field practice activities by trainees.

	Family Team Meeting Facilitation Practice
(Family Team Meeting Facilitation Practice, cont.)
	Facilitate FTM with mentor observing. Make at least one contact with the family by telephone or face to face if you did not do the Preparation Interview. Explain your role during the FTM. Use your Guide to Effective Facilitation during the FTM.

Meet with mentor after the FTM for feedback.

Work with mentor to develop a plan to address areas of deficiencies if needed. Sign the evaluation form.

Complete the work plan you developed with your mentor and prepare to facilitate another FTM when areas addressed in your work plan are completed.
	Select a family that needs an initial FTM and assign the trainee as facilitator. Can be for family the trainee completed his/her initial Preparation Interview with during the Field Practice, if it will not cause the case to be out of compliance on the plan due date. (If not, provide assessment, intake, contact information, and the family’s current safety and risk factors for review by the trainee and ensure the trainee has made at least one contact with the family via telephone or face to face so the family can begin to have a rapport with the trainee as the facilitator of their FTM.)

Observe the FTM, use the FTM Facilitator Approval Evaluation Form to rate each skill listed.  Meet with the trainee after the Family Team Meeting and give feedback.  Discuss the evaluation scores and develop a work plan to address areas of deficiencies if needed. Sign the evaluation. If items in bold are met, (see instructions on form), notify regional coordinator/ liaison that trainee has attained effective facilitation skills and is prepared to facilitate an FTM for DFCS approval process.  Forward electronic copy of completed Field Practice Guide to coordinator.
	Respond to questions from the field, offer technical assistance as appropriate.
	Monitor completion of field practice activities by trainees. 

	After successfully completing all field practice activities and meeting expectations for competency, begin approval process.

	Approval Determination Process for the PRIVATE PROVIDER
· Approved CCFA Provider



	Stages of 

Approval Process
	 Private Provider
	Responsibilities of supporting roles to  private provider

	
	
	Mentor
	Trainer
	Regional FTM Coordinator/Liaison

	FTM Facilitation  for approval determination
Observation for approval for private providers is done by an approved facilitator from the region: either the Regional FTM Coordinator/Liaison (if an approved facilitator) or an approved facilitator designated by the coordinator/liaison.
	With help from the mentor, select a family and prepare the family for the FTM you will facilitate.  Complete the CFSR Preparation Interview Worksheet as part of this process. FORWARD electronic copy to Regional FTM Coordinator/Liaison prior to FTM. Facilitate the selected family’s FTM.  Electronically complete and attach the CFSR FTM Summary form. Meet with Regional FTM Coordinator/Liaison observing the FTM for debriefing, feedback and approval determination.


	Provide support and monitor completion of process.
	Offer technical assistance as appropriate. File completed and signed evaluation with central office for tracking.
	Participate in FTM as an observer. Evaluate facilitation skills of  private provider on the FTM Evaluation Form

Provide examples for any item rated greater than 3; document strategies to address needs and plan for follow up coaching and observation for areas rated less than 3. Review FTM Preparation Interview Worksheet prepared by the  private provider for this FTM, evaluate FTM preparation work done by the  private provider. Record this evaluation on the FTM Evaluation Form.

Review completed FTM Summary. Provide positive feedback for noted strengths to the  private provider, discuss approval determination and recommendations. If minimum standards for approval are not met, work with  private provider to develop a “SMART Skills Development Plan”.  Complete and sign all forms. Provide electronic copies to  private provider. Give completed and signed evaluation to trainer for filing with the state.

	Stages of 

Approval Process
	 Private Provider
	Responsibilities of supporting roles to  private provider

	
	
	Mentor
	Trainer
	Regional FTM Coordinator/Liaison

	Development Plan

(Minimum standards for approval were not met during initial observation.)
	Complete steps of the SMART Skills Development Plan.
	Provide assistance for private provider to complete steps of the SMART Skills Development Plan as appropriate and requested. Notify Regional FTM Coordinator/Liaison when  private provider has completed steps of the SMART Skills Development Plan.
	Respond to questions from the field, offer technical assistance
	Respond to questions from the field, offer technical assistance as appropriate.

	Re-evaluation

Observation for approval for private providers is done by an approved facilitator from the region: either the Regional FTM Coordinator/Liaison (if an approved facilitator) or an approved facilitator designated by the coordinator/liaison.

	Repeat process for approval determination:  select and prepare a family for the FTM you will facilitate.  Complete the CFSR Preparation Interview Worksheet as part of this process. FORWARD electronic copy to FTM Coordinator/Liaison prior to FTM. Facilitate the selected family’s FTM.  Electronically complete and attach the CFSR FTM Summary form. Meet with FTM Coordinator/Liaison observing the FTM for debriefing, feedback and approval determination.


	Repeat process for approval determination. Monitor, provide support and coaching for  private provider.   Monitor completion of process.
	Respond to  private provider’s questions, offer technical assistance as appropriate. File completed and signed evaluation with central office for tracking.
	Repeat process for approval determination:  Participate in FTM as an observer. Evaluate facilitation skills of  private provider on the FTM Evaluation Form

Provide examples for any item rated greater than 3; document strategies to address needs and plan for follow up coaching and observation for areas rated less than 3. Review FTM Preparation Interview Worksheet prepared by the  private provider for this FTM, evaluate FTM preparation work done by the  private provider. Record this evaluation on the FTM Evaluation Form.

Review completed FTM Summary.

Provide positive feedback for noted strengths to the  private provider, discuss approval determination and recommendations. Complete and sign all forms. Provide electronic copies to  private provider. Give completed and signed evaluation to trainer for filing with the state.
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