Master Checklist
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The Master Checklist is located in this section and provides a list of the activities to be completed by Stage.  The activity can be downloaded to your tablet from the Education and Training website: http://www.dfcs.dhr.georgia.gov/training
When possible, the activities should be completed in sequence and within the required time.  In some counties it may be necessary to complete an activity when the opportunity presents itself.

CFSR Outcomes and Performance Items have been linked to specific activities.  Supervisors/Training Coordinators should review the CFSR Outcomes and Performance Items with the trainee to re-enforce the importance.  
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The Master Checklist will reflect an estimated time to complete each activity.  This is only estimation and times will vary greatly depending on the circumstances.  Supervisor/Training Coordinator should document the actual time each trainee spent to complete in activity in the far right column.  Excessive times should be questioned and documented to support the Training Time Requirement. 

	
	Stage One: Making Connections in your DFCS Office 
Master Checklist

	Anticipated Hours to Complete
	Actual Hours to Complete
	Date

Completed

	Day One – Regional Human Resources Orientation
	8 hrs
	
	

	Day Two – County Office
	
	
	

	
	Meet and Greet by the County Director
	1 hr
	
	

	
	A. Welcome
	
	
	

	
	B. Agency Mission
	
	
	

	
	C. Agency Goal: “Every Child will be safe and thriving  within a forever family sooner”
	
	
	

	
	D. WIG: “No child should be without a permanent family.”
	
	
	

	
	E. CFSR – How one person can impact the results
	
	
	

	
	Preparing the New Employee for Training
	1 hr
	
	

	
	A. Tablet
	
	
	

	
	B. Passwords
	
	
	

	
	Orientation to the Local DFCS Office
	2 hrs
	
	

	
	A. Materials to have available
	
	
	

	
	B. New Employee Orientation Checklist
	
	
	

	
	Logistics
	2 hr
	
	

	
	A. Workstation
	
	
	

	
	B. Tour of DFCS Office
	
	
	

	
	Total Hours for Day Two
	8 hrs
	
	

	Day Three – Training Orientation Activities – WebEx Meeting
	
	
	

	
	Training Introduction
	1 hr
	
	

	
	A. Trainer Introduction
	
	
	

	
	B. Activity: Class introductions
	
	
	

	
	C. Electronic Participant Guide
	
	
	

	
	D. Training Standards
	
	
	

	
	Tablet
	1 hr
	
	

	
	A. Tablet Tutorials
	
	
	

	
	B. Computer Security
	
	
	

	
	C. Email Etiquette
	
	
	

	
	Training Overview
	
	
	

	
	A. 3 components of training
	
	
	

	
	B. Training Plan
	
	
	

	
	C. Roles and Responsibilities
	
	
	

	
	Training Sequence
	
	
	

	
	A. Making Connections
	
	
	

	
	B. Keys to Child Welfare
	
	
	

	
	C. Promoting Permanency through Foster Care Services Course
	
	
	

	
	Tablet
	1 hr
	
	

	
	A. Tablet Tutorials
	
	
	

	
	B. Computer Security
	
	
	

	
	C. Email Etiquette
	
	
	

	
	D. Electronic Participant Guide/Ink
	
	
	

	
	Orientation Overview
	
	
	

	
	A. Components of training
	
	
	

	
	B. Roles and Responsibilities
	
	
	

	
	C. Training Sequence

a. Making Connections

b. Keys to Child Welfare

c. Promoting Permanency through Foster Care Services

d. Strengthening Families to Mitigate Safety and Risk Factors
	
	
	

	
	D. Certification Process
	
	
	

	
	E. Making Connections – Review of Stages

a. Stage 1 – Making Connection in your county office

b. Making Connections in your Community

c. Stage 3 – Making Connections with the families we serve
	
	
	

	
	Hyperlinks and Review of Online Training Requirements
	1 hr
	
	

	
	ODIS 

http://www.odis.dhr.state.ga.us/
	
	
	

	
	Education and Training Orientation Series

https://www.gadfcs.org/training/index.jsp 
	
	
	

	
	A. How to use the training System
	
	
	

	
	B. Roadmaps to Successfully Online Training
	
	
	

	
	C. New Worker Orientation to DHR and DFCS
	
	
	

	
	D. Introduction to Child Welfare
	
	
	

	
	E. Child Care for Social Services Case Managers
	
	
	

	
	IEP and Educational Services http://supreme.state.az.us/casa/prepare/training.html
	
	
	

	
	Understanding Substance Use Disorders, Treatment and Family Recovery: A Guide for Child Welfare Professionals    
  NCSACW - Online Tutorials
	
	
	

	
	The CPS Worker: Making a Case for Safety - Jim Holler http://www.nationalcac.org/professionals/index.php?option=com_content&task=view&id=39&Itemid=59
	
	
	

	
	Child Development 101 - Allison DeFelice, PhD http://www.nationalcac.org/professionals/index.php?option=com_content&task=view&id=39&Itemid=59
	
	
	

	
	Child Development Activities  http://www.wcwts.wisc.edu/childdevelopment/index.html
	
	
	

	
	The CPS Worker:  Making a Case for http://www.aap.org/family/carseatguide.htm
	
	
	

	
	Review the Department of Justice website and frequently asked questions at  http://www.djj.state.ga.us/CustomerService/DJJFAQs.shtml
	
	
	

	
	Complete the LMS online course Driver Improvement Program at  http://aging.dhr.georgia.gov/portal/site/DHR-DAS  
	
	
	

	
	Complete the Stress Management Course on the LMS website:

http://lms.dhr.state.ga.us/logon.asp
	
	
	

	
	Review the articles on stress at  the Help Guide website :

http://www.helpguide.org/

	
	
	

	
	Review the Website for the Division of Mental Health, Developmental Disabilities and Addictive Diseases.  http://mhddad.dhr.georgia.gov/portal/site/DHR-MHDDAD
	
	
	

	
	Review the GA United Way 211 Directory

United Way of Metropolitan Atlanta
	
	
	

	
	Questions and Answers – Next Steps
	15 min
	
	

	
	Total Hours for Day 3
	4 hrs
	
	

	Days 4-7
	
	
	

	
	Education and Training Online Orientation Series

https://www.gadfcs.org/training/index.jsp 
	8 hrs 30 mins
	
	

	
	A. How to use the training System
	
	
	

	
	B. Roadmaps to Successfully Online Training
	
	
	

	
	C. New Worker Orientation to DHR and DFCS
	
	
	

	
	D. Introduction to Child Welfare
a. Welcome to DFCS
b. Georgia’s Approach to Child Welfare
c. SCCM Role
d. Course Evaluation
	
	
	

	
	E. Child Care

a. Basic Eligibility

b. Need

c. Application Processing

d. Communication

e. Final Assessment

f. Course Evaluation
	
	
	

	
	Tablet Tutorials 
	30 mins
	
	

	
	Orientation to Office of Family Independence
	4 hrs
	
	

	
	A. Complete Temporary Assistance for Needy Families (TANF) Program Worksheet
	
	
	

	
	B. Complete Child Care Services Worksheet
	
	
	

	
	C. Complete PEACH Care Program Worksheet
	
	
	

	
	D. Complete Food Stamp Program Worksheet 
	
	
	

	
	Orientation to Social Services Programs
	3hrs
	
	

	
	A. Complete Child Protective Services Worksheet
	
	
	

	
	B. Complete Foster Care Services Worksheet
	
	
	

	
	C. Complete Adoption Services Worksheet
	
	
	

	
	D. Complete Resource Development Worksheet
	
	
	

	
	Orientation to Receptionist Duties
	4 hrs
	
	

	
	Orientation for Regional Accounting
	3 hrs
	
	

	
	Orientation to Regional Office
	3 hrs
	
	

	
	Managing Stress
	2 hr
	
	

	
	A. Review the articles on stress at  the Help Guide website :  http://www.helpguide.org/
	
	
	

	
	B. Complete the OHMDR Online course on Stress Management at http://lms.dhr.state.ga.us/logon.asp
	
	
	

	
	C. Complete Activity Worksheet
	
	
	

	
	Driver Improvement Program
	3 hrs
	
	

	
	A. Complete the OHMDR Online course
	
	
	

	
	Family-Centered Practice
	4 hrs
	
	

	
	A. Complete the Family-Centered Worksheet
	
	
	

	
	County Assigned Activity (as needed)
	
	
	

	
	Total Hours for Stage One
	56 hrs 
	
	


Stage One: Making Connections in your DFCS Office 
Master Checklist
The trainee has completed all the worksheets, demonstrated satisfactory comprehension of the subject and received feedback from the supervisor/training coordinator and/or field practice advisor. 

________________________________________________________________

Trainee
Date

________________________________________________________________

Field Practice Advisor
Date

________________________________________________________________

Supervisor/Training Coordinator
Date

________________________________________________________________

Field Program Specialist
Date

	Activity 

#
	Stage Two: Making Connections in your Community

Master Checklist

	Anticipated Hours to Complete
	Actual Hours to Complete
	Date

Completed

	Days 8 - 12
	
	
	

	
	Educational Services
	4 hrs
	
	

	
	A. IEP and Educational Services (http://supreme.state.az.us/casa/prepare/training.html
	
	
	

	
	B. Field contact with School Social Worker


	
	
	

	
	C. Complete Activity Worksheet
	
	
	

	
	D. Complete Community Resource Sheet
	
	
	

	
	Addictive Services
	4 hrs
	
	

	
	A. Understanding Substance Use Disorders, Treatment and Family Recovery: A Guide for Child Welfare Professionals       http://www.ncsacw.samhsa.gov/tutorials/index.asp
	
	
	

	
	B. Field contact with Substance Abuse Treatment  Provider
	
	
	

	
	C. Complete Activity Worksheet
	
	
	

	
	D. Complete Community Resource Sheet
	
	
	

	
	Mental Health Services
	3 hrs
	
	

	
	A. Review the Website for the Division of Mental Health, Developmental Disabilities and Addictive Diseases.  http://mhddad.dhr.georgia.gov/portal/site/DHR-MHDDAD   
	
	
	

	Activity 

#
	Stage Two: Making Connections in your Community

Master Checklist

	Anticipated Hours to Complete
	Actual Hours to Complete
	Date

Completed

	
	B. Field contact with Mental Health Services Provider
	
	
	

	
	C. Complete Activity Worksheet
	
	
	

	
	D. Complete Community Resource Sheet
	
	
	

	
	Public Health Services
	3 hrs
	
	

	
	A. Review the website for CDC http://www.cdc.gov/vaccines/
	
	
	

	
	B. Review the website for the Department of Public Health  http://health.state.ga.us/ 
	
	
	

	
	C. Field contact with Public Health Services Provider
	
	
	

	
	D. Complete Activity Worksheet
	
	
	

	
	E. Complete Community Resource Sheet
	
	
	

	
	Hospital 
	2 hrs
	
	

	
	A. Field contact with hospital social worker or point of contact
	
	
	

	
	B. Complete Activity Worksheet
	
	
	

	
	C. Complete Community Resource Sheet
	
	
	

	
	Child Car Safety Seat
	2 hrs
	
	

	
	A. Review the American Academy of Pediatrics  Car Safety Seats: A Guide for Families 2009 http://www.aap.org/family/carseatguide.htm .
	
	
	

	
	B. Have a safety inspection on the car safety seat instillation in your vehicle
	
	
	

	
	C. Complete Activity Worksheet
	
	
	

	
	D. Complete Community Resource Sheet
	
	
	

	Activity 

#
	Stage Two: Making Connections in your Community

Master Checklist

	Anticipated Hours to Complete
	Actual Hours to Complete
	Date

Completed

	
	Law Enforcement
	4 hrs
	
	

	
	A. The CPS Worker: Making a Case for Safety - Jim Holler 
      http://tinyurl.com/clqagf 
	
	
	

	
	B. Field contact with Law Enforcement Officer
	
	
	

	
	C. Complete Activity Worksheet
	
	
	

	
	D. Complete Community Resource Sheet
	
	
	

	
	Department of Juvenile Justice
	2 hrs
	
	

	
	A. Field contact with a DJJ Probation Officer
	
	
	

	
	B. Field contact with the RYDC
	
	
	

	
	C. Complete Activity Worksheet
	
	
	

	
	D. Complete Community Resource Sheet
	
	
	

	
	Juvenile Court
	4 hrs
	
	

	
	A. Interview SAAG 
	
	
	

	
	B. Complete Activity Worksheet
	
	
	

	
	C. Observe a Juvenile Court hearing
	
	
	

	
	D. Complete Activity Worksheet
	
	
	

	
	E. Complete Community Resource Sheet
	
	
	


	Activity 

#
	Stage Two: Making Connections in your Community

Master Checklist

	Anticipated Hours to

Complete
	Actual Hours to Complete
	Date

Completed

	
	Child Advocacy Center
	2 hrs
	
	

	
	A. Field contact with  local CPC 
	
	
	

	
	B. Complete Activity Worksheet
	
	
	

	
	C. Complete Community Resource Sheet
	
	
	

	
	Food Pantry
	2 hrs
	
	

	
	D. Field contact with  local food pantry 
	
	
	

	
	E. Complete Activity Worksheet
	
	
	

	
	F. Complete Community Resource Sheet
	
	
	

	
	Public Housing
	2 hrs
	
	

	
	A. Field contact with  Public Housing Agency/Section 8 
	
	
	

	
	B. Complete Activity Worksheet
	
	
	

	
	C. Complete Community Resource Sheet
	
	
	

	
	Family Violence Shelter
	2 hrs
	
	

	
	A. Field contact with  Family Violence Shelter 
	
	
	

	
	B. Complete Activity Worksheet
	
	
	

	
	C. Complete Community Resource Sheet
	
	
	

	
	Direct  Aide Agency/Faith Based Assistance
	3 hrs
	
	

	
	A. Review the GA United Way 211 Directory

http://211online.unitedwayatlanta.org 
	
	
	

	
	B. Identify and make contact with  Direct  Aide Agency/Faith Based Assistance in community
	
	
	

	
	C. Complete Activity Worksheet
	
	
	

	
	D. Complete Community Resource Sheet
	
	
	

	Activity 

#
	Stage Two: Making Connections in your Community

Master Checklist

	Anticipated Hours to Complete
	Actual Hours to Complete
	Date

Completed

	
	Adult Protective Services
	1 hr
	
	

	
	A. Review the Division of Aging Website

http://aging.dhr.georgia.gov/portal/site/DHR-DAS 
	
	
	

	
	B. Field contact with  Adult Protective Services
	
	
	

	
	C. Complete Activity Worksheet
	
	
	

	
	D. Complete Community Resource Sheet
	
	
	

	
	County Assigned Activity (as needed)
	
	
	

	
	Total Hours for Stage Two
	40 hrs
	
	


Stage Two: Making Connections in your Community 

Master Checklist
The trainee has completed all the worksheets, demonstrated satisfactory comprehension of the subject and received feedback from the supervisor/training coordinator and/or field practice advisor. 

________________________________________________________________

Trainee
Date

________________________________________________________________

Field Practice Advisor
Date

________________________________________________________________

Supervisor/Training Coordinator
Date

________________________________________________________________

Field Program Specialist
Date

	Activity 

#
	Stage Three: Making Connections with the Families Served

Master Checklist

	Anticipated Hours to Complete
	Actual Hours to Complete
	Date

Completed

	Days 13 -20
	
	
	

	
	Child Development 101 - Allison DeFelice, PhD http://www.nationalcac.org/professionals/index.php?option=com_content&task=view&id=39&Itemid=59
	2 hr
	
	

	
	Child Development Activities  http://www.wcwts.wisc.edu/childdevelopment/index.html
	1 hr
	
	

	
	Observe CPS Intake and Screening
	4 hrs
	
	

	
	A. Complete Activity Worksheet
	
	
	

	
	Shadow CPS Assessor on an initial referral
	8 hrs
	
	

	
	A. Days 8 - 12
	
	
	

	
	Shadow Family Preservation Case Manager
	8 hrs
	
	

	
	A. Complete Activity Worksheet
	
	
	

	
	Shadow FC Case Manager 
	8 hrs
	
	

	
	A. Complete Activity Worksheet
	
	
	

	
	Observe a Case Plan Review
	4 hrs
	
	

	
	A. Complete Activity Worksheet
	
	
	

	
	Observe a Family Team Meeting
	3 hrs
	
	

	
	A. Complete Activity Worksheet
	
	
	

	
	Observe Parent/Child Visitation
	2 hrs
	
	

	
	A. Complete Activity Worksheet
	
	
	

	
	Shadow an Adoption Case Manager
	8 hrs
	
	

	
	A. Complete Activity Worksheet
	
	
	

	
	Shadow a Resource Developer Case Manager
	8 hrs
	
	

	
	A. Complete Activity Worksheet
	
	
	

	
	County Assigned Activity (as needed)
	
	
	

	
	Total Hours for Days 18- 20  
	55 hrs
	
	


Stage Three:  Making Connections Making Connections with the Families Served

Master Checklist
The trainee has completed all the worksheets, demonstrated satisfactory comprehension of the subject and received feedback from the supervisor/training coordinator and/or field practice advisor. 

________________________________________________________________

Trainee
Date

________________________________________________________________

Field Practice Advisor
Date

________________________________________________________________

Supervisor/Training Coordinator
Date

________________________________________________________________

Field Program Specialist
Date

Education & Training Section
January 2010
6
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