Training Plan- Agency
CDS Family & Behavioral Health Services, Inc.
All New HIres

	Training Topic
	Training For:
	At Hire
	Yrly
	Training Material Available

	CDS Training Policy and Staff Training Plan
	All Staff
	X
	
	INTRANET: Policies  Human Resources

Training P-1030

	Intranet Tutorial
	All Staff
	X
	
	INTRANET:  Training:  Intranet Tutorial

	Prevention of Hepatitis B: The Vaccination Decision
	All Staff
	X
	
	VHS:  HR -15 min

	Title VI Civil Rights Training
	All Staff
	X
	
	VHS:  HR - Unknown

	Musculoskeletal Disorders
	All Staff
	X
	
	VHS-HR

	Program Orientation Training:  Mission, Goals and Objectives
	All Staff
	X
	
	INTRANET:  Policies  Administration

Mission Statement and Programs Overview P-1000

	Warning Signs:  How to Help Someone Who is Suicidal
	All Staff
	X
	
	VHS:  HR -20 min

	Employee Awareness/Sexual Harassment
	All Staff
	X
	
	VHS-HR-25 min

	Personnel Responsibilities in the Use of Information Technology Resources

Data Security on Mobile Devices
	All Staff
	X
	
	INTRANET:  Policies Systems and Data Management

a. Personnel Responsibilities in the Use of Information Technology  

        Resources
P-1007

b. Electronic Transmission of Protected Health Information  P-1008

c. Backups  P-1065

d. Virus Protection  P-1066

e. Hardware  P-1067

f. Software  P-1068

g. Security   P-1072

h. IT Confidentiality Standards  P-1073

i. Standards for Hardware and Software  P-1074


j. E-Mail Systems  P-1075

k. Websites  P-1076

l. Data Integrity  P-1077

m. Data Collection – CINS/FINS  P-1079

	Billing and Coding 
	 IL
	X
	
	Data Management Staff

	Health and Safety Practices
	All Staff


	X
	X
	INTRANET:  Policies Safety:

a
Worker's Compensation Normal Business and After Hours   

         Injuries  P-1034

b
Procedures for DFWP under Florida's Workers Compensation 
        Law   P-1035
c      Drug Free Workplace Policy under Florida's Workers  

        Compensation Law  P-1036
d      Signs and Symptoms of Abuse  P-1037

c       Infection Control Policy  P-1038

e       Bloodborne Pathogen Exposure Control Program  P-1039

f        Smoking Policy  P-1040

g       Fall Prevention Policy  P-1041

h       Control and Use of Facility Keys  P-1043

i        Law Enforcement Request for Assistance  P-1164

j        Episodic Emergency Care  P-1166

k       Environmental Stressors  P-1181

	Participants Rights to File a Complaint/Grievance and Corporate Compliance
	All Staff
	X
	X
	INTRANET:

a. Complaint/Grievance Process

b. Letter to New Employees/Volunteers

	Identification of Unsafe 

Environmental Factors and
Reducing Physical Risks
	All Staff
	X
	X
	INTRANET:  

a. Fall Prevention Policy  P-1041

b. Environmental Stressors  P-1181 

c. Episodic Emergency Care  P-1166

	Identification of Critical Incidents and  Reporting of Critical Incidents

Florida Abuse and Neglect Reporting, Title V of ADA

	All Staff
	X
	X
	HR Training

INTRANET: Policies   Incident Reporting

a. Florida Abuse Reporting & Quick Reference Guide  P-1044

b. Incident Reporting Procedures, including procedures for:  P- 

        1045

· JJ Participants (DJJ Policy #FDJJ-8000, Reportable Incident Types)
· PFSF Participants (PFSF Policy #817)
c. Unusual Event Report – Internal  P-1051

d. Incidents / Unusual Events Report Follow-Up Request  P-1052

e. Reporting Abuse, Neglect, and Deaths  P-1208

	Infection Control 

HIV/AIDS
	All Staff
	X
	2 years
	Infection Control Policy  P-1038

ST- HIV/AIDS Training – Public Health Department-2 hours

INTERNET E- Alison- HIV/AIDS Training 

	Universal Precautions/

Blood Borne Pathogens
	All Staff
	X
	X
	VHS: HR- Blood Borne Pathogens -1 hour
INTRANET:  Bloodborne Pathogen Exposure Control Program         P-1039 -1 hour

	Emergency Procedures
	All Staff
	X
	X
	INTRANET: Episodic Emergency Care  P-1166

INTRANET:  Policies   Emergency Plans 

Common to all Programs/Sites:

a. Emergency Disaster Call Down List  P-1054

b. Communication Guidelines for Disaster Situations  P-1055

c. Site Specific Emergency Drills

	Evacuation Procedures
	All Staff
	X
	X
	INTRANET:  Policies 15  Emergency Plans 

a. Common to all Programs/Sites:

b. Emergency Disaster Call Down List  P-1054

c. Communication Guidelines for Disaster Situations  P-1055

	Medical Management, Residential Only
	Res
	X
	X
	INTRANET:  CINS/FINS Residential

a. Medication Provision, Storage, Access, Inventory, and Disposal  

         P-1120

b. Medication – Training and Education P-1200

c.    Psychotropic Medications and Children  P-1107

	Transportation of Persons Served 
	All Staff
	X
	X
	DVD-  The Art of Intelligent Driving - 93 min

INTRANET:  Policies  Travel and Transportation

a. Vehicle Use and Safety Inspection  P-1013

b. Vehicle Keys  P-1015

c. Travel and Other Reimbursable Expenses  P-1016

d. Mileage Rosters  Attachment  to P-1016

	Prevention of Workplace Violence 
	All Staff
	X
	X
	INTRANET:  Prevention of Workplace Violence Training 1 & 2 – 30 min each

	Confidentiality/HIPAA
	All Staff
	X
	X
	INTRANET: Confidentiality Training 1 & 2 and– 30 min each
INTRANET:  Training :HIPAA 

INTRANET: Policies  Confidentiality and HIPAA

Uses and Disclosures of Confidential and Protected Health Information  P-1167

	Rights of the Persons Served
	All Staff
	X
	X
	INTRANET:  Training  : Rights of the Persons Served Training 1 &  2- 30 min each

	Person-and-Family-Centered  Services
	All Staff
	X
	X
	INTRANET:  Training  Person-and-Family-Centered  Services  Training 1 & 2-30 min each

DVD-  Person-Centered Child Therapy  -1hr. 51 min

	Fire Detection
	All Staff
	X
	X
	INTERNET:  Training   Fire Detection Training 1  -30 min

E- Alison

	Warning of Fire Hazards
	All Staff
	X
	X
	INTERNET:  Training  Warning of Fire Hazards Training 1  -30 min

E- Alison

	Suppression of Fires
	All Staff
	X
	X
	INTERNET:  Training   Suppression of Fires Training 1 - 30 min

E-Alison

	Fire Detection, Warning of Fire Hazards, and Suppression of Fires
	All Staff
	X
	X
	INTERNET:  Training Fire Safety Training 2 covers all three areas -2 hour training

E-Alison – 2 hours

	Cultural Competency  
	All Staff
	X
	X
	INTRANET: Training  Cultural Competency  1 & 2 -30 min each

Culturally Alert Counseling 6 DVD Set does not list the time of each DVD.
a. DVD- Culturally Alert Counseling – A Demonstration of Skills
b. DVD- Culturally Alert Counseling – Working with Gay/Lesbian Youth 



c. DVD- Culturally Alert Counseling -  Working with Conservative Religious Clients 
d. DVD -Culturally Alert Counseling  - Working with Latino/Latina Clients



e. DVD -Culturally Alert Counseling – Working With Asian Clients

f. DVD -Culturally Alert Counseling – Working with African American Clients


	Personnel Policies (at hire and when updated)
	All Staff
	X
	X
	INTRANET:  Employee Handbook-30 min

	Expectations Regarding Professional Conduct
	All Staff
	X
	X
	INTRANET:  Expectations Regarding Professional Conduct Training 1 & 2 -30 min each

	Ethical Conduct
	All Staff
	X
	X
	INTRANET:  Ethical Conduct Training 1 & 2-30 min each

	Workman’s Comp Procedures
	All Staff
	X
	X
	HR

INTRANET:  Policies  Safety

	Drug Free Workplace
	All Staff
	X
	X
	INTRANET: HR:  Procedures for DFWP under Florida's Workers 

Compensation Law   P-1035

Drug Free Workplace Policy under Florida's Workers 

Compensation Law  P-1036

VHS-HR-DFW

	Job Description Responsibilities Reviewed and Updated Annually)
	All Staff
	X
	X
	INTRANET:  HR

	Training on How to Respond to the Specific Needs of Px
	RES; FA; Prev; and IL
	X
	X
	ST:  Clinical Supervision 

INTRANET:  See Program Specific Manuals

	Training Relate to the Specific Services Provided
	RES; FA;  Prev; and IL
	X
	X
	ST:  Clinical Supervision 

INTRANET:  See Program Specific Manuals

	Individual Plan Development
	RES; FA; Prev; and IL
	X
	X
	ST:  Clinical Supervision – 60 min

INTRANET:  See Program Specific Manuals

	Interviewing Skills
	RES; FA; Prev; and IL
	X
	X
	ST:  Clinical Supervision - 60 min
INTRANET: Training - Motivational Interviewing Training 1
DVD- Motivational Interviewing-1hr.45 min

	Clinical Skills that are appropriate to the Position 

Program-Related Research –Based Treatment Approaches
	RES; FA; Prev; and IL
	X
	X
	ST:  Clinical Supervision -60 min

DVD-  Cognitive Therapy for Addictions (2)-155 min

DVD-  Mixed Anxiety and Depression-   66 min

DVD-  Motivational Interviewing-102 min

DVD-  Stages of Change for Addictions-105 min

DVD-  Adolescent Family Therapy-118 min

DVD-  The Legacy of Unresolved Loss - 86 min

DVD-  Person-Centered Child Therapy -111  min

DVD-  Family Secrets -   43 min

DVD-  Reality Therapy with Children -101 min

DVD-  Tools and Techniques for Family Therapy-60 min

DVD-  Integrating Therapy with 12 Step Programs -114 min

DVD- Harm Reduction Therapy for Addiction- 55 min

DVD- Cognitive Therapy for Addiction-115 min

	Clinical Skills that are appropriate to the Position 

Program-Related Research –Based Treatment Approaches
	RES
	X
	X
	FPC

The DVD- Library includes: 

1. Anger Outburst – 34 min

2. Eating Disorders -27 min

3. Fire-Setting -28 min

4. Sexualized Behavior -31 min
5. Lying -32 min
6. Sleep Problems -30 min

7. Wetting and Soiling -42 min

8. Running Away – 38 min
9. Stealing -32 min

10. Self-Harm -37 min

11. Positive Parenting I -31 min

12. Positive Parenting II -35 min

13. Positive Parenting III -28 min

14. Safe Parenting 36 min

15. Reactive Attachment Disorder (RAD) -40 min

16. ADHD/ADD/ODD 

17. Kinship Care-41 min 
18. Childhood Anxiety Disorders 

	Procedures for use of emergency intervention 
	RES; FA; Prev; and IL
	X
	X
	DVD-  The Missing Link Self-Protection Through Awareness, Avoidance and De-Escalation- 90 min
ST:  Florida Network

INTRANET:  Policies Common to all CDS Programs:

a. Crisis Intervention / Mental Health or Substance Abuse P-1142

b. Seclusion and Restraint & Aggression Control P-1222

	Attachment Theory, including grief and loss
	RES
	X
	X
	DVD-  R.A.D. Reactive Attachment Disorder 40 min
INTRANET: Training  Attachment Theory

	Child Growth and Development/ Adolescent Development
	RES
	X
	X
	INTRANET: Training   Child Growth and Development/ Adolescent Development

	Behavior Management Skills
	RES
	X
	X
	1. ST:  Effective Skills for Shelter Staff

2. DVD-  Positive Parenting 1:  Encouragement-31 min
3. DVD- Positive Parenting 2:  Setting Limits and Behavior Contracts.-35 min
4. DVD-  Positive Parenting 3:  Time Out, Privilege Removed, Extra Chores-28 min
5. DVD-  Anger Outbursts 34 min
6. INTRANET- Policies on Shelter Systems & Rules


a
Behavior Management System  P-1123

	Learning Deficits
	RES
	X
	X
	VHS- Learning Disabilities and Discipline with Richard Lavoie : When the Chips are Down. Minutes not indicated
INTRANET: Training   Learning Deficits  Training 1 & 2

	Social and Emotional Needs
	RES
	X
	X
	DVD-  Eating Disorders- 27 min
INTRANET: Training   

	The Effects of Placement on Children
	RES
	X
	X
	DVD-  Safe Parenting -36 min
DVD-  Kinship Care-41 min
INTRANET: Training   

	Health and Nutrition
	RES
	X
	X
	DVD-  Eating Disorders-27 min
INTRANET: Training  Nutrition Training 1 & 2

	Applicable Legal Issues
	RES
	X
	X
	INTRANET- Policies on Shelter Systems & Rules

a.  Consequences/Sanctions for Rule Violations  P-1128

b.  Leisure and Education Activities Program  P-1122

c. Faith-Based Activities  P-1137

d.  Participant Contact with Family and Others  P-1129

e. Telephone Contact  P-1130

f. Meals and Planned Menus  P-1145

g. Special Diets   P-1146

h. Personal Hygiene P-1147

i. Youth Dress Policy  P-1148

j.    DJJ Quality Assurance Standards

	Methods of Communication
	RES
	X
	X
	Program Log Book P-1149

	Other Specific Needs
	RES
	X
	X
	DVD-  Fire Setting-28 min
DVD-  Stealing-32 min
DVD-  Wetting and Soiling- 42 min
DVD-  Sleep Problems-30 min
DVD-  Anger Outbursts-34 min
DVD-  Lying-32 min
DVD-  Sexualized Behavior-31 min

	Title IV-E Procedures
	RES
	X
	X
	Policy and Procedures

	Aggression Control Training
	
	X
	X
	DVD-  The Missing Link Self-Protection Through Awareness, Avoidance and De-Escalation 90 min
ST:  Florida Network

INTRANET:  Policies Common to all CDS Programs:

a. Crisis Intervention / Mental Health or Substance Abuse P-1142

b. Seclusion and Restraint & Aggression Control P-1222

	Prevention Specialist:

16 hours of Science Based Prevention Training
	
	X
	X
	Too Good for Drugs
Too Good for Violence

Life Skills

Project Success

	First Aid

Within first six months and prior to expiration
	RES; FA; Prev and IL
	X
	X
	ST:  Red Cross or Safety Council

	CPR

Within first six months and prior to expiration
	RES; FA; Prev; and IL
	X
	X
	ST:  Red Cross or Safety Council

	1.05 CINS/FINS First Year Training Requirements
	
	First 12 months from date of hire.
	
	

	Program Philosophy and Intervention
	RES; FA
	X
	
	INTRANET:   Shelter and FA Program Specific Manuals

	Program Rules 
	RES; FA
	X
	
	INTRANET:   Shelter and FA Program Specific Manuals

	Introduction To Behavior Management System
	RES; FA
	X
	
	ST:  Effective Skills for Shelter Staff- 40 hrs.  

	CDS Polices And Procedures

Related To Suicide Assessment and Prevention; Mental Health And Substance Abuse
	RES; FA
	X
	
	INTRANET  

DVD- Self- Harm-37 min
DVD- Self Injury:  Testimony, Insight and Critical Issues include learning objectives. -2 hrs

Medical and Mental Health Alert Process P-1119

Residential Admission: Mental Health, Substance Abuse and Suicide, Risk Screening (Residential)  P-1144

Suicide Assessment  P-1247

	Youth Supervision And Report  Writing
	RES; FA
	X
	
	INTRANET: Policies:   
a. Incident Reporting Procedures, including procedures for:  P-1045

· JJ Participants (DJJ Policy #FDJJ-8000, Reportable Incident Types)
· PFSF Participants (PFSF Policy #817)
· DCF/ Participants (DCF Policy #CFOP 215-6)

b. Unusual Event Report – Internal  P-1051

c. Incidents / Unusual Events Report Follow-Up Request  P-1052

d. Reporting Abuse, Neglect, and Deaths  P-1208

O; ST

	Security Requirements And Procedures
	RES; FA
	X
	
	Onsite

	CINS/FINS Core Training
	RES; FA
	X
	
	ST: Florida Network

	Crisis Intervention/Safety 

Crisis Intervention Techniques
	RES; FA
	X
	
	DVD-  The Missing Link Self-Protection Through Awareness, Avoidance and De-Escalation 90 min
ST:  Florida Network

INTRANET:  Policies Common to all CDS Programs:

a. Crisis Intervention / Mental Health or Substance Abuse P-1142

b. Seclusion and Restraint & Aggression Control P-1222

	Recognizing Mental Health And Substance Abuse Disorders
	RES; FA
	X
	
	DVD-  Fire Setting- 28 min

DVD-  Stealing-32 min

DVD-  Wetting and Soiling -42 min

DVD-  Sleep Problems-30 min

DVD-  Anger Outbursts -34 min

DVD-  Self-Harm-37 min

DVD-  ADHD/ADD/ODD Checked out unknown

DVD- R.A.D.- 40 min

DVD- Wetting & Soiling- 42 min

DVD- Teen Depression-47 min

	Suicide Prevention Protocols- Screening, Referral For  and Assessment, Levels Of Supervision
	RES; FA
	X
	
	INTRANET:  Mental Health, Substance Abuse, and Suicide  and Screening Suicide Assessment/Prevention

DVD-  Self-Harm-37 min
DVD- Teen Depression

	Self Defense Training Applicable To Residential Only
	RES; FA
	X
	
	CDS Policy

ST:  Florida Network

	CINS/FINS In-Service Training :
	
	
	
	* In-service is tracked in accordance to facility policy- 

	Understanding the CINS/FINS  population
	RES; FA
	
	X
	DVD-  Running Away-38 min
DVD-  Troubled Teen

DVD-  Teen Depression

DVD-  Living with ADHD

DVD-  Uncertain Days Living Homeless-83 min
DVD-  Almost Normal –Asperger’s Syndrome

DVD-  Understanding Bi-Polar Disorder- 30 min
DVD- Lying -32 min
DVD-  ADD/ADHD-45 min
DVD-  Cyber-Bulling- 40 min
DVD- Home to Harvard-40 min
DVD- Home to Harvard –Movie

 DVD- The Drugging of our Children- 104 min

	1.06 CINS/FINS On-Going Training Requirements ( 24 hrs):
	
	
	
	* In-service is tracked in accordance to facility policy- calendar year.

	How to respond to youth who need mental health or crisis intervention
	RES; FA
	
	X
	DVD-  The Missing Link Self-Protection Through Awareness, Avoidance and De-Escalation  90 min
ST:  Florida Network

INTRANET:  Policies Common to all CDS Programs:

a. Crisis Intervention / Mental Health or Substance Abuse P-1142

      b. Seclusion and Restraint & Aggression Control P-1222

INTRANET:  Mental Health, Substance Abuse, and Suicide  and Screening Suicide Assessment/Prevention

DVD-  Self-Harm-37 min
DVD-  Teen Depression-30 min
DVD-  Understanding Bi-Polar Disorder-40 min
DVD- Obsessive Compulsive Disorder-40 min
DVD-  Panic Attacks, Don’t Panic

	How to recognize and respond to youth who need substance abuse interventions.
	RES; FA
	
	X
	DVD-- Addiction HBO Special A 14 Part Special Disc 1 &2-90 min
DVD-- Addiction HBO Special A 14 Part Special Disc 3 &4-90 min
DVD--Harm Reduction Therapy for Addictions-1 Hr 55 min
DVD-  Crystal Meth-40 min
DVD-  DUI Dead in 5 Seconds-18 min
DVD-  Family Secrets:  Inside Addiction-40 min
DVD- Drinking:  Are You in Control?-40 min
DVD-  Prescription for Addiction-40 min

	1.06 CINS/FINS Supervisory staff successfully completes 24 hours of training annually in topics applicable to their job duties.  8 hours in any of the following areas:
	
	
	
	* In-service is tracked in accordance to facility policy- calendar year.

	Management, Leadership and/or Personal Accountability (Theory and Practice)
	Manager
	X
	X
	

	Employee Relations (Discipline, Grievances, Evaluations, etc.)
	Manager
	X
	X
	INTRANET:  Policies:  Human Resources

a
Organizational Capacity  P-1020

b
Job Posting Guidelines  P-1021

c
Recruitment  P-1022

d
Resume/Application Review Process  P-1023

e
Candidate Interview Process  P-1024

f
Background Screening  P-1025

g
Applicants/Candidates Not Offered Positions  P-1026

h
Orientation  P-1027

i
Personnel Records  P-1028

j
Performance Evaluations  P-1029

k
Training  P-1030

l
Training Staff Development Plan  na

m
Americans with Disabilities Act  P-1031

n
Behavioral Expectations for Staff  P-1032

o
Staff Dress Policy  P-1033

p
Equal Employment Opportunity and Cultural Diversity and

        Competency Policy  P-1168

q
Emergency Contact Information  P-1182

r
Personnel Policies & Personnel Records  P-1207

s
Scope of Practice  P-1209

	Communication Skills, and/or Fiscal Training,
	Manager
	X
	X
	INTRANET:  Policies   Financial Management

a.
Fiscal Management  P-1012

b.
Refund Policy  P-1197

c.
Reserve Policy  P-1244

d.
Fiscal Comprehensive Annual Audit  P-1245

e.
Annual Budget  P-1246

f
Property and Equipment  P-1250

g
Cash
P-1251

h
Debt and Other Liabilities  P-1252

i
Expenses and Accounts Payable for Program and Support  

        Services  P-1253

j
Support, Program Service Fees, Revenue, and Receivables       

        P-1254

k
Governmental Financial Assistance Programs  P-1255

l
Payroll and Related Liabilities  P-1256

m
Petty Cash  P-1257

n
Purchase Orders  P-1258

o
Credit Card Payments  P-1259

	Program Assessment and Development
	Manager
	X
	X
	E- FADAA:  COPASS and CODECAT


CE Credits for this DVD- are available at www. Psychotherapy.net
Foster Parent College:  Each DVD- comes with a Viewer Guide and reproducible questionnaire. Some courses have reproducible handouts
ALISON* is the world's leading free online learning resource for basic and essential workplace skills.
VHS:  HR Used to train new staff at the time of hire.[image: image1]
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