OREGON DEPARTMENT OF HUMAN SERVICES

Seniors and People with

Disabilities Division (SPD)

State Operated Community Program Training

Core Competency Folder
Introduction and process

Program wide test group 2

Core Comp Reorganization Team
« Deanna Bathke + Sandy Rowell
* Laura Traeger * Debbie Aljets
« Terri Millsap * Linda Fiegi
» Brad Heath * Lizz Pierce-Green
« Jasmine Megowan + Chris Edwards
+ Jonathan Graf + Deanna Ziemer
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Concerns/issues Grid

+ Document concerns S e
and/issues/suggestions t

« Email or deliver to
Central Office

» December deadline for
January 1 roll out ]

+ Ongoing process for
continual improvement

KoH& / spo/socp 5
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Core Competencies are required by:

» Oregon Administrative Rule 411-325
(24 Hour Residential Services)

* Oregon Administrative Rule 411-345
(Employment / Alternate Services)

* SOCP 2.010 Program Training policy
» SOCP 5.009 Safety Training policy

oW / spo/ soce 2
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Core Comp Timeline

May 21 March 31 / April 29
. Test Groups
First NEO #7* & NEO #8*

Sept. 29
Refinements
& updates

planning
meeting” July 1st, 90 days returned “NEO 19"
and results reviewed folders
Start date

*Houses: Adell, Cade, Charles, Discovery, Gath, Ina, Macleay,

Madison, Martha, Oak, Silverton, Shoreline, Willamina EDCTREERER EI

Concerns/issues grid
Moves /spo/soce 4
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Purpose and goal:

-Complete (Central Training, In-House, Transfer),
«Consistent presentation,
«Controlled/streamlined process, with
Clarified responsibilities, and

*Easier tracking and review

RDHE / sPD / sOCP 6
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Core Comp folders

¢ NEO Class 19, is kick off class for program wide
Core Comp folder use (Wed., Sept. 29th, 2010)

 Folders arrive at homes Monday, October 25th

(NEO Med Administration Class is the last scheduled
Central Training class and requires grading time —
which in rare cases will delay the folder delivery.

¢ Central Training and VOC will coordinate the
delivery of folders to the assigned houses

Xowe / spo/soce 7
NEW NEO Class Tracking Sheet

Drop down menus will be available for tracking, review status and contact infarmation as
needed by Training, HR and Central Office Managers.

NOTE: NEO's hire date/ 30 - 90
day deadlines / assigned house
and trainers.

Drop down menns contam “lists™
Click cell to access fist aprions or
type in information manually.
Reference class schedule for
required initials from Central
Trainer(s).

Med Admin drop down: <§5%.
Select NEOs name from list and
potify HR immediately.

e SrU 1 SULE -

_

NEW Employee Reference CC

Ko / spo / socP 11
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Folders (red general / green nurse)

» Store “Folders” in SMs Office
» Reason for folders
— Highly visible (less likely to be misplaced)

— Collectively process all NEQ's training/tracking
* HR/Central Training
« In House Training
* Transfer

— Collectively stored for ease of retrieval & review

oW / spo/ soce 8
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NED Class 18 - Hire date: Friday, September 10, 2010
gay: Fraay, O 83013 60 day: Freday Mov 53990 300100 dayrs- Frday. e 1 3013

Pending
deadlines

T
_ [, wrr —r s o J—

Proposed ] —— = T e
—

folder

Vs e e T

Return tos— n AN EO with
Central o ———— :;5507 th:l:
P B T — o -
ini P T S T S N .
‘Tralnlng is notified
@u e e =
10

-
NEW Employee version contents
» Employee’s responsibility to know, and
» Reference materials for review
_ Mission, Vision, Goals and Values
— SOCP common acronyms

— Common medical abbreviations

— SOCP Core Comps by number: where to get
information and links

RDHE / spp / soce 12
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HR begins folder process (Cover)

I_I

e Human

Resources (HR) e

Core Competencies

video(s) &
powerpoint
presentation
* Employees name
» HR signature on
cover & initials
inside

Xowe / spo/soce
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Section 1: Process checklist

¢ R4, R5,

* R6, RS,

« M3

+ Weapons
policy new

HR checklist [

Roves / spo/socp 15
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HR delivers folders to Training _

Section 2: Central Training

17

Ro#& / sPo / socP

[ ——

Cover: Back page
’,

Additional
Trainer
signatures

DS

oW / spo/ soce 14
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‘Weapons

Weapons

* Hust nok postesss, weapars while triveling of * Weapons include but ace not limited to

eifearinng work fon tee agerey

» Must ek be v i bulding, on groueds of
" velikles

o B

_I—Dﬂm Demonstration _l#-. =
My s P |

| Pt ool or Bt

=1

@"m. Paraphwase oraily or o1 wrmmg. NEW SR ;)

Fobey 8 010 TRAINDVG F.i Madstory FPagedofd BUFF /00700
Movs /5o / socP 16
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Trainers: checklist
+ Central Trainer(s): N‘l
— Cover signatures/date | SRR
— Inside corresponding ' {':'e c;’;ﬂgeéfr:'imes
check boxes / trainer e Cpmaine /T
initials/NEO initials & date i 1 e
+ OIS: S5-6; R1-3; V28, T p e
V13, V15 e == :
« AHA: S1, H5 e s
* Med Admin: H6 hi:;':—mt___
Mo e
Bows 570 /500 q




Section 1: Nurse “H6” process

Hs . o ety g’y [ = T
i o n;mm' '
+ Adnuni ] s Physacian’s
Trausng)
Policy #2010 TRAINING F-J Mandasory Pagelofd BLFF (0510)

http://www.dhs.state.or.us/spd/tools/dd/socp/memorandums.html

e Beginning April 1st, 2010 — staff who do not
received 85% or better will be required to attend
class until they receive a score of 85% or better.

Rowes / spo/socp 19

Section 1: H6 Central Training

* Nurse Trainer — will notify HR if NEO’s does
not received 85% or better and update the
“Tracking Sheet.”

Med Admin drop down: <85%.
Select NEOs name from lList and
=—otify HR immediately.

oW / spo/ soce 20

Training (plastic sleeve contents)

Roves / spo/socp 21
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Transcription Knowledge form

Ko / spo/socp 23
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Plastic sleeve contents

* In House follow up (Green)
» Transcription Knowledge form (white)

Central Training keeps copies of:
* Incomplete Transcription Knowledge forms

» Scans of AHA, OIS and Driver Safety
Cards

Moves /spo/soce 22

In House follow up

——— i -
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Delayed “folder” deliveries

Deliveries in confidential envelope
When NEO Med Administration class is '
late in the Central Training schedule, there

WILL be a delay in the “folder deliveries to
the houses.”

Coniral Truinang schedule and rinees
Tramer Wsem

e TR ————_g |

Xowe / spo/soce
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Estimated delivery date

Section 3: In House training

MEO Class 18 -- Hire dote: Friday, September 10, 2010
30 day: Friday, Oct 8.3010 60 day: Friday, Nov %2010 30180 days: Friday. Dec. 3. 2010

Estimated folder delivery date

NOTE: NEO Class 19 — Folder delivery will be Monday, October 251",

Rowes / spo/socp
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NEW
Section 3: In House training Competencies with additional check off prompts
Q& A and examples:
» Site Manager, BVS1, BVS2 and Nurse i34 7 GRS s e et 10t
Etate Opersted Community Prosram
F-2 In-House Core Competencies

EILL

g e (i

AV Ay

L [ R S ————— |
59 poquires BY'S2 ndor Mirze's tmiials (f applicable). Place o checkmark, X or NA

When ] wminon, | V[ W
S i

wdrdush
chient

PRy FUacRn
emergezey, how, nonlicaen mformescn
& / sPo/ socp

e faserr A
29 WoHs /P07 5-2 requires the Site Managers mwifiais.
S

mimman
Ectudeg whon e re evacustion
e indormed of an 3

n
-
5

)

—

30




Use of tracking sheet

NEO Class 18 - Hire date: Friday, September 10, 2010
da Frasy. Oct §.2000 60 day; Friday. Now 52010 3N/ 50 days: Fricay, D

Central Office’s tracking sheet is intended to
provide 30-90 day reminders, and assigned
trainers.

Xowe / spo/soce 31
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DHS 4586 Client Specific sheets

GREEN In House / Transfer

v sppy USRS e - —— St -

Memos (located on web site)

SOCP Main web page: http://www.dhs.state.or.us/spd/tools/dd/socp/

Policy, Procedures and Guidelines

» SOCP " idalnes assist SOCP employees with worksite practices.
. announce/amendad program wide policy, disseminate general
informal est an action by a given date,

& / sPo/ socp 35
S
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NEW In House (client specific sheets)
— =
= | Within
3M or
90
days
i 32

h /SPD /SOCP 34

SOCP Memos page:
http://www.dhs.state.or.us/spd/tools/dd/socp/memorandums.html
S0CP Memorandum(s)
Insue date EMective date Type of memo Subject Authar - Distribation |
102908 112806
Wt naar Indgemasion kg (M) Lourn Trmeger
oUzHE  OLR Poiicy Trammital (T} Lora Tramger
032008 03008 Contract elated Lo Trmager
400 OAZ0E Indormuton Mema (M) Erad Heah
e ad inoemation Memo (M) FixMiIRly Currert Process Lo Trasger
CAPSNE  CADMOR Policy Tramendtal (PT)  §100 Purcharse Auhorzaton Deanea Bahie
120508 120508 85 Ohersaght Wit Frachcs Brad Hesth
120 1208 B,
020006 0RQ00H Policy Trammital (PT}  Croms Fech Wi
(T T Policy Transmitsl (PT)  State Veh v Prosie Veh Desnsa Batie
4010 CHOIRS Indoemation Memo M) 0T Worspl Forms Process Deanca Eatike
05ZM6 05205 UFDITE RyMRs Process UFDATE Loorn Temeger
G Indormaton Memno M) Drmasng br Work eanna Bty
oTEE0S  OTEOS Policy Trammital (PT)  Prone PP Erad Heath
RO+ / spo/ soce 36



Updates to SOCP Training page —

Section 3: Duties/Responsibilities

v / spo / socp Updated: 08/10 37
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Section 4: “Transfer” training

Rowes / spo/socp 39
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NEW Transfer (client specific sheets)
Within
3Mor
90
days

Fows / spo/ soce 41

DHS 4586 Client Specific sheets _

In House (plastic sleeve contents)

MOvs /spo/ socP 38
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Section 4: Transfer
» Site Manager, BVS1, BVS2 and Nurse
Sinte Dpersied Commmmnity Program.
Transfer Core Competencies:
Wi Mission
i Erpere——]
of vansfer: Evavatkris
[ [saFETy ,’@)
2 = L RR R
- ﬂ wwmmnmu k\—//
g A
) S e e S il
7 el Bt oo e e S
h/spn/soép R 7 40

DHS 4586 Client Specific sheets _

GREEN In House / Transfer

employee’s:=— —
name :

ROH& / sPD/ socP 42



DHS 4586 Client Specific sheets —
Transfer (plastic sleeve contents)

Site Manager’s signature (Cover)

« Site Manager’s ﬁl

provide the final aSmmames,
review to assure S o
all initials have i =
been received on %" =
the inside F2 e >
pages.

-

Qe

. wline 1w wR/5x/5K
— -
Xowe / spo/soce
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Return to Central Office Central Office

Drap down menus will be available for tracking, review status and contact information as
needed by Training, HR and Cenrral Office Managers

BVS1, BVS2 and
Nurse Manager wil
Review folders for completeness.

Using the Tracking sheet
for trainer’s — initials.

:unll'l""”'“l.‘

Incomplete returned to House.

’ Completed folders are filed.
Rowes / spo/soce 45 Mo/ spo/soce 46
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DHS 4586 Client Specific sheets —
GREEN In House / Transfer NEO 18 Contactlist  NEO 19 Contact list
Waiting for names)

MUST have — - -
employee’s name : E e T

Sent to “Central
Office” and filed in
appropriate section
(In House/Transfer
plastic sleeve) of
employee.

Copies available on the table / through central office
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