
1/ SPD / SOCP

State Operated Community Program Training 

Core Competency Folder 
Introduction and process 

Program wide test group 2

Presenter
Presentation Notes
Each Site Manager at All Managers Sept 21, 2010 is to receive a “Mockup” version of the “Core Comp Folder.” 
Quickly give a little background, overview of folder content and the process “expectations.”
Will take questions and concerns at the end – hoping to address the 
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• 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

Core Competencies are required by:

Presenter
Presentation Notes
Core Competencies are required by …..
Rules are modified and times change … the Core Competencies have been reviewed, refined and updated to meet current requirements and rules.
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Core Comp Reorganization Team
• Deanna Bathke
• Laura Traeger
• Terri Millsap
• Brad Heath 
• Jasmine Megowan
• Jonathan Graf

• Sandy Rowell
• Debbie Aljets
• Linda Fiegi
• Lizz Pierce-Green 
• Chris Edwards
• Deanna Ziemer

Presenter
Presentation Notes
Changes have been made with input and conversations with individuals across multiple areas of SOCP.

Incremental and continual improvements are expected and on going …  the “Suggestion / Issues GRID”  is encouraged.

IMPROVEMENTS through COLLABORATIVE efforts . . .
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Sept. 29 
Refinements 

& updates
NEO 19 

“folders” 
Start date

May 21 

“First 
planning 
meeting”

March 31 / April 29
Test Groups

NEO #7* & NEO #8*

Core Comp Timeline
2010

July 1st, 90 days returned   
and  results reviewed

90 days = Dec. 30, 2010

2009

*Houses: Adell, Cade, Charles, Discovery, Gath, Ina, Macleay, 
Madison, Martha, Oak, Silverton, Shoreline, Willamina

Concerns/issues grid
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• Document concerns 
and/issues/suggestions

• Email or deliver to 
Central Office

• December deadline for 
January 1 roll out

• Ongoing process for 
continual improvement

Concerns/issues Grid
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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 

Presenter
Presentation Notes
Methods of assessing, training, maintaining, practicing, reviewing and improving how we work and support and address our clients.
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• 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

Core Comp folders

Presenter
Presentation Notes
Insert photo of folder …
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NEO Class #19 calendar

90 days is the maximum.
Core Comps can be completed and returned to 
Central Office sooner than the 90 days allowed.
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• Store “Folders” in SMs Office
• Reason for folders

– Highly visible (less likely to be misplaced)
– Collectively process all NEO’s training/tracking

• HR/Central Training
• In House Training
• Transfer

– Collectively stored for ease of retrieval & review 

Folders (red general / green nurse) 

Presenter
Presentation Notes
All pieces are contained/stored collectively for each individual. 
Less likely to misplace and have to scramble to find the pieces.
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NEW NEO Class Tracking Sheet

Presenter
Presentation Notes
NEW in process - NEO tracking spreadsheet to include deadlines and trainer contact information.
Who signs where.
Tracking sheet will predominately be used by Central Office … but sections of the sheet will be sent out the houses for reference.
BRING SMs attention to the Class Schedule portion of the “Tracking Sheet” – Notice the highlighted “Yellow” section for Med Administration Training. This class requires several days for grading of papers before initials can signed off and documentation can be process.
At a glance – see that Med Admin is early in the schedule.
It will delay the folder delivery process – when Med Admin is schedule late in the 2nd week of Central Training.



11/ SPD / SOCP

Pending 
deadlines

Proposed 
folder 
delivery

Return to 
Central 
Training

NEO with 
less than 
85% - HR 
is notified

Presenter
Presentation Notes
Contact list is intended to assist HR, Central Office and InHouse with pending deadlines – per each NEO class.
NEO Class 18 House Contacts list PDF is emailed to house (electronic tracking sheet is for Central Office) easy  reference whose initials are required. 
The CONTACTS list is current “first day” of class and may change as staff changes during the 30-90 days.
List is by House (alpha) and NEO name (alpha)
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NEW Employee Reference CC

Presenter
Presentation Notes
Comprehensive Employee Core Comps 
EXPLAIN symbols:
SQUARE – Central Training
DIAMOND – In-House
DOT/Circle - Transfer 
Listing by number, topic and trainer resource (HR/Central Training/In-House)
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• 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

NEW Employee version contents

Presenter
Presentation Notes
HR will handout an “Employee REFERENCE version of the Core Comps.” 
New Employees need to be responsible for knowing what is required of them and what they are initialing.
The materials are intended to help the NEOs succeed and provide reference materials to assist in their 2 weeks with Central training – 90 days in houses. 

Something to refer back to …
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• Human 
Resources (HR) 
video(s) & 
powerpoint 
presentation

• Employees name
• HR signature on 

cover & initials 
inside

HR begins folder process (Cover)

Presenter
Presentation Notes
HR begins the folder process by filling out the “Folder Cover sheet” and handing out the Employee’s Version. 
Employee version. Comprehensive list of required competencies and responsibilities
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Cover: Back page

Additional 
Trainer 
signatures 
/ dates

Presenter
Presentation Notes
Back page allows for additional training / refresher signatures as needed.
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Section 1: Process checklist 
HR checklist
• R4, R5, 
• R6, R8,
• M3
• Weapons 

policy NEW

Presenter
Presentation Notes
HR AM – starts the process with video’s, powerpoint presentation and begins the NEO paper work.
R4: Identify right of consumer confidentiality and state examples of violations.
R5: Organization’s grievance protocols
R6: Identify sexual/harassment actions.
R8: Respect confidentiality – behavior supports, HIPAA, refrain from gossiping, privacy of mail and phone.
M3: Mission and Values of organization
M3: Weapons policy and definition
CROSS OVER in Central Training / InHouse.
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NEW
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Section 2: Central Training
HR delivers folders to Training
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Trainers: checklist
• Central Trainer(s):

– Cover signatures/date
– Inside corresponding 

check boxes / trainer 
initials/NEO initials & date

• OIS: S5-6; R1-3; V2-8, 
V13, V15

• AHA: S1, H5
• Med Admin: H6



 


John Smith


 


 


 


 


Presenter
Presentation Notes
Cover signature
Inside Initials & dates
OIS: S5-6; R1-3; V2-8, V13, V15
AHA: S1, H5
Med Admin: H6 – will NOT sign if NEO does not get 85% or better
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Section 1: Nurse “H6” process

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

• 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.

Presenter
Presentation Notes
Seasoned staff are required to attend until they receive a score of 85% or better. There are 2 medication class offerings: 
1-Day Refresher and
3-Day Initial medication training
BOTH require demonstration of the same forms & knowledge
Each house should have a “Medication Training” binder for use to study prior to taking their “Medication Training” class.

http://www.dhs.state.or.us/spd/tools/dd/socp/memorandums.html
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Section 1: H6 Central Training 
• Nurse Trainer – will notify HR if NEO’s does 

not received 85% or better and update the 
“Tracking Sheet.”
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Training (plastic sleeve contents)

Presenter
Presentation Notes
Transcription knowledge and New Employee’s cards (AHA, OIS and Driver Safety)

Central Training to scans cards for electronic files by date.
INCOMPLETE Transcription Knowledge forms are filed.
Original slipped into plastic sleeve.
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• 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

Plastic sleeve contents
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Transcription Knowledge form
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In House follow up
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When NEO Med Administration class is 
late in the Central Training schedule, there 
WILL be a delay in the “folder deliveries to 
the houses.”

Delayed “folder” deliveries

Presenter
Presentation Notes
On “rare” occasions NEO Med Administration training will be scheduled late in the 2nd week.
The upcoming, September 29th Class – is one of these instances.
IN these cases the house has a couple of options:
Wait till the folders arrive to start the training, or
Start training immediately by using F1 Green  (handouts – available today or through Central Office anytime) – when the folder arrives – pull out the blank pages and insert the initialed pages already in progress – Save the blank sheets for future use.
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Deliveries in confidential envelope

Presenter
Presentation Notes
VOC Manager and Central Training will coordinate the folder deliveries to houses.
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Estimated folder delivery date

Estimated delivery date

NOTE: NEO Class 19 – Folder delivery will be Monday, October 25th.

Presenter
Presentation Notes
Refer to Tracking Sheet for an estimated date of delivery.
Central Training and VOC Manager will coordinate the delivery of folders.
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Section 3: In House training
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Section 3: In House training
• Site Manager, BVS1, BVS2 and Nurse

Presenter
Presentation Notes
Fill in New Employee Information … (GREEN SHEETS)
LEFT column designates who is responsible for reviewing the information
RIGHT column is for date, NEO initials and Evaluator/Trainer initials
NOTE: within 30d = 30 days or 3M (90 days)
NURSE: H1, H2, S9, V14 if applicable.
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Competencies with additional check off prompts
NEW

Presenter
Presentation Notes
LEFT Column: Who’s initials are required
Competencies have addition Training check off prompt boxes.
SOME SECTIONS REQUIRE MULIPLE CHECKOFFS & INITIALS
RIGHT column:
	Trainer(s) initials
	NEO’s initials
	Date
ALL CHECK BOX MUST have a check mark, X or NA
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Use of tracking sheet 

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

Presenter
Presentation Notes
Tracking sheet is intended to assist with review and handoff process and act as a deadline reminder.
The assigned trainers will ONLY be current the day the NEO class schedule and agenda’s is created and emailed to homes.
Can be done and returned within 60 days …
Must be completed within 90 days …
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NEW In House (client specific sheets)

V14

Client 
Specific 
sheets

Within 
3M or 
90 
days

Presenter
Presentation Notes
Additional DHS 4586 Client Specific sheets are available on the forms server for BOTH
IN-HOUSE – New client – print on GREEN
TRANSFER – House Client Training – print on BLUE
USE CLIENT INITIALS
As NEW CLIENT enters HOME - Copy kept InHouse – Original sent to Central Office for placement in Plastic Sleeve.



34/ SPD / SOCP

GREEN In House / BLUE Transfer
DHS 4586 Client Specific sheets

MUST have 
employee’s 
name

Presenter
Presentation Notes
Posted on the SERVER
SOCP Training WEB PAGE
And available through Central Office – for placement in mail boxes.
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NEW Memos (review with NEO)

Memo copies can be 
downloaded from the 
SOCP Web site 
Memorandum page

Presenter
Presentation Notes
HANDOUT: List of Memorandums by date?
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SOCP Main web page: http://www.dhs.state.or.us/spd/tools/dd/socp/

Memos (located on web site)

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

Presenter
Presentation Notes
Handout list of Memorandums
Critical Memos – containing policy, OAR or program wide changes.
Not house specific memos.

http://www.dhs.state.or.us/spd/tools/dd/socp/memorandums.html
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Section 3: Duties/Responsibilities

Updated: 08/10

Updates to SOCP Training page

Presenter
Presentation Notes
Available on the SOCP Web site “Training” page
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In House (plastic sleeve contents)

V14
Client Specific sheets

MUST have 
employee’s name 
at the top of the 
sheets

DHS 4586 Client Specific sheets

Presenter
Presentation Notes
Additional Client Specific training – as new clients enter the home
Copy remains in House
Original is sent to Central Office in Confidential envelope
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Section 4: “Transfer” training
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Section 4: Transfer
• Site Manager, BVS1, BVS2 and Nurse

Presenter
Presentation Notes
Fill in New Employee Information … (BLUE SHEETS)
LEFT column designates who is responsible for reviewing the information
RIGHT column is for date, NEO initials and Evaluator/Trainer initials
NOTE: within 30d = 30 days or 3M (90 days)
NURSE: H1, H2, S9, V14 if applicable.
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NEW Transfer (client specific sheets)

V14

Client 
Specific 
sheets

Within 
3M or 
90 
days
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GREEN In House / BLUE Transfer
DHS 4586 Client Specific sheets

MUST have 
employee’s 
name
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Transfer (plastic sleeve contents)

V14
Client Specific sheets

MUST have 
employee’s name 
at the top of the 
sheets

DHS 4586 Client Specific sheets
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• Site Manager’s 
provide the final 
review to assure 
all initials have 
been received on 
the inside F2 
pages.

Site Manager’s signature (Cover)

John Smith
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Return to Central Office
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Central Office

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

Using the Tracking sheet 
for trainer’s – initials.

Incomplete returned to House.

Completed folders are filed.
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GREEN In House / BLUE Transfer
DHS 4586 Client Specific sheets

MUST have 
employee’s name

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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Presenter
Presentation Notes
Watch your email – for Names, House Assignment and Contact list for the upcoming September 29, NEO 19 Class.
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