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       Seniors and People with Disabilities

       State Operated Community Program


	                VOC/Day Services 
       Pre-Service Training Record

	

	Staff name:
	
	Instructor name:
	

	Date: 
	
	Date:
	
	
	
	

	
	
	
	
	
	
	

	          Staff review
	Client initials
	Staff initials
	Trainer initials
	Time 
	Review date/ initials


	A:
	Core Competencies Central Training / In-House
	
	
	
	
	

	
	VOC/Day Employment Policy and Procedures
	
	
	
	
	

	
	VOC Fire Drill
	
	
	
	
	

	
	VOC Safety Reviews
	
	
	
	
	

	
	Employer contact sheet
	
	
	
	
	

	
	Monthlies
	
	
	
	
	

	
	VOC Change Forms (general review of what the forms look like and where they are located):
a) Employment

b) Entry / Exit / Re-location
	
	

	
	c) 
	
	
	
	
	

	
	d) 
	
	
	
	
	


	B:
	Client/individual’s assessments                                         Client initials          Staff          Trainer      Time    Rev. date/initials

	
	Lifestyle Assessment
	
	
	
	
	
	
	
	
	

	
	Interest Survey
	
	
	
	
	
	
	
	
	

	
	Employment Evaluation
	
	
	
	
	
	
	
	
	

	
	PFW (Personal Focus Worksheet)
	
	
	
	
	
	
	
	
	


	C:
	Clients/individual’s plans

	
	I.E.P. (Individual Education Plan)
	
	
	
	
	
	
	
	
	

	
	I.S.P. (Individual Support Plan)
	
	
	
	
	
	
	
	
	

	
	Safety Plans: a) DHS 4614H - Home
	
	
	
	
	
	
	
	
	

	
	                     b) DHS 4614W - Work /ATE/Community
	
	
	
	
	
	
	
	
	

	
	VOC DHS 4573 MAR / TAR (if applicable)
	
	
	
	
	
	
	
	
	


	D:
	Clients/individual’s work information

	
	VOC worksite orientation / VOC First Aid ( kit locations)
	
	
	
	
	
	
	
	
	

	
	Individual Summary Sheet
	
	
	
	
	
	
	
	
	


	E:
	Client’s calendars/data collection

	
	Client schedules / Daily planners
	
	
	
	
	
	
	
	
	

	
	Data sheets:
	1. Community Integration
	
	
	
	
	
	
	
	
	

	
	
	2. Daily Living
	
	
	
	
	
	
	
	
	

	
	
	3. Program Cover Sheet
	
	
	
	
	
	
	
	
	

	
	
	4. Program Task Analysis
	
	
	
	
	
	
	
	
	

	
	
	5. Payroll Data
	
	
	
	
	
	
	
	
	


	
	
	
	Total time training
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