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Introduction to the NEW Partnership Trainer Handbook

Welcome!

NEW Partnership for Children and Families is pleased that you have chosen to be a trainer for
our training partnership. You are joining a cadre of very special people across the state who give
of their time and energy to provide meaningful knowledge and skills training to child welfare
workers, juvenile justice workers, adoption workers, contract human services staff, supervisors,
managers, and foster parents. Together we strive to define and develop practice and new ways of
helping our children and families.

This handbook is meant to be an ongoing resource for you as a trainer for NEW Partnership.
Here you will find practical information about our business procedures — for example, how to get
paid — as well as information on how NEW Partnership fits into the larger child welfare training
system and the University of Wisconsin-Green Bay. You will also find general expectations of
trainers, some specific training “tips”, and other resources. We hope you will be able to turn
here for answers to many of your trainer questions.

This print copy is current when you receive it. We will update you about revisions, which will be
available on our website, www.uwgb.edu/newpart/ (click on “For Trainers”.) Over time, we hope
to add more resources to help you develop as a trainer.

Please keep in mind that this handbook is specific to NEW Partnership. Many trainers train for
more than one partnership in the state. If that describes you, know that you will need to consult
staff at the other Partnerships for what is applicable, especially regarding financial arrangements
and payment.

Thank you for being willing to use your time and talents as a trainer for NEW Partnership. What
you say and do as a trainer is taken back to child welfare agencies by the participants. Our hope
is that the seeds you plant while training bear fruit in better services to children and families.
That’s the magic—and it is what keeps us all striving to provide the best quality training
possible.

Stephanie Reilly, Director
NEW Partnership for Children and Families
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About NEW Partnership

Mission

The mission of the NEW (Northeast Wisconsin) Partnership for Children & Families is to
collaboratively develop and deliver a comprehensive, competency based training system for
public child welfare professionals.

Vision

The vision of the NEW (Northeast Wisconsin) Partnership for Children & Families is to create a
comprehensive system of child welfare professional development, in order to achieve positive
outcomes in the lives of children and families.

NEW Partnership History

In fall 1991, the University of Wisconsin-Green Bay (UWGB) Social Work Program was
awarded a five-year child welfare training grant from the United States Children's Bureau,
United States Department of Health and Human Services. The purposes of this grant were to:
(1) develop training programs for currently employed child welfare workers in the four counties
(Brown, Outagamie, Shawano and Oconto) and the three Tribes (Menominee, Oneida, and
Stockbridge-Munsee) that were co-sponsors of the project, and (2) develop a sequence in child
welfare at the Baccalaureate level for the Social Work Professional Program at UWGB.

During the next several months, additional counties and tribes expressed interest in joining with
the original counties and tribes and UWGB to work together in the development and
implementation of training programs. In addition, the (then) Bureau for Children, Youth and
Families, Division of Community Services, Wisconsin Department of Health and Social
Services, and the University of Wisconsin Cooperative Extension became partners in the effort.
Eventually, the area served expanded to 26 counties and 6 tribes across Northeast Wisconsin.

This cooperative effort resulted in the award of a Title I\V-E training contract to UWGB for the
purpose of developing and implementing a comprehensive training program for child welfare
workers in counties and tribes that became partners in the endeavor. The Baccalaureate level
Child Welfare Sequence for the UWGB Social Work Program also was developed enabling 1V-E
funds to provide stipends to students who are preparing for careers in child welfare.

Expansion of the Training System

The success of the NEW Partnership led to the formation of similar partnerships across
Wisconsin: Western Wisconsin Partnership, Southern Child Welfare Training Partnership,
Milwaukee Child Welfare Partnership for Professional Development, and the Intertribal Child
Welfare Training Partnership. In 2000, the four existing partnerships, together with the
Wisconsin Division of Children & Family Services, established the statewide Wisconsin Child
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Welfare Training Council. The Intertribal Child Welfare Training Partnership joined the
Training Council upon its formation in 2005.

Participating Agencies
- The participating agencies in the NEW Partnership include the Departments of Human

Services (HSD or DHS), Health and Human Services (DHHS), or Social Services (DSS
or SSD) of the following counties:

Brown Co. HSD Calumet Co. DHS Door Co. DSS
Florence Co. HSD Fond du Lac Co. DSS  Forest Co. DSS

Green Lake Co. DHS  Kewaunee Co. DHS Langlade Co. DSS
Lincoln Co. DSS Manitowoc Co. HSD Marathon Co. DSS
Marinette Co. HSD Marquette Co. DHS Menominee Co. HSD
Oconto Co. DHHS Oneida Co. DSS Outagamie Co. DHHS
Portage Co. HHS Shawano Co. DSS Sheboygan Co. DHHS
Vilas Co. SSD Waupaca Co. DHHS Waushara Co. HS

Winnebago Co. DHS ~ Wood Co. DSS

- The Social Work Program, University of Wisconsin-Green Bay and the Collaborative MSW
Program offered by UWGB and UW-Oshkosh

- The Wisconsin Department of Health and Family Services (DHFS), Division of Children and
Family Services (DCFS)

Operation of the Partnership

At present the Partnership staff includes a director, training manager, assistant to director for
operations, training specialist, program manager, program assistant, financial specialist and
student assistants.

NEW Partnership Staff

Stephanie Reilly, Director Tammy Snortum, Training Manager

(920) 465-2745 reillys@uwgb.edu (920) 465-2106 snortumt@uwg.edu

Liz Hessler, Program Assistant Jan Malchow, Assistant to the Director — Operations
(920) 465-2724 hesslere@uwgb.edu (920) 465-5109 malchowj@uwgb.edu

Karen Opolka, Financial Specialist Pat Scieszinski, Training Specialist

(920) 465-2813 opolkak@uwgb.edu (920) 465-2960 scieszip@uwgb.edu

Samantha Surowiec, Program Manager
(920) 465-2363 surowies@uwgb.edu
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Administrators Conferences

Administrators from all of the participating agencies, social work programs and area
administrators from Wisconsin DHFS are invited to meet twice annually to advise staff on the
policies, goals, and plans, including a proposed annual training schedule--for the Partnership.
The administrators appoint a Steering Committee comprised of nine administrators along with a
representative from the Social Work programs and the DHFS Area Administrators. The Steering
Committee meets on a regular basis with Partnership staff to coordinate planning, training,
budget and general operations. The Professional Development Advisory Committee,
comprised of participating agencies supervisors and representatives of the Social Work
programs, meets quarterly with the Training Manager to advise on the content of specific
training programs, policies and issues of the partnership and the educational curricula of the
Social Work programs.

Funding Sources

NEW Partnership is supported by Federal Title 1V-E (Social Security Act) training funds which
are administered by Wisconsin DHFS, Division of Children and Family Services. Federal
funding is in addition to the fiscal resources and the provision of in-kind resources provided by
the NEW Partnership consortium of counties, UW-Green Bay, and the Division of Children and
Family Services (DCFS).

Wisconsin Training Partnerships

Western Wisconsin Partnership NEW Partnership for Children & Families
University of Wisconsin-River Falls University of Wisconsin-Green Bay
B26WEB, 410 S. 3" Street 2420 Nicolet Drive - CL 750

River Falls, Wl 54022 Green Bay, WI 54311-7001

(Phone) (715) 425-0612 (Phone) (920) 465-2724

(Fax) (715) 425-3800 (Fax) (920) 465-2961

Southern Child Welfare Training Partnership Intertribal Child Welfare Training Partnership
University of Wisconsin-Madison University of Wisconsin-Green Bay
University Research Park 2420 Nicolet Drive - CL 741

455 Science Drive, Suite 110 Green Bay, WI 54311-7001

Madison, WI 53711 (Phone) (920) 465-2943

(Phone) (608) 262-7291 (Fax) (920) 465-5144

(Fax) (680) 262-7117

Milwaukee Child Welfare Partnership for Professional Development
University of Wisconsin-Milwaukee

Helen Bader School of Social Work

Enderis Hall, 11" Floor

P.O. Box 786

2400 E. Hartford Avenue

Milwaukee, W1 53201-0786

(Phone) (414) 229-3237

(Fax) (414) 229-2711
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Wisconsin Training Partnerships Map
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Competency Based Training

In-service training is an important part of any human service system that depends on the
competence of its workers to achieve the goals and objectives of the organization. This is
particularly applicable in the child welfare service system. Child welfare workers make decisions
daily that have serious and far-reaching consequences for children and families. For this reason it
is necessary for all members in the child protective service system to have current knowledge,
skills and strategies to make these crucial decisions.

The NEW Partnership for Children and Families provides knowledge and skill training using
“competency based” training. Competencies are statements of the knowledge, skills and values
required for child welfare professionals to do their jobs effectively. From the competencies,
learning objectives for each training are developed.
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Training is further supported by transfer of learning (TOL) activities. TOL activities occur in the
agency before and after training. They promote the effective and continuing application of the
knowledge and skills gained in training to the jobs of participants. Action plans, which you will
assist training participants initiate during training, are a primary example of TOL. Pre- and post-
tests, used with some trainings, are other examples.

(Information about competency-based training is adapted from Target: Competent Staff,
Competency-Based Inservice Training for Child Welfare, by Ronald C. Hughes and Judith S.
Rycus, copyright 1989 by the Institute for Human Services. Published by The Child Welfare
League of America.)

Trainer Professional Development

The NEW Partnership recruits trainers who are experienced professionals knowledgeable in the
topical area(s) for which they are contracted to provide training. The Partnership provides
assistance and support to trainers in developing training skills and practice. New trainers are
expected to complete Training of Trainers, a two day training that develops and enhances
presentation skills. Opportunities to observe experienced trainers conducting training as well as
to be observed for feedback are available. The Partnership has an extensive library of resource
materials (Consult the NEW Partnership Website: http://www.uwgb.edu/newpart/ and click
on “Resources”), website links for resources and trainer networking, and offers trainer support
conferences. Additionally, trainers receive a summary of the participants’ evaluation comments
(Appendix 1) after each training.

Before the Training Date

Contract

NEW Partnership will contact you to schedule training dates. The Partnership prepares and
mails trainer contract materials approximately six weeks in advance of each upcoming quarter.
The materials that need to be completed and returned include:

e Three signed copies of the contract (University of Wisconsin Academic Support Service
Agreement — Appendix 2)

e Presenter Needs Form (Appendix 3)

e Hotel Request Form (Appendix 4)

e W-9 Form if one is enclosed.

These forms should be returned a month in advance of the training date.
Travel and Lodging
To further assist you in making travel and lodging arrangements please see the University of

Wisconsin System Traveler’s Reference Guide located on the university system website at:
http://www.uwsa.edu/fadmin/document/travref6.pdf.
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Hotel reservations must be made by the NEW Partnership staff and will be direct billed to
UWGB. Please complete and return the Hotel Request Form to the Program Assistant (Liz
Hessler) no later than one month prior to the training date, even if you do not need lodging
(check the box on the form).

All travel arrangements other than lodging are to be made by the trainer. Airline travel,
rental car, and per diem expenses need to be paid by you and will be reimbursed with your
payment. The UW-Green Bay system does not allow any trainer expenses other than hotel to be
directly billed to the University. If you have any questions about arrangements, please call the
Program Assistant (Liz Hessler) at (920) 465-2724.

Rental Cars

If you are approved to rent a car for the training you are completing on
behalf of the NEW Partnership, you will receive information in your
contract. If you have questions, contact the Program Assistant (Liz
Hessler) at (920) 465-2724.

Presenter Needs Form
Please complete the Presenter Needs Form to order handouts for your training and to indicate
your preferences for room set-up and audio-visual equipment. (Note: Please return this form

no later than three weeks prior to the training date. If there are no changes from the last time
you trained, simply check the “same as last time” box.)

Training Handouts & Materials

Handouts

Handouts are an important part of training as well as a transfer of learning (TOL) tool for
training participants when they are back in the office. Well-organized and professional looking
handouts help the training presentation appear smooth and cohesive. The process of developing
handouts is quite comprehensive, requiring input from a number of NEW Partnership staff. In
fact, most of our trainings have a pre-determined set of handouts.

The process is initiated when we receive the Presenter Needs Form indicating how handouts will
be organized and presented. You will also be contacted a few weeks before your training to
check on handouts and discuss any changes needed. The Training Specialist (Pat Scieszinski)
checks all handout packets before they are sent for printing.

NEW Partnership annually makes thousands of copies of handouts. Using the UWGB Copy
Center is the most cost effective way for us to reproduce materials. To ensure that handouts will
be produced the way you want them for the training, please be sure to have copy-ready handouts
to the Program Assistant (Liz Hessler) on the date that your contract specifies (typically three-
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four weeks in advance). If you know you are not going to be able to get your materials to the
Program Assistant in a timely manner, please contact her as soon as possible so special
arrangements can be made. CORE trainers do not need to provide us copy-ready handouts,
unless they have handouts that are not part of the standard handout package.

Depending on the training, the trainer may want to add, change, or “tweak” some of the
handouts. Please work with the Training Specialist (Pat Scieszinski) on this. However, if
changes are made past the three-week deadline before training, you are expected to bring your
own copies of your new handouts at your own expense. Trainers will not be reimbursed for
copies they make at the training site, without prior approval.

Citing Sources of Information: Often trainers find additional resources and information they
want to add to training. It is critical that we always cite the source of the information.
Generally, we need the full title of the book or journal, the title of the chapter or article, page
numbers, the full name of the author, and the publisher, city of publication, and date of
publication. If the information is not a direct quote, it may be listed as “adapted from”. The
Training Specialist (Pat Scieszinski) will help with formatting the citations and the Program
Manager (Samantha Surowiec) will help with formatting the handout.

At NEW Partnership, we have been working to standardize the formatting for our handouts and
overheads, with the goal of having everything available electronically. A master list identifies the
order of the handouts by title and handout number. It also lists which handouts are to be
included in the handout folder and which are to be handed out separately by the trainer.
Handouts should include the following:

e Agenda as the first handout (or after any title page)
e Handouts are numbered in order
» NEW Partnership formatting

Action Plans

Action plans (Appendix 5) are a vital piece of adult transfer of learning. Action plans encourage
participants to identify important concepts or skills acquired in training, and then develop a plan
to implement the generated ideas in their agencies. NEW Partnership has designed an action
plan that is carbon copied. Upon completion, participants will take the original back to their
agencies, and the carbon copy will sent to their supervisors. This will allow supervisors to assist
in transfer of learning, along with identifying barriers and resources to this process. Trainers
may want to explain the significance of action planning at the beginning of training, along with
encouraging participants to write down ideas throughout. Please allow some time at the end of
training for participants to finish action plans and training evaluations. Action plans are always
included with participant’s handout packets.
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Training materials

N.E.W. Partnership provides all training materials identified in the curriculum. This includes
markers, flip chart paper, masking tape (for hanging up flip chart paper), videos identified in the
curriculum, and specialty items needed for a specific curriculum.

Many trainers choose to bring candy or small prizes to distribute during training; however,
N.E.W. Partnership does not reimburse these items as expenses. If you wish to purchase
anything for use in your training for N.E.W. Partnership, please contact the Training Manager
(Tammy Snortum) to discuss your proposal. There is no reimbursement for training materials
without prior approval of N.E.W. Partnership. This includes materials that are copied at an
outside vendor unless previous arrangements have been made.

Use PowerPoint for Training Presentations/Overheads

If and when you develop overheads or presentations, we encourage -but not require- that you use
a PowerPoint program. You may either use the program itself with a laptop connected to an LCD
projector, or you can create your own slides within the program which may be made into
transparencies for use with an overhead projector at training.

Like any tool, PowerPoint works best when used for its designed purpose. It is better suited to
straight presentations than some training situations in which the trainer needs to refer to earlier
slides often. This is not to discourage you from using PowerPoint in training, only to point out
that it may feel cumbersome until you become adept with the program.

As we move toward consistency with our curricula presentations, we are standardizing the
formatting for both handouts and overheads/PowerPoint programs. This means if you create new
overheads for training (with or without using PowerPoint), they need to be reviewed by staff at
N.E.W. Partnership before using them in your presentation. We will add our format (footers) and
advise you if any changes need to be made. For example, if there is too much script on the
overhead, it is difficult to see across the room.

The Program Manager, Samantha Surowiec is able to provide technical support to help you
create overheads for your training, if you wish. She will add our formatting and can enhance
their aesthetic appeal using theme formatting with color. You may then use the slides as a
PowerPoint presentation, or have us print the slides as color overhead transparencies for use with
an overhead projector. Please allow at least three weeks for us to work with your presentation
prior to your training date.

In the next three to five years, we hope to convert all of the overheads for the curricula we
regularly present into PowerPoint. Many are already converted. Currently our priority is to work
on newly developed and newly revised training. Trainers may convert their own trainings (on
their own time) if they wish to do so, as long as they work with Samantha for formatting
consistency.
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On the Training Day

Emergency Contacts for Trainers

Shortly before your training day, you will receive an email and/or a phone call to cover any last-
minute details. Included will be information about how to contact us in case you have an
emergency (especially after office hours) that would affect your ability to be at training. We
suggest you take the phone information with you so it is readily available if needed.

During office hours, the main number is (920) 465-2724. You may need to leave a message but
your voicemail will be answered quickly by office staff.

Facilitation

Generally there will be staff from N.E.W. Partnership at your training to facilitate. However,
there may be situations where you are asked to facilitate part or all of your training yourself. If
you are facilitating the whole training yourself, N.E.W. Partnership will make arrangements with
you for pick up and delivery of the training box in which you will find everything that you need.
(See Appendix 6)

After Training Date

Billing

For accounting purposes, each training must be invoiced separately. When you complete your
training, please send us the following (please note the process is different if you are a state-
employee).

C one signed, detailed invoice (Appendix 7) of the payment owed to you for each training

C originals of any hotel bill, airline ticket(s), auto rental, taxi, parking receipts (if these are
components of your contract agreement).

C Any miscellaneous expenses not included in the contract must have pre-approval by
NEW Partnership Training Manager (Tammy Snortum).

State employees, please send us
C Travel Expense Report: please go to this link on the university website to find this

form: http://www.uwgb.edu/adminforms/TER.xIs. The form details mileage, travel,
hotel, and per diem.

C originals of any hotel bill, airline ticket(s), auto rental, taxi, parking receipts (if these are
components of your contract agreement).

ALL required documentation must be submitted before payment will be issued.
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Trainer Feedback Form

Trainers are asked to complete a Trainer Feedback Form (Appendix 8) following each training
event. The purpose of this form is to obtain the trainer’s reaction to the training just completed,;
to identify factors that influence learning objectives and TOL,; and to elicit suggestions for
program improvement. Instructions are attached to the form.

Trainer Checklist

Before (Return 1 month before Training Date)
Contract (Academic Support Service Agreement)
W-9

Handouts

Pre-approval for miscellaneous expenses
Presenter Needs Form

Hotel Request Form

O 00000

After
C Invoice
C Recelipts
C Trainer Feedback Form

Tips for Trainers

Dress: At the beginning of a training, it is important to establish your credibility as a
professional and an expert. This happens as the trainer establishes his/her credentials and
experience in the subject matter.

At training we want participants to be relaxed and somewhat informal, so often they dress very
casually. However, trainers want to project a more professional demeanor. We recommend
professional business attire that still allows you to be comfortable as a presenter. Other suggested
tips include:

e Wear comfortable shoes as you are on your feet most of the day. Also, make sure your
shoes don’t make a lot of noise as you walk around the room.

e You are likely to feel warmer than the participants, since you are actively “on stage” and
they spend the day sitting. It’s a smart idea to dress in layers to adjust to changing
temperatures.

e Don’t chew gum.
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Other tips

Trainer kit: Many trainers like to have a small suitcase filled with their training materials so they
always have access to tape, scissors, markers, etc.

Directions and site set up: Be sure to allow plenty of time to get to training and set up, especially

if it is a site that is unfamiliar. Call N.E.W. Partnership ahead of time for specific directions if
you need them.
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NEW PARTNERSHIP FOR CHILDREN & FAMILIES Appendix 1

Advanced Workshop on Termination of Parental Rights (TPR)

November 3-4, 2005 Nancy Miller Waupaca, WI

Please help us improve the quality of this training session by completing the following evaluation.
Evaluation information is collected by NEW Partnership staff and utilized to improve training components.
Information will be provided to trainers and others in aggregate form only.

Thank you for your assistance in the continued improvement of NEW Partnership training.

My Job is: 1. Social Worker 2. Administrator/Supervisor 3. Other:
| have worked in child welfare for: Years Months
The Agency | Work foris: 1. Tribe 2. County 3. Private 4. Other:

To what extent do you agree or disagree with the following statements? Please circle the appropriate number for each statement.

CONTENT “gree” Disagree
1. Included a description of learning objectives to be covered in workshop. 5 4 3 2 1
2. Covered those objectives. 5 4 3 2 1
3. Was appropriate for my level of experience. 5 4 3 2 1
4. Included information relevant to my work. 5 4 3 2 1
5. Was well organized and followed a logical order. 5 4 3 2 1
6. Included useful handouts and other written materials. 5 4 3 2 1
7. Included helpful exercises that facilitated my learning. 5 4 3 2 1
8 Incorporated diversity content. (Diversity refers to differences in culture, gender, 5 4 3 2 1

socio-economic status, sexual orientation, religion, physical disability, and age.)

TRAINER: Nancy Miller Sggr”ege'y Sf:;g?gé
9. Demonstrated a thorough knowledge of content. 5 4 3 2 1
10. Made content clear and understandable. 5 4 3 2 1
11.  Incorporated useful examples. 5 4 3 2 1
12.  Showed how to apply the content to my practice. 5 4 3 2 1
13. Created an environment that encouraged learning. 5 4 3 2 1
14.  Answered questions clearly. 5 4 3 2 1
15.  Made effective use of time. 5 4 3 2 1
16. Provided opportunities for me to participate. 5 4 3 2 1

o Sonsn,
17.  This workshop increased my practice knowledge. 5 4 3 2 1
18. This workshop increased my practice skills. 5 4 3 2 1
19.  This workshop encouraged me to re-examine my attitudes/values. 5 4 3 2 1
20. | expectto use what | learned on my job. 5 4 3 2 1
21. | would recommend this workshop to others. 5 4 3 2 1
22. | have an Action Plan to help me apply the knowledge learned to my job. 5 4 3 2 1

23. What about this workshop was particularly helpful to you?
24. What would you like to see changed or what could be improved (especially regarding any of the above statements you
disagreed with)?
(Continued on next page)
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