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	Track


	Course 1
	Course 2
	Course 3
	Course 4
	Course 5
	Course 6

	Basic Case Management

Appropriate for case managers, job developers, program coordinators and retention 

specialists

	BETP 101

BETP Staff

BETP 101 is designed for employment and training contractor staff and County Assistance Office staff who are relatively new to working with welfare clients in need of skills training and job placement assistance.  The two-day course provides a overview of topics including:  the work participation rate, basic RESET requirements, activities, programs, supportive services, absences, termination, recordkeeping, performance requirements, monitoring, required program designs, oversight.  The training also discusses the EARN and Work Ready programs.


	Bridges Out Of Poverty

CAAP
Bridges Out of Poverty is an approach that helps employers, community organizations, social-service agencies, and individuals address poverty in a comprehensive way. The Bridges Model offers ideas, structures, and concrete tools a community needs to prevent, alleviate, and reduce poverty. What keeps individuals in poverty?  The “Hidden Rules” covered in this program will increase participant understanding of the dynamics that prevent the move to self sufficiency.


	Motivational Interviewing 

Dr. Beverly O. Ford, ASM, Inc.

Your customers bring motivation with them. In this informative workshop find out how to use your interviews to identify and use their motivation to promote participation in your program. Learn how to transform participants’ complaints about their present lives into goals for the future. Develop the skills you need to tie participants’ motivation to the programs’ goals and to reinforce their commitment to find and retain employment.

 
	Motivation, Participation and Engagement 101

Jodie Sue Kelly, Cygnet Associates

 SEQ CHAPTER \h \r 1This valuable seminar focuses entirely on motivating clients to take charge of their lives, improve their educations and find and keep jobs. We will look at tools and strategies to build motivation including techniques the private sector uses in behavior modification programs.  This workshop covers a compilation of strategies and techniques to change attitudes from their first interaction with the program staff.

 SEQ CHAPTER \h \r 1Customers often lose interest in program services. They disappear and then won't return phone calls and don't respond to letters. Your only alternative is to do a drive-by. You will leave this session with a re-engagement protocol and samples of techniques you can use to get customers back in.


	Recordkeeping, Documentation  & Reconciliation

BETP Staff

Record keeping, documentation, and reconciliation are deficiencies that are regularly identified during annual time and attendance reviews and program monitoring.  This course will review the importance of and process for monthly reconciliation, accurate record keeping, and effective documentation and how they relate to overall performance measures.  


	Ethics and Integrity

Maxwell Consulting Group

PENDING RECEIPT

	Track


	Course 1
	Course 2
	Course 3
	Course 4
	Course 5
	Course 6

	Advanced Case Management Techniques

Appropriate for case managers, job developers, program coordinators and retention specialists

	Overcoming Roadblocks to Personal Progress 

Dr. Beverly O. Ford, ASM, Inc

Many clients struggle to meet the requirement for consistent participation in work activities. They encounter obstacles they are unable or unwilling to overcome. This workshop will give staff strategies they can use to tie participation to the client’s personal goals, help them identify and deal with roadblocks early in the process and  develop the tools needed to pick up and start again if they fail.

.


	Winning With Difficult People

Dr. Beverly O. Ford, ASM, Inc

Staff sometimes encounters situations where clients become aggressive and disruptive in the program.  The focus of this workshop is to provide staff with skills and techniques they can use to identify potentially volatile situations, create a positive environment to prevent negative feelings from escalating, defuse disruptive behaviors when they occur, and develop strategies to keep them and others safe if they are unable to manage the client alone.

.


	How To Run An Awesome Group:  Group Processes and Counseling Theories

Eric Murphy

This workshop will provide full integration of the processes, techniques and logistics of facilitation of effective groups. There will be full description and exploration of the use of counseling theory within the leading of group. The participants will be provided the tools to develop group outlines and deal with diversity within a group.  The workshop is interactive and presented in a multi-sensory approach which will enhance the participant’s experience.


	Time Management: How to Operate 

Quick, Effective DST Meetings

Jodie Sue Kelly, Cygnet Associates

PENDING RECEIPT


	How to Create Dynamic Initial Activities

Jodie Sue Kelly, Cygnet Associates

The one to three week initial activities sessions delivered by contractors need to be fast-paced, fun and informational or participation will suffer.  The sessions need to also built around skill development and not job search or the program will be out of compliance with federal rules.  The initial skills training needs to fully engage the clients so they are excited to return the next day.  And for learning to take place, the participants must be motivated.  And to be motivated, they must be interested.  And they become interested when they are actively working on projects and doing activities that relate to them.  This session will not only provide a curriculum that meets the requirements, staff will also learn how to make the training dynamic from the customer’s point of view.


	EDRP as an Engaging Process

Jodie Sue Kelly, Cygnet Associates

Completing an EDRP with a  client is a necessary element of  a work program yet it is tedious for  both the client and for the staff.   This session will show staff how to turn the EDRP into a series of engaging activities that can be completed early in the initial skills training curriculum.   



	Track


	Course 1
	Course 2
	Course 3
	Course 4
	Course 5
	Course 6

	Basic Job Develop-ment/Job Retention

Appropriate for case managers, job developers, program coordinators, instructor and retention specialists


	BETP 101

BETP Staff

BETP 101 is designed for employment and training contractor staff and County Assistance Office staff who are relatively new to working with welfare clients in need of skills training and job placement assistance.  The two-day course provides a overview of topics including:  the work participation rate, basic RESET requirements, activities, programs, supportive services, absences, termination, recordkeeping, performance requirements, monitoring, required program designs, oversight.  


	Marketing to Employers

Jodie Sue Kelly, Cygnet Associates

Self-directed job placement is isn't successful enough for many clients who have major barriers to employment or who live in areas with high jobless rates. Staff must take the lead and seek out job openings, "sell" employers on particular clients, and maintain good relationships, even when placements turn out badly. At this session you'll learn sales techniques and how to market hard to place clients to the business community.



	Job Development and Retention Strategies

Jodie Sue Kelly, Cygnet Associates

Simply placing customers on jobs.   SEQ CHAPTER \h \r 1This workshop will reveal practical strategies that move low-income people farther and faster toward self-sufficiency.  You’ll also get ideas on how to provide post-placement and post-exit services to customers who think they are finished as soon as they get a job.  Job placement alone is not the key to success.  Studies show that nearly half of the nation’s poor may lose their jobs within three months.  In the national effort to place people into the workforce, the key challenge is not likely to be a lack of jobs.  Nor will the problem be that clients can’t compete for jobs.  For all the attention these two concerns have drawn, they obscure the central issue most apt to stand in the way of true success: figuring out how to help these workers keep a job over a sustained period of time.


	Motivation, Participation and Engagement 101 

Jodie Sue Kelly, Cygnet Associates

 SEQ CHAPTER \h \r 1This valuable seminar focuses entirely on motivating clients to take charge of their lives, improve their educations and find and keep jobs. We will look at tools and strategies to build motivation including techniques the private sector uses in behavior modification programs.  This workshop covers a compilation of strategies and techniques to change attitudes from their first interaction with the program staff.

 SEQ CHAPTER \h \r 1Customers often lose interest in program services. They disappear and then won't return phone calls and don't respond to letters. Your only alternative is to do a drive-by. You will leave this session with a re-engagement protocol and samples of techniques you can use to get customers back in.


	Recordkeeping,  Documentation & Reconciliation

BETP Staff

Record keeping, documentation, and reconciliation are deficiencies that are regularly identified during annual time and attendance reviews and program monitoring.  This course will review the importance of and process for monthly reconciliation, accurate record keeping, and effective documentation and how they relate to overall performance measures.  


	Ethics and Integrity

Maxwell Consulting Group

PENING RECEIPT

	Track


	Course 1
	Course 2
	Course 3
	Course 4
	Course 5
	Course 6

	Advanced Job Develop-ment/Job Retention

Appropriate for case managers, job developers, program coordinators, instructor and retention specialist

	Teaching The  Rules of  the Workplace

Dr. Beverly O. Ford, ASM, Inc.

Each workplace has both written and unwritten rules that govern how employees are expected to behave. Clients’ ability to understand and negotiate expectations regarding attendance, punctuality, a positive attitude, and getting along with supervisors and coworkers is critical to their success in retaining employment. 

This informative workshop will provide staff with practical tools and strategies they can use to teach clients workplace rules and develop the skills needed to meet these expectations successfully. 


	Overcoming Roadblocks to Personal Progress 

Dr. Beverly O.  Ford, ASM, Inc. 

Many clients struggle to meet the requirement for consistent participation in work activities. They encounter obstacles they are unable or unwilling to overcome. This workshop will give staff strategies they can use to tie participation to the client’s personal goals, help them identify and deal with roadblocks early in the process and  develop the tools needed to pick up and start again if they fail.


	Winning With Difficult  People

Dr. Beverly O, Ford, ASM, Inc.

Staff sometimes encounters situations where clients become aggressive and disruptive in the program.  The focus of this workshop is to provide staff with skills and techniques they can use to identify potentially volatile situations, create a positive environment to prevent negative feelings from escalating, defuse disruptive behaviors when they occur, and develop strategies to keep them and others safe if they are unable to manage the client alone.


	Job Club Design, Staffing and Operations. . .

Dick Gaither, Job Search Training Systems, Inc

Do Job Clubs Work?  A well designed Job Club system; populated with people having realistic job objectives; with instruction provided by well trained staff; supported with appropriate materials, equipment, and organizational commitment; operated according to specific behavioral & training approaches, methods and techniques; measured against known standards and relying on a training vs. a counseling focus has always worked better than any other method of finding work for people who suffer from extended-unemployment.

This course is designed to achieve only one goal!  We want to give your staff the information and tools needed to more effectively use a Job Club as a way to reduce the length of time their clients remain unemployed.


	Working With Ex-Offenders Who Are Looking For Work

Dick Gaither, Job Search Training Systems, Inc

This course supports staff charged with helping ex-offenders reenter the labor market.  The content deals with proven and practical job finding approaches for ex-offenders, the psychological factors ex-offenders must cope with, how to counter employer fears, and addresses the ex-offenders’ four biggest concerns: how to divulge conviction information on application forms, how to discuss their convictions during the interview, how to prospect for job leads, and what marketable skill they have to offer employers.


	N/A


	Track


	Course 1
	Course 2
	Course 3
	Course 4
	Course 5
	Course 6

	Centralized Community Service/Paid Work Experience Management

Appropriate for staff who supervise or have some involvement in coordinating CS/PWE sites.
	BETP 101

BETP Staff

BETP 101 is designed for employment and training contractor staff and County Assistance Office staff who are relatively new to working with welfare clients in need of skills training and job placement assistance.  The two-day course provides a overview of topics including:  the work participation rate, basic RESET requirements, activities, programs, supportive services, absences, termination, recordkeeping, performance requirements, monitoring, required program designs, oversight.  


	How to Secure and Manage Community Service

Jodie Sue Kelly, Cygnet Associates

Community Service can be an excellent sheltered environment to teach clients appropriate work habits and attitudes before they go to work for a private sector employer.  Internal sites give the greatest opportunity to give clients an opportunity for structured work and structured learning activities.  At this session we will look at how to create an internal community service site, how to promote external sites, and how to design the schedule so that you maximize the client’s opportunity to grow the type of work habits that will make them successful with any private sector employer.


	How to Create Dynamic Initial Activities

Jodie Sue Kelly, Cygnet Associates

The one to three week initial activities sessions delivered by contractors need to be fast-paced, fun and informational or participation will suffer.  The sessions need to also built around skill development and not job search or the program will be out of compliance with federal rules.  The initial skills training needs to fully engage the clients so they are excited to return the next day.  And for learning to take place, the participants must be motivated.  And to be motivated, they must be interested.  And they become interested when they are actively working on projects and doing activities that relate to them.  This session will not only provide a curriculum that meets the requirements, staff will also learn how to make the training dynamic from the customer’s point of view.


	Teaching the Rules of the Workplace

Dr. Beverly O, Ford, ASM, Inc.

Each workplace has both written and unwritten rules that govern how employees are expected to behave. Clients’ ability to understand and negotiate expectations regarding attendance, punctuality, a positive attitude, and getting along with supervisors and coworkers is critical to their success in retaining employment. 

This informative workshop will provide staff with practical tools and strategies they can use to teach clients workplace rules and develop the skills needed to meet these expectations successfully. 


	Recordkeeping, Documentation & Reconciliation

BETP Staff

Record keeping, documentation, and reconciliation are deficiencies that are regularly identified during annual time and attendance reviews and program monitoring.  This course will review the importance of and process for monthly reconciliation, accurate record keeping, and effective documentation and how they relate to overall performance measures.  


	Ethics and Integrity

Maxwell Consulting Group

PENDING RECEIPT

	Track


	Course 1
	Course 2
	Course 3
	Course 4
	Course 5
	Course 6

	Basic 

Program Coordinator Skills

Appropriate for Program Coordinators
	BETP 101

BETP Staff 

BETP 101 is designed for employment and training contractor staff and County Assistance Office staff who are relatively new to working with welfare clients in need of skills training and job placement assistance.  The two-day course provides a overview of topics including:  the work participation rate, basic RESET requirements, activities, programs, supportive services, absences, termination, recordkeeping, performance requirements, monitoring, required program designs, oversight.  


	How to Create Dynamic Initial Activities

Jodie Sue Kelly,

Cygnet Associates 

The one to three week initial activities sessions delivered by contractors need to be fast-paced, fun and informational or participation will suffer.  The sessions need to also built around skill development and not job search or the program will be out of compliance with federal rules.  The initial skills training needs to fully engage the clients so they are excited to return the next day.  And for learning to take place, the participants must be motivated.  And to be motivated, they must be interested.  And they become interested when they are actively working on projects and doing activities that relate to them.  This session will not only provide a curriculum that meets the requirements, staff will also learn how to make the training dynamic from the customer’s point of view.


	Implementing Required Program Designs

Jodie Sue Kelly, Cygnet Associates/ BETP Staff

The way in which the program is designed and the way in which clients flow through the services will impact work participation rates.  A critical ingredient is deciding how to triage clients into one of three categories:  job ready, skill training ready or not ready for either.  This session will outline the required flow and will include information on how to triage.  We will translate the guidelines into every day practice at the program site.  


	Effective CAO Coordination

BETP Staff

PENDING RECEIPT


	Recordkeeping, Documentation & Reconciliation

BETP Staff

Record keeping, documentation, and reconciliation are deficiencies that are regularly identified during annual time and attendance reviews and program monitoring.  This course will review the importance of and process for monthly reconciliation, accurate record keeping, and effective documentation and how they relate to overall performance measures.  


	Ethics and Integrity

Maxwell Consulting Group

PENDING RECEIPT


	Track


	Course 1
	Course 2
	Course 3
	Course 4
	Course 5
	Course 6

	Advanced Program Coordinator Skills

Appropriate for Program Coordinators
	Budgeting, Planning and the Environmental Analysis
Maxwell Consulting Group

The Maxwell Group will provide information on how to assess systems and processes currently used by your organization to prepare an environmental analysis and  identify clients’ barriers to participation.  Expectations for improvement in the quality of the analysis will be presented as well as systems and processes to providing relevant information.

The importance of proper planning after completing an environmental analysis, and the importance of developing a realistic budget, will also be discussed in this workshop. Attendees will develop a budget template that can be used in their budgeting process.  

Additionally, there will be a quick review of HIPAA regulations and their relationship to budgeting and the environmental analysis.  Knowledge of MS Excel is required for this class.   Excel formulas will be taught in another workshop,  Effective Use of Charts, Graphs & Spreadsheets to Track Progress Toward Goals.
	Time and Caseload Management

Jodie Sue Kelly,

Cygnet Associates

 SEQ CHAPTER \h \r 1Case Managers have to juggle many tasks.  There is more work than time available.  This session will examine how to triage your caseload so that you spend time where it’s needed.  We will examine seven distinct ways to organize and manage your caseload.  It is impossible to keep adding tasks without either eliminating tasks or prioritizing.  So while we can’t make the work go away, we can learn how to manage our time more effectively.


	Personnel Management

Maxwell Consulting Group

This workshop, presented by The Maxwell Group, will focus on managing personnel in a performance-based environment.  Systems that sustain a culture of staff engagement and ownership will be reviewed.  Discussion will include Ideas on how to coach your staff to perform well.   Additionally, we will review actual job descriptions, monthly meetings and goal setting, performance measures for individual positions, and keeping a file on each employee.   A discussion of management styles and becoming a resource to your employees, as well as staff incentives versus annual bonus/raises, will be included.  


	Program Oversight and Monitoring

Maxwell Consulting Group/BETP Staff

This workshop will be divided into 3 sections.  The first section will deal with the client records required to be kept under BETP/DPW regulations.  The second section of the workshop will deal with the contractor records which need to be kept for program operational reports and the third section of the workshop will be the actual monitoring visit and the preparation needed for the review. We want you not to have to work for weeks before a monitoring visit to get ready.

The goal of this workshop is to make the monitoring process go smoothly, with little or no findings and a good review from BETP.


	Effective Use of  Charts, Graphs & Spreadsheets to Track Progress Toward Goals 

Maxwell Consulting Group

This workshop will explore the use of charts, graphs and spreadsheets in an effort to better report program benchmarks and allow the attendees to better explain program outcomes to their superiors, LEO’s and BETP staff.  The use of spreadsheets and their development will require the workshop participants to have a working knowledge of MS Excel. Additionally a quick review of HIPPA regulation regarding the use of spreadsheets, charts and graphs will be covered.


	N/A

	Track


	Course 1
	Course 2
	Course 3
	Course 4
	Course 5
	Course 6

	Financial Management for Non-profit Organizations

Small non-profit organization fiscal staff and directors
	Fiscal Procedures Associated with Operating Government Programs 

Maxwell Consulting Group

In this workshop participants will learn the importance of operating a BETP training program with proper governmental fiscal procedures.  The Sarbanes-Oxley Act  of 2002 is mandatory for ALL organizations, large and small.   Compliance with the legislation need not be a daunting task. Like every other regulatory requirement, it should be addressed methodically, via proper analysis and study. We will cover some key concepts and the need for outside consultation to assist with compliance.   In many respects, security underpins the requirements of the Sarbanes-Oxley Act. It is therefore important to quickly establish a credible and detailed security policy.  .  A discussion of what needs to be protected, and how, will be presented, and is often done readily via off-the-shelf packages.

	Fiscal Reporting Requirements

Maxwell Consulting Group

The Maxwell Group will provide instruction on records management for data collection, data collection for invoicing, and methods for submitting required information to BETP using the required forms.  A review of state and federal guidelines will discuss purchasing and inventory control protocols, and how use of databases will be covered to ensure program information is “captured” and reported accurately.  Additionally there will be a quick review of HIPAA regulations and their relationship to fiscal reporting.


	Fiscal Ethics and Integrity

Maxwell Consulting Group

Understanding Your Obligations as an Employee of a training provider. 

Discussions of the codes of ethics are designed to prevent conflicts between an employee's private interests and public responsibilities. A discussion of acceptance of items of value, use of your position to obtain items, absence from your regular duties to engage in outside activities, using or disclosing inside information, awarding contracts, Partiality/ nepotism and fiscal integrity. Additionally a quick review of HIPPA regulation in regard to fiscal ethics and integrity will be covered.


	Working with Program Staff

Maxwell Consulting Group

In this workshop, participants will learn methods for improving employee relations and promoting communication vertically and horizontally throughout the organization. Participants will evaluate their own supervisory style, learn the value of individual goal setting with employees as well as establishing collaborative cross-functional meetings that are productive. Participants will examine the role of trust in an organization based on insights from the “The Speed of Trust: The One Thing that Changes Everything” by Steven M.R. Covey. 


	N/A
	N/A

	Track


	Course 1
	Course 2
	Course 3
	Course 4
	Course 5
	Course 6

	Program Management for Non-Profit Organizations

Small non-profit organization program staff and directors
	Program Procedures and Strategies for Non-Profit Agencies

Maxwell Consulting Group

This course will focus on procedures and strategies to make non-profit’s training program operate more efficiently, how to develop and implement program policies and procedures and how to develop strategies for smoother operation. A review of the operational policies of BETP and their impact on program operations will be discussed along with implementation strategies. Additionally a quick review of HIPPA regulation in regard to program procedures and strategies will be covered.


	Program Reporting Procedures

Maxwell Consulting Group

PENDING RECEIPT

	Ethics and Integrity

Maxwell Consulting Group

PENDING RECEIPT
	Program Oversight and Monitoring

Maxwell Consulting Group/BETP Staff

This workshop will be divided into 3 sections.  The first section will deal with the client records required to be kept under BETP/DPW regulations.  The second section of the workshop will deal with the contractor records which need to be kept for program operational reports and the third section of the workshop will be the actual monitoring visit and the preparation needed for the review. We want you not to have to work for weeks before a monitoring visit to get ready.

The goal of this workshop is to make the monitoring process go smoothly, with little or no findings and a good review from BETP.


	Effective Use of  Charts, Graphs and Spreadsheets to Track Progress Toward Goals 

Maxwell Consulting Group

This workshop will explore the use of charts, graphs and spreadsheets in an effort to better report program benchmarks and allow the attendees to better explain program outcomes to their superiors, LEO’s and BETP staff.  The use of spreadsheets and their development will require the workshop participants to have a working knowledge of MS Excel. Additionally a quick review of HIPPA regulation regarding the use of spreadsheets, charts and graphs will be covered.


	N/A

	Track


	Course 1
	Course 2
	Course 3
	Course 4
	Course 5
	Course 6

	Recordkeeping and Data Management

Data entry staff and program coordinators


	BETP 101

BETP Staff

BETP 101 is designed for employment and training contractor staff and County Assistance Office staff who are relatively new to working with welfare clients in need of skills training and job placement assistance.  The two-day course provides a overview of topics including:  the work participation rate, basic RESET requirements, activities, programs, supportive services, absences, termination, recordkeeping, performance requirements, monitoring, required program designs, oversight.  


	CWDS Data Entry Training

BETP Staff

PENDING RECEIPT
	Effective Use of  Charts, Graphs and Spreadsheets to Track Progress toward Goals 

Maxwell Consulting Group

This workshop will explore the use of charts, graphs and spreadsheets in an effort to better report program benchmarks and allow the attendees to better explain program outcomes to their superiors, LEO’s and BETP staff.  The use of spreadsheets and their development will require the workshop participants to have a working knowledge of MS Excel. Additionally a quick review of HIPPA regulation regarding the use of spreadsheets, charts and graphs will be covered.


	Record-

Keeping,  Documentation and Reconciliation

BETP Staff 

Record keeping, documentation, and reconciliation are deficiencies that are regularly identified during annual time and attendance reviews and program monitoring.  This course will review the importance of and process for monthly reconciliation, accurate record keeping, and effective documentation and how they relate to overall performance measures.  


	N/A
	N/A

	Track


	Course 1
	Course 2
	Course 3
	Course 4
	Course 5
	Course 6

	Refugee Program Management 

Refugee Contractor Staff


	BETP 101 for Refugee Contractors

BETP Staff

PENDING RECEIPT

	CWDS Data Entry Training 

BETP Staff 

PENDING RECEIPT
	 Job Development and Retention Strategies

Jodie Sue Kelly, Cygnet Associates

Simply placing customers on jobs.   SEQ CHAPTER \h \r 1This workshop will reveal practical strategies that move low-income people farther and faster toward self-sufficiency.  You’ll also get ideas on how to provide post-placement and post-exit services to customers who think they are finished as soon as they get a job.  Job placement alone is not the key to success.  Studies show that nearly half of the nation’s poor may lose their jobs within three months.  In the national effort to place people into the workforce, the key challenge is not likely to be a lack of jobs.  Nor will the problem be that clients can’t compete for jobs.  For all the attention these two concerns have drawn, they obscure the central issue most apt to stand in the way of true success: figuring out how to help these workers keep a job over a sustained period of time.


	How to Secure and  Manage  Community Service

Jodie Sue Kelly,

Cygnet Associates

Community Service can be an excellent sheltered environment to teach clients appropriate work habits and attitudes before they go to work for a private sector employer.  Internal sites give the greatest opportunity to give clients an opportunity for structured work and structured learning activities.  At this session we will look at how to create an internal community service site, how to promote external sites, and how to design the schedule so that you maximize the client’s opportunity to grow the type of work habits that will make them successful with any private sector employer.


	Record-

Keeping/ Documentation/Reconciliation

BETP Staff 

Record keeping, documentation, and reconciliation are deficiencies that are regularly identified during annual time and attendance reviews and program monitoring.  This course will review the importance of and process for monthly reconciliation, accurate record keeping, and effective documentation and how they relate to overall performance measures.  


	Improving Services to Clients with Limited English Proficiency

Spring Institute

This session will be a continuation of this successful session presented in 2008.  The Spring Institute for Intercultural Learning will present strategies that social service agencies can use to improve services to clients who speak no English or who have limited ability to speak and understand English.   Of particular concern to many contractors is providing service to clients who not only have English-language barriers but who also have low literacy levels in their own language.  Civil Rights legislation requires comparable services be provided to such individuals and contractors often struggle with the best methods of providing service.  This session will strive to give contractors help in providing quality service.  



	Track


	Course 1
	Course 2
	Course 3
	Course 4
	Course 5
	Course 6

	Local Management Committees

LMC Members and alternates


	BETP 101 for LMC’s

BETP Staff

BETP 101 for Local Management Committees (LMCs) is designed for CAO executive directors, CareerLink representatives, Work Force Investment Area fiscal agents, local educational agencies and economic development representatives who are new to their participation on the LMC.   The one-day course provides a overview of topics including the work participation rate, basic RESET requirements, activities, programs, supportive services, recordkeeping, performance requirements, monitoring, required program designs, oversight.  The training emphasizes the LMC’s role in operating employment and training programs.  


	Implementing Required Program Designs

Jodie Sue Kelly/BETP Staff

The way in which the program is designed and the way in which clients flow through the services will impact work participation rates.  A critical ingredient is deciding how to triage clients into one of three categories:  job ready, skill training ready or not ready for either.  This session will outline the required flow and will include information on how to triage.  We will translate the guidelines into every day practice at the program site.  


	Effective Use of  Charts, Graphs and Spreadsheet to Track Progress toward Goals 

Maxwell Consulting Group

This workshop will explore the use of charts, graphs and spreadsheets in an effort to better report program benchmarks and allow the attendees to better explain program outcomes to their superiors, LEO’s and BETP staff.  The use of spreadsheets and their development will require the workshop participants to have a working knowledge of MS Excel. Additionally a quick review of HIPPA regulation regarding the use of spreadsheets, charts and graphs will be covered.


	How LMC’s Can Support the DST Process

Jodie Sue Kelly/BETP Staff

PENDING RECEIPT


	Ethics and Integrity

Maxwell Consulting Group

PENDING RECEIPT
	Program Oversight and Monitoring

Maxwell Consulting Group/BETP Staff

This workshop will be divided into 3 sections.  The first section will deal with the client records required to be kept under BETP/DPW regulations.  The second section of the workshop will deal with the contractor records which need to be kept for program operational reports and the third section of the workshop will be the actual monitoring visit and the preparation needed for the review. We want you not to have to work for weeks before a monitoring visit to get ready.

The goal of this workshop is to make the monitoring process go smoothly, with little or no findings and a good review from BETP.



	Track


	Course 1
	Course 2
	Course 3
	Course 4
	Course 5
	Course 6

	Instructor Training

Appropriate for anyone conducting training or group activities for two or more clients.
	BETP 101

BETP Staff
BETP 101 is designed for employment and training contractor staff and County Assistance Office staff who are relatively new to working with welfare clients in need of skills training and job placement assistance.  The two-day course provides a overview of topics including:  the work participation rate, basic RESET requirements, activities, programs, supportive services, absences, termination, recordkeeping, performance requirements, monitoring, required program designs, oversight.  


	How to Create Dynamic Initial Activities

Jodie Sue Kelly,

Cygnet Associates

The one to three week initial activities sessions delivered by contractors need to be fast-paced, fun and informational or participation will suffer.  The sessions need to also built around skill development and not job search or the program will be out of compliance with federal rules.  The initial skills training needs to fully engage the clients so they are excited to return the next day.  And for learning to take place, the participants must be motivated.  And to be motivated, they must be interested.  And they become interested when they are actively working on projects and doing activities that relate to them.  This session will not only provide a curriculum that meets the requirements, staff will also learn how to make the training dynamic from the customer’s point of view.


	Putting Activities in Context

Jodie Sue Kelly,

Cygnet Associates

Making activities is important but even more important is the learning that comes from the activity.  Games are fun.  But more important is the lesson that game teaches.  All too often, a fun activity becomes just that – Fun but not educational.  It takes a skilled instructor to learn how to facilitate an activity from beginning to end.  This session will cover how to lead group activities from the beginning to middle to end and to put the activity into a work focus.


	Teaching the Rules of the Workplace

Dr. Beverly O. Ford, ASM, Inc.

Each workplace has both written and unwritten rules that govern how employees are expected to behave. Clients’ ability to understand and negotiate expectations regarding attendance, punctuality, a positive attitude, and getting along with supervisors and coworkers is critical to their success in retaining employment. 

This informative workshop will provide staff with practical tools and strategies they can use to teach clients workplace rules and develop the skills needed to meet these expectations successfully. 


	Demonstrating Motivational Activities

Jodie Sue Kelly,

Cygnet Associates

Every instructor across the state has a set of favorite activities he/she uses within their classroom to teach customers a variety of subjects like job search, job retention, communication skills and more.  At this session, the best of those activities will be selected and instructors will have an opportunity to present their best material to other instructors.  Participants will have an opportunity to experience fun new activities that could be used within their classrooms.


	Motivation, Participation and Engagement 101

Jodie Sue Kelly,

Cygnet Associates

 SEQ CHAPTER \h \r 1This valuable seminar focuses entirely on motivating clients to take charge of their lives, improve their educations and find and keep jobs. We will look at tools and strategies to build motivation including techniques the private sector uses in behavior modification programs.  This workshop covers a compilation of strategies and techniques to change attitudes from their first interaction with the program staff.

 SEQ CHAPTER \h \r 1Customers often lose interest in program services. They disappear and then won't return phone calls and don't respond to letters. Your only alternative is to do a drive-by. You will leave this session with a re-engagement protocol and samples of techniques you can use to get customers back in.
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