Trainings for TWD Provider Staff

The following is a list of trainings that TWD regularly or periodically offers to its subcontractor staff. Please review the audience requirements to determine which staff is required or optional to attend.  Please note that the Bureau of Employment and Training Programs (BETP) also offers training, some of which is required.  
CASE MANAGEMENT TRAININGS

Case Notes 

Reviews guidelines and procedures for writing case notes.

Trainer:  Kathleen R. Pelzer, Manager for Training and Policy, PWDC
Audience:  Case management staff and their supervisors and any other staff who write case notes are required to attend if they have not attended this TWD training before.  

This training is offered at bi monthly

Time and Attendance 

Provides an overview of TANF Reauthorization and time and attendance requirements in the BETP Master Guidelines

Trainer:  Kathleen R.  Pelzer, Manager for Training and Policy, PWDC, and Jacqueline Gibson, Trainer, PWDC 
Audience:  Staff and management (including directors) with time and attendance responsibilities are required to attend this training at least one time.   Registrants are asked to be familiar with the time and attendance sections of the Bureau of Employment and Training Programs (BETP) Master Guidelines before attending.   Please go to http://www.inspiritec.org/BETPOnlineforum/index.htm to access the Master Guidelines.  
This training is offered bi monthly.

Self-Directed Search (SDS) 

Provides an overview of the SDS test, including the purpose, administration, scoring and utilization for referral to training

Trainer: Jacqueline Gibson, Trainer, PWDC
Audience:   Staff members responsible for administering and interpreting the SDS are required to attend this training once.  This training is for EARN and PPY staff only.

This training is offered quarterly or as needed.

Supportive Services/Employment Portfolio 

Provides an understanding of what supportive services are and the basics of providing supportive services.  Provides an overview of the content and purpose of the Employment Portfolio, which is a guide for helping clients obtain the important documents often required for employment, such as a birth certificate.   

Trainer:  Kathleen R. Pelzer, Manager for Training and Policy, PWDC
Audience: Case management staff and their supervisors who are unfamiliar with requesting Supportive Services or need a brush up should attend.  It is required that all case management staff attends this training once.   

This training is offered bi monthly.

Test of Adult Basic Education (TABE) 

Provides an overview of the paper TABE and TABE PC, including the purpose, administration and scoring of each test.  

Trainer:  Jacqueline Gibson, Trainer, PWDC
Audience: All staff responsible for administering and interpreting the TABE and their supervisors are required to attend this training once.  This training is for EARN and PPY staff only.

This training is offered quarterly or as needed.

Case Management

This interactive workshop will provide front line staff and management with practical tools and strategies they can use to implement effective case management with the participants they serve. Topics that will be covered include finding and using participants’ motivation to promote change, empowering participants to share responsibility for finding resources and solving problems, conducting effective follow up to assist participants in implementing goals and writing concise, productive case notes.

Trainer:  Beverly Ford, PhD 
Audience:  Program directors, case management supervisors and case management line staff are required to attend once.  All staff that interact with clients are encouraged to attend.   

This training is offered by BETP twice per year 

Utility Resources Training 
This workshop explains the resources available to participants who are having issues related to their gas utilities (such as paying their bills and having service shut-off) and how case managers can assist participants in accessing these resources.  Emphasis is placed on either Philadelphia Gas Works (PGW) or PECO resources for bill payment.
Trainer: Nyisha Chapman, Manager of Community Partnerships, Philadelphia Gas Works or Patricia Fennell, Manager of Community Partnerships, PECO
Audience:  Case management staff and supervisors are encouraged to attend

This training is offered monthly or bimonthly during the fall and winter months
Domestic Violence 101 
This workshop explains how to recognize signs that someone may be a victim of domestic violence, the resources available to participants who may be or are experiencing domestic violence and how case managers can assist participants in accessing these resources.  

Trainer: Azucena Ugarte, Education and Training Coordinator , Women Against Abuse or Debasri Gosh, Education and Training Coordinator Women In Transition, Inc.
Audience:  Case management staff and supervisors are encouraged to attend

This training is offered bimonthly
Domestic Violence and Substance Abuse 
This workshop introduces the basics of domestic violence and then focuses on to the linkage between domestic violence and substance abuse. It examines the dynamics of a woman in recovery, in the midst of an active addiction or dealing with the repercussions of her partner’s addiction in the context of an abusive relationship; as well as safety planning around addiction issues.

Trainer:  Women Against Abuse or Debasri Gosh, Education and Training Coordinator Women In Transition, Inc.
Audience:  Case management staff and supervisors are encouraged to attend

This training may only be offered occasionally 

Family Violence Prevention Seminar 
This workshop explains how to recognize signs that someone may be experiencing family violence, the resources available to participants who may be or are experiencing family violence and how case managers can assist participants in accessing these resources.  

Trainer: Teresa White, Director of Education, Women Organized Against Rape
Audience:  Case management staff and supervisors are encouraged to attend

This training may only be offered occasionally 

Landlord & Tenant Rights Training 
This workshop explains the legal rights that customers have when renting an apartment or house and that their landlords have.  It also explains what customers can do to get help if they believe their tenant rights have been violated.    

Trainer: Community Legal Services
Audience:  Case management staff and supervisors are encouraged to attend

This training is offered bi-monthly 

The Power of Earned Income and Other Tax Credits in Building Self Sufficiency  (NEW)
This workshop will address the tax refund as a tool for building economic self sufficiency and year-round financial stability.  Information will be shared regarding how to plan for tax season and saving for the future – opening bank accounts and taking advantage of expedited direct deposit of refunds.  Many of our clients are eligible for tax credits that they are not applying for but could provide them with hundreds and even thousands of additional dollars per year.   Obtaining this money could improve clients’ pre and post placement retention.
Trainer: Pathways PA Training Staff

Audience:  Subcontractor Case Managers and Instructors are appropriate for this training.  Case Managers are recommended to attend at least one time.  

This training is offered several times in the fall and winter before tax season.

REFERRAL TRAININGS

Referral to Family Start Services (FSS)


Provides an overview of the purpose, eligibility requirements and referral process for FSS, as well as the role of Maternity Care Coalition in FSS.  
Trainer:   Marlene Dobson, Client Coordinator, PWDC and Tiffany Washington, Manager, Maternity Care Coalition
Audience:  All staff that are unfamiliar with FSS or need a brush up and are responsible for assessing, referring and/or providing case management to clients are required to attend.    

This training is offered bi monthly.

Referral to Pregnant and Parenting Youth (PPY) and Philly @ Work 

Provides an overview of the purpose, eligibility criteria and referral process for the PPY and Philly @ Work programs.


Trainer:  Doreen Wise, Senior Manager for Programs, PWDC
Audience:  All staff responsible for assessing and referring clients and these staff members’ supervisors are required to attend if they have not referred clients to PPY and Philly @ Work in the recent past.  Only staff with programs that are supposed to refer clients to PPY and/or Philly @ Work should attend.  This training is for EARN staff only.

This training is offered bimonthly.

Referral to Training  

Provides the eligibility criteria and procedures for referring clients from an EARN Center to PWDC and non-PWDC training programs.

Trainer:  Jacqueline Gibson, Trainer, PWDC
Audience:  All staff responsible for assessing clients for training and making referrals to training and these staff members’ supervisors are required to attend if they have not referred clients to Job Specific Skills Training (JSST) and Non-PWDC training in the recent past.  This training is for EARN and PPY staff only.

This training is offered quarterly.
DATA TRAININGS

CAPS (Data Entry)

Provides an overview of PWDC’s CAPS system and how to navigate and enter information in the system.

Trainer:   Barrett Harvey, Technical Support Specialist, PWDC 
Audience:  All data staff and their supervisors as well as any other staff that will be entering information, other than case notes, into CAPS are required to attend if they do not have a CAPS data entry password and have not had one in the recent past.  Providers should please contact Barrett Harvey 215 963-3478 if they have staff that do not need to attend this training because they are experienced CAPS data entry users but no longer have passwords.

This training is offered monthly

CAPS (View Only )

Provides an overview of PWDC’s CAPS system, how to navigate and view information in the system and how to enter case notes.

Trainer:   Barrett Harvey, Technical Support Specialist, PWDC 
Audience:  All staff that need to view information in CAPS or enter case notes and do not have a CAPS password and have not had one in the recent past is required to attend.  Providers should please contact Barrett Harvey 215 963-3478 if they have staffs that do not need to attend this training because they are an experienced CAPS user but no longer have a password.

This training is offered  monthly

Kronos (Data Entry)

Provides an overview of the Kronos system (which tracks all client hours of participation), how to enter data and run reports

Trainer:   Barrett Harvey, Technical Support Specialist
Audience:  All data staff and their supervisors and any other staff with responsibilities for entering client hours into Kronos are required to attend unless they are experienced Kronos users (have been using Kronos extensively for at least 6 months) or have attended this training in the last 6 months.  

This training is offered monthly

Kronos (View Only)

Provides an overview of PWDC’s Kronos system, how to navigate and view information in the system.

Trainer:   Barrett Harvey, Technical Support Specialist, PWDC
Audience:  All staff members that need to view information in Kronos are required to attend unless they are an experienced Kronos viewer or have attended this training in the last 6 months. This training is recommended for managers as well. 

This training is offered  monthly

Supportive Services/ Incentive Payment (SSIP Data Entry) 
Provides an overview on how to properly data enter client information in PWDC’s CAPS data tracking system pertaining to the issuance of supportive services and incentive payments.

Trainer: Kathy Pelzer, Manager for Training and Policy, PWDC
Audience: Case Managers and any staff member responsible for data entering and/or running reports for supportive services and incentive payments must attend this training one time.  Attendees must have active CAPS passwords and must be familiar with Supportive Services, preferably through attending the Supportive Services/Employment Portfolio training.  
This training is offered bi monthly.

Commonwealth Workforce Development System (CWDS)

Teaches how to enter data in CWDS and navigate the system.

Trainer:  BETP
Audience:   All staff that will be entering data into CWDS and do not have a CWDS password is required to attend.  
Location:  Harrisburg

This training is typically offered bimonthly
CIS 

Provides a general overview of CIS and how it relates to AIMS. Teaches how to log on to CIS, how to maneuver through the system, where to look in the system for Special Allowances, Benefits, TANF Days, Client demographic information, members on a case (children under age 6), previous and current activities and projects (calculating the time used in limited activities), employment and wage history.

Trainer:  Melissa Rivera, Sr. Manager for Data, PWDC and Carol Livesey, Systems Analyst, PWDC

Audience:  Atttendees must have a working CIS password.  Data and case management staff and their supervisors, as well as anyone involved in issuing supportive services, are recommended to attend this training.      

This training is offered bi monthly

Work Certified Database/Reports Training 

A Webinar that teaches how to use the Work Certified online database to enter and retrieve data regarding students enrolled at the EARN Centers in the Work Certified program.  


Trainer: Staff from Work Certified Office in Florida
Audience:  All EARN instructors that teach Work Certified are required to attend one time.  Instructor supervisors are recommended to attend.   This training is only for EARN staff.  

This training is offered as needed
OTHER TRAININGS

Job Development 

Provides best practices in job development, including marketing and advertising techniques for job developers to use with employers, marketing clients to employers and effectively matching clients with job openings.
Trainer:  Public Private Ventures staff
Audience:  Job development staff and their supervisors and program directors are required to attend.  
This training is offered annually.
Job Development for EARN Management 

This is a follow-up to the 4-day job developer training in February and March in which the 9 EARN Centers participated.  This session will provide information about the training and recommendations for how EARN management can reinforce the lessons from the training and provide supervision to job developers and other staff related to what they learned at the training.  

Trainer:  Marty Miles, Sr. Program Director, and Sarah Griffen, Consultant, Public Private Ventures 

Audience:  EARN Directors, Job Development and Case Management Supervisors are required to attend.  A maximum of 4 staff from each of the 9 EARN Centers may attend.
This training is offered annually.
Job Development for Hard to Serve Customers 

Provides best practices in job development and placement for customers that have criminal backgrounds.

Trainer:  Marty Miles, Sr. Program Director, and Sarah Griffen, Consultant, Public Private Ventures 

Audience:  Job development staff and their supervisors and program directors are required to attend.  
This training is offered annually.
Work Certified 5-Day Instructor Training

Trains Instructors and their supervisors to deliver the Work Certified job readiness curriculum to clients.


Trainer: Jacqueline Gibson, Trainer and Kathy Pelzer, Manager for Training and Policy, PWDC, Mike Lang, Instructor, EDSI South EARN Center
Audience:  All EARN instructors and their supervisors are required to attend one time.  This training is only for EARN teaching staff.  

This training is offered quarterly. 

Work Certified Overview of Purpose and Curriculum

Provides an introduction to what Work Certified is and its history and an overview of what the curriculum teaches. 


Trainer: Jacqueline Gibson, Trainer and Kathy Pelzer, Manager for Training and Policy, PWDC
Audience:  New EARN staff, particularly job developers and case managers, should attend this training.  This training is only for EARN staff.  

This training is offered quarterly. 

Work Certified Exam Proctor Training 

Teaches staff how to proctor the Work Certified certification exam. 


Trainer: Jacqueline Gibson, Trainer and Kathy Pelzer, Manager for Training and Policy, PWDC
Audience:  All EARN Centers required to send 3 staff (one of whom should be responsible for training additional proctors from their EARN Center if necessary) they have designated as Work Certified Exam Proctors.  Proctors may not be Work Certified Instructors.  This training is only for EARN staff.   

This training is offered as needed but on a quarterly basis at minimum.
HIPPA Training  
This workshop explains what the HIPPA law is and how it governs the work of PWDC and its subcontractor agencies.  

Trainer: Jacqueline Gibson, Trainer and Kathy Pelzer, Manager for Training and Policy, PWDC

Audience:  All subcontractor staff members are required to attend once a year.  

This training is offered bimonthly. 
Sexual Harassment/Staff Ethics/Domestic Violence Policy Training  
This workshop has three parts.  Most of the training is dedicated to explaining what sexual harassment is and what to do about it.  The second part of the training reviews the ethical protocols to which all PWDC and subcontractor staff must adhere to.  The third part of the training reviews the policies the Department of Public Welfare has in place for clients who assert they are experiencing domestic violence.    

Trainer: Lisa Sharp, Director of EO/ADA Compliance Officer, PWDC; Jacqueline Gibson, Trainer or Kathy Pelzer, Manager for Training and Policy, PWDC; Community Legal Services Staff

Audience:  All subcontractor staff members are required to attend once a year.  

This training is offered quarterly.
Employee Rights  
This training will explain what are considered legal and illegal employer practices.  Each year Community Legal Services receives complaints from clients that their employers are violating the law.  This training will enable staff to identify potentially illegal practices on the job so they know when to refer clients for legal assistance.    

Trainer: Janet Ginsberg, Staff Attorney, Community Legal Services Staff

Audience:  All subcontractor Job Developers, Case Managers and Instructors are required to attend at least one time.  

This training is offered quarterly.
Resume Writing Workshop  (NEW)

This training will provide participants with the skills to assist clients in developing a marketable resume or fine-tuning an existing one by 

· focusing on marketable/transferable skills

· listing relevant experience, training, and education 

· identifying accomplishments

· targeting employers’ needs

Trainer: Johnetta Frazier, Director of Training for the Workforce Services Division, PWDC 
Audience:  All subcontractor staff who help clients with resumes are expected to attend at least one time.  

This training is offered several times per year.
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