***When CPPC is sponsoring training***:
· CPPC state funding account provides technical assistance and training.

· Sandy Lint (slint@dhs.state.ia.us) or Kyla Madsen (kmadsen@dhs.state.ia.us) makes initial contact and coordinates TA/training. 

· Kyla Madsen supplies contact name, number, and email of trainer(s). 

· Kyla Madsen assures that all trainings will meet CEU and contact hour requirements for eligible participants.

· Kyla Madsen sends certificates to participants who have provided an email or mailing address.

· Central Office provides training materials on the DHS network (Hoovr3s2\acfs.772\FTDM_T&C\Approved Curriculum) and the CPPC website (http://www.dhs.state.ia.us/cppc/family_team/familyteam_toolkit.html). 

***When local site is sponsoring training***:
· TA/training funded by local community partnership or Decat through contracting site. 

· Trainer provides local site with name, number, and e-mail.
· Kyla Madsen (kmadsen@dhs.state.ia.us) assures that all trainings will meet CEU and contact hours requirements for eligible participants. (IF LOCAL SITES OR TRAINERS CONTACT KYLA PRIOR TO TRAINING)
· Local site will ensure that participants receive certificates.
Instructions for BTBR and FTMF Trainings:
The local site will:

At least 5 weeks prior to training date:
· Secure training room that accommodates 30 learners in a circle or rectangle. Assess room size for breakout groups of 5 or 6.

· Discuss specifics of travel, lodging, training site, staff and/or community with trainer.

· Coordinate and recruit participation- Training is limited to 30 participants.

· Personalize flyer located in “Toolkit” (http://www.dhs.state.ia.us/cppc/family_team/familyteam_toolkit.html) and distribute throughout community as needed. Please note that there are a maximum 5.5 continuing education units available for each day.
· Identify contact person who can address concerns regarding training space, i.e. restrooms, room temperature, etc.

· Inform Kyla Madsen (kmadsen@dhs.state.ia.us) of upcoming training, including location, date, times, trainer information, and whether or not training is open to public.


On training dates:

· Items needed for training (to be provided by contracting site):

· Flip chart pads & easel (2) 

· Masking tape or “sticky” type of chart paper 

· Markers 

· Paper for tabletop nameplates (card stock works well) 

· TV/VCR 

· Video of the “CPPC Partnership”** (for BTBR) 

· Provide trainer(s) with cool water.

· Forms and other materials include:

· Sign-in sheets * (one for each day) 

· Name cards for family sculpting used in FTM training ** 

· Travel reimbursement forms*

· Prepare for “Family Team Meeting Facilitation” and plan to speak to participants regarding “Next Steps” in providing FTM in your area and future concepts for CPPC. 

*Forms available in “Toolkit” (available online via Community Partnership website http://www.dhs.state.ia.us/cppc/family_team/familyteam_toolkit.html) and should be personalized for your site.    

** Verify that these tools will be arriving, as the trainer/co-trainer may provide them.  

The Trainer will:
3 weeks prior to training date:

· Contact co-trainer and discuss logistics. Identify training modules and delivery

· Inform Kyla Madsen (kmadsen@dhs.state.ia.us) of upcoming training, including location, date, times, trainer information, and whether or not training is open to public 

On training dates: 

· Provide-
· Participant training materials. Training materials are located on the DHS network at: Hoovr3s2\acfs.772\FTDM_T&C\Approved Curriculum.  Training Materials for participants are also located in the Toolkit (available online via Community Partnership website http://www.dhs.state.ia.us/cppc/family_team/familyteam_toolkit.html)
· Trainer's Manual for the appropriate class

· CPPC video tape "Building Trust Based Relationships"

· Name cards for the members of the Simmons Family Team name cards

· Marking pens for flipcharts 

· Ensure-
· All learners sign in (legible, complete, and include addresses). Learners arriving early or late are noted as such on sign-in sheets

· Any changes in agenda/starting/ending times are noted on sign-in

· All license numbers are entered for CEU requests

· All evaluation forms are completed and collected

· All DHS employee participants complete Education and Training Verification forms and include date, title of training, and location

· Travel codes are: 


· Fund # 0001 

· Agency # 413 

· Org # FP01

· Attach form to travel reimbursement form if employee is outside his/her official domicile. 

     After training:

· Provide to local site
· Copy of attendance list 

· Completed evaluations

· Provide to Kyla Madsen (kmadsen@dhs.state.ia.us)
· Evaluations for each day
· Sign-in sheets for each day
· Recruiting Flyer
· Completed budget form with original receipts (ONLY FOR CPPC SPONSORED TRAINING)
·  Provide to participants (For CEU purposes)
· Recruiting Flyer

· Training Agenda

· Bio of trainer
