
Title IV-E Child Welfare Education Program (IV-E Program) students who are not employed by the Division of Family and Children Services (DFCS) in a social services position of Social Services Protect and Placement Specialist (formerly Social Services Case Manager) or higher are required to complete a practicum at DFCS. This practicum is to be “in a DFCS office working in direct child welfare service provision.” Please review the Student Agreement section I “Responsibility of IV-E/State Funds Grant Student” paragraph D.
Getting Started
Online Training
The IV-E Program student will need to be registered on our Registration and Transcript Center. This may be done by their Field Instructor, Task Supervisor or some other person at the DFCS county office with administrative rights on the computer system. 
If the student is not a DFCS employee then an eight digit I.D. number has to be created. The procedure is as follows:
· The last three numbers of the student’s social security number are combined with their postal zip code to create an eight digit number. 
· With this number a transcript may be created which contains information about any training the IV-E Program student (later to become a DFCS employee) has taken while in practicum at DFCS. 
· It is very important that the IV-E Program student ensures they are signed up on the Registration and Transcript Center. The student should also remember their created ID number. 
· Register the student for the Online Training for IV-E Students course sequence number AAOCP9.

IV-E Program students may access the Online Training at any time from any computer that has Internet access. The web site for accessing the Online Training is: https://www.gadfcs.org/training/. Instructions for obtaining a password and navigating through the system are found at this site. The student should check with their respective educational institutions for specific beginning and completion dates. The modules in the Online Training are comprised of quizzes and exercises. 
The system will ask the student to designate who should receive an electronic copy of the student’s quiz scores and overall progress in the Online Training. A total of two individuals may receive copies of quiz scores and overall progress information. The student should check with both the school and their Field Instructor/Task Supervisor at DFCS to determine who will receive this information. Their name (s) and email addresses will be listed under “Supervisor” and “Field Program Specialist.”
The modules in the Online Training that IV-E Program students should complete are:
· Introduction to Child Welfare

· Substance Abuse for Child Welfare Case Managers (found at this web site: http://www.ncsacw.samhsa.gov/tutorials/tutorialDesc.asp?cid=2)
· CAPS for Social Services Workers

· CPS Intake

· CPS  Investigations

· CPS Family Preservation

· FC Books 1-19

If problems arise or there are questions about the Online Training, please contact the DFCS Internet Training Help Desk (located at Athens Tech) at (706) 355-5144 or via email at dfcshelp@gadfcs.org. 
*The decision was made at an Education Consortium meeting to allow IV-E Program students up to 20 clock hours of field practicum for completion of all of the listed online courses. 
Field Practicum (Internship)

Field Activities

The Training and Field Practice Guide is the same document used by new hires at DFCS when they are completing the field practice portion of their training. The Training and Field Practice Guide may be accessed through the Internet by logging onto the following web address:
http://dfcs.dhr.georgia.gov/portal/site/DHR-DFCS/menuitem.8237042e9dbda3aa50c8798dd03036a0/?vgnextoid=9eb588ad3fdc5110VgnVCM100000bf01010aRCRD&vgnextchannel=60e529c8facb0110VgnVCM100000bf01010aRCRD
On that page you will find topics included in the Guide. IV-E Program students are required to complete:
1. Introduction

2. Master Checklist

3. Week One (All Program Areas)
4. Child Protective Services-Part One
5. Child Protective Services-Part Two
6. Foster Care Services-Part One
7. Foster Care Services-Part Two
8. Adoption Services

 The goal for the IV-Program student is to complete the field activities during their practicum at DFCS. The student needs to ensure that as each activity is completed, the corresponding section in the Master Checklist is signed. This will verify that the student has completed the activity. The student should keep a copy of each of the Master Checklists for themselves, one for their school and one to present when they are hired by DFCS. 

On the page of the Master Checklist that require signatures:

· “Trainee” would be where the student signs. 
· “Field Practice Advisor” would be the individual who served as the Field Instructor or Task Supervisor for the student during their practicum.
· “Field Program Specialist” the school of social work will have a designated individual sign. 
· It is suggested the student also obtain the telephone numbers of the DFCS Field Instructor or the Task Supervisor who supervised them during their practicum. See Attachment A.

The IV-E Program student may also bring a document from their school of social work called a “Learning Plan” or something similar. This document outlines the learning objectives the school wants the student to achieve in their practicum. Many, if not all, of the activities in the DFCS Training and Field Practice Guide may be used to meet the objectives of the student’s learning plan.

Transporting Clients

We have checked with our legal department and our risk management unit and IV-E Program students are not covered under DHR’s liability policy for transporting clients. They are not covered under the “Liability Insurance Coverage for Volunteers.”  Pages 1.4.1 and 1.4.2 of the DHR Risk Management Manual under 3. Exclusions, paragraph g. states” Interns who are receiving a direct benefit from their assignment are not volunteers and therefore not covered under this policy.” The students’ direct benefit is a course grade for their practicum. Therefore IV-E Program students should not be transporting DFCS clients.
If the IV-E Program student has any questions or concerns about their practicum they may address those concerns with their Field Instructor/Task Supervisor, or the IV-E Program Director at their respective school of social work.
Attachment B contains the requirements for Provisional Certification for IV-E Hires.
Upon Graduation

Deferment
If a IV-E Program student who graduates with B.S.W. degree wishes to defer their work obligation to DFCS to pursue an M.S.W. degree they may do so. The student will:
· Have to apply to a participating IV-E school of social work in Georgia

· Apply for IV-E funds for the M.S.W. degree

· Once accepted by the participating school download, complete and fax the Deferment Agreement found on the IV-E web site: https://www.gadfcs.org/grant/cwg.jsp
· Fulfill their work obligation to DFCS once they obtain their M.S.W. degree.

Employment
Once the non-Social Services IV-E Program student is hired in a social services position the former student, now a IV-E New Hire, and the DFCS county office have some additional tasks to complete.
The IV-E New Hire will:

· Download, complete and fax the Graduate Information Form found on the IV-E web site: https://www.gadfcs.org/grant/cwg.jsp 
· Make sure they give their supervisor copies of the Master Checklists to verify they completed activities from the Training and Field Practice Guide during their practicum.

· Remind their supervisor to merge their transcript under their PeopleSoft Employee ID number

DFCS will:
· Request a waiver for the IV-E New Hire by sending the form to DFCS Education and Training Services Section.

· Have the supervisor merge the IV-E Hire’s transcript by:
1. Sending an email to ssregistrar@dhr.state.ga.us with the IV-E Hire’s eight digit ID used while a student and their PeopleSoft Employee ID asking ssregistrar@dhr.state.ga.us to merge the training information. 
                                             Or:
2. Sending an email to ssregistrar@dhr.state.ga.us stating they are the IV-E Hire’s supervisor and they want to be linked to that person’s account. Once the supervisor is linked to the account, the supervisor may change (merge) ID numbers.

If there are any questions or concerns please contact the IV-E Project Administrator:

· Please contact Angie Saturday, MS, LMSW, IV-E Project Administrator at (229) 878-8788 or via email at ansaturday@dhr.state.ga.us for concerns about  the following schools or their graduates: Albany State University, Savannah State University, Thomas University, University of Georgia, Valdosta State University 
· Please contact L. Denise Edwards, MSW, IV-E Project Administrator at (404) 656-3619 or via email at ldedwards@dhr.state.ga.us for concerns about the following schools or their graduates: Clark Atlanta University, Dalton State College, Georgia State University, Kennesaw State University 


Attachment A

Master Checklist Week One-June 2008
	Activity 

#
	Week One Field Practice Activities: Master Checklist
Activity Name
	Anticipated Hours to Complete
	Actual Hours

to Complete
	Date

Completed

	3.1
	Preparing the New Employee for Training
	1.75 hrs
	
	

	
	A. Training and Field Practice Guide
	
	
	

	
	B. Tablet
	
	
	

	
	C. Passwords
	
	
	

	
	D. Policy Manuals
	
	
	

	3.2
	Orientation to the Local DFCS Office
	2 hrs
	
	

	
	A. Materials to have available
	
	
	

	
	B. New Employee Orientation Checklist
	
	
	

	3.3
	New Employee Orientation Checklist
	1 hr
	
	

	3.4
	Overview of the Social Services Policy Manual
	1 hr 
	
	

	3.5
	Orientation to Social Services Programs
	4.5 hrs
	
	

	
	A. Child Protective Services Worksheet
	
	
	

	
	B. Foster Care Services Worksheet
	
	
	

	
	C. Adoption Services Worksheet
	
	
	

	
	D. Adult Protective Services Interview Worksheet  
	
	
	

	
	E. Family Services Worksheet
	
	
	


	Activity 

#
	Week One Field Practice Activities: Master Checklist
Activity Name
	Anticipated Hours to Complete
	Actual Hours to Complete
	Date

Completed

	3.6
	Orientation to Office of Family Independence
	4 hrs
	
	

	
	A. Temporary Assistance for Needy Families (TANF) Program Worksheet
	
	
	

	
	B. Child Care Services Worksheet
	
	
	

	
	C. PEACHCare Program Worksheet
	
	
	

	
	D. Food Stamp Program Worksheet 
	
	
	

	3.7
	Orientation to Receptionist Duties
	4 hrs
	
	

	3.8
	Family-Centered Practice
	4 hrs
	
	

	3.9
	Child Development
	1 hrs
	
	

	3.10
	Online Training
	13 hrs
	
	

	
	A. How to Use the Training System
	
	
	

	
	B. Roadmaps to Successful Online Training
	
	
	

	
	C. New Worker Orientation to DHR and DFCS
	
	
	

	
	D. Introduction to Child Welfare Services
	
	
	

	
	E. Substance Abuse
	
	
	

	
	F. Child Care
	
	
	

	
	G. CFSR Overview Screencast
	
	
	

	
	Total Field Practice Hours for Week 1
	36.25 hrs
	
	


Week One Field Practice Activities: Master Checklist
The trainee has completed all the worksheets, demonstrated satisfactory comprehension of the subject and received feedback from the supervisor/training coordinator and/or field practice advisor. 

IV-E Program Student’s Signature







Trainee
Date

Field Instructor/Task Supervisor Signature





Field Practice Advisor
Date

________________________________________________________________

Supervisor/Training Coordinator
Date

Designee from the School of Social Work






Field Program Specialist
Date

Attachment B

IV-E New Hires
Provisional Certification
IV-E new hires must complete the following in order to be waived from Keys classroom training and be Provisionally Certified upon hiring:
· BSW or MSW Degree Program from the participating Schools of Social Work

· DFCS  Internship

· Education & Training Online courses (all courses except the Substance Abuse course may be accessed from this web site: https://www.gadfcs.org/training/)
· Introduction  to Child Welfare

· Substance Abuse for Child Welfare Case Managers (found at this web site: http://www.ncsacw.samhsa.gov/tutorials/tutorialDesc.asp?cid=2)
· CAPS for Social Services Workers

· CPS Intake

· CPS  Investigations

· CPS Family Preservation

· FC Books 1-19
· Field Practice Activities- complete activities in the Field Practice and Training Guide (the Guide may be accessed at this web site: http://dfcs.dhr.georgia.gov/portal/site/DHR-DFCS/menuitem.8237042e9dbda3aa50c8798dd03036a0/?vgnextoid=9eb588ad3fdc5110VgnVCM100000bf01010aRCRD&vgnextchannel=60e529c8facb0110VgnVCM100000bf01010aRCRD
· Pass the Keys Assessment with a score of 70% or higher

Upon Provisional Certification, the case manager may be assigned a case load up to 6 cases while under direct supervision.  
Certification: IV-E Graduates from participating Schools of Social Work must complete:

· All requirements listed above

· Waived from Keys classroom training (2 wks)

· CPS Classroom Track (8 days) OR  Foster Care Classroom Track (7 days)
· CPS GA SHINES Training OR Foster Care GA SHINES Training
· Assessment for CPS OR Foster Care with a score of 70% or higher

· Certification Field Based Observation conducted by the hiring DFCS office
· Certification Record Review conducted by the hiring DFCS office
· Certification Decision
*County Director has final decision on granting certification.

Contact Adell Moore at asmoore@dhr.state.ga.us regarding certification of your staff.

DFCS Education & Training Services Section
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