LESSON PLAN CONTENT RECORD

Department of Human Services
REPORT WRITING

	
	
	

	Room set up
Room should be configured with tables so that groups of 4 trainees sit together in a non-computer room.
Materials needed
Sign-in sheets

Sticky note pads

Trainee workbooks
Name tents

Markers

2 flip charts and easels

LCD player & screen

Laptop computer

· Access to Shared drive for Power Points

Handouts:

· Current FC-PATP & Service Agreement FOM 722-8C copies for all trainees.

· The Smith Family

· The Smith Family Narrative

· Word Search

· The 5 Cs Checklist

· SMART Goal Checklist

· Post Test


	
	Competency
Trainees will gain an understanding of the importance of quality report writing.

Objectives
Trainees will identify what the function of the CFSR is.

Trainees will discuss why the CFSR is important in relation to their job.

Trainees will recognize the four areas that the CFSR intends to promote.  (The purpose of the CFSR.)

Competency
Trainees will gain an understanding of the basic principles of behavior-based narrative writing.

Objectives
Trainees will demonstrate the 5 Cs of narrative report writing.

Trainees will write narrative statements using behaviorally-based descriptions.

Competency
Trainees will gain an understanding of the SMART goal writing method.
Objectives
Trainees will identify the individual parts of SMART goals.

Trainees will write SMART goal statements.

Comprehension Objective
Trainees will pass the post test with a score of 80% (or greater) accuracy. 


	Upon trainee entrance:  Have the Core Values Power Point slide show scrolling on a large screen.
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	This Power Point is simply meant to break preoccupation, setting the learning tone for the training.
( (This is the first slide of the Power Point.)

	Upon Trainee entrance:  Have The Smith Family Worksheet at each seat.
(10 minutes)
	[image: image2.wmf]
	As trainees enter the room state:
Good morning and welcome.  As we wait for others, please begin working on The Smith Family Worksheet.

Here a copy of the worksheet.

The Smith Family
Please read the following fictitious family scenario and develop two goals and objectives for this family.

The Smith Family is headed by Sandra, a struggling single mother with four children.  Bobby, a 16-year-old male is transitioning from a residential treatment facility to a halfway house within the month.  Bobby was originally adjudicated for Criminal Sexual Conduct for molesting his two younger cousins.

There are three younger half-siblings of Bobby. Sam is a 6-year-old boy just entering first grade.  Upon meeting Sam I think he has language needs.  Mary, female, is 4-years-old.  Shannon is 10 months old.  Sam and Mary were placed in Foster Care 2 years ago while mother was treated for substance abuse.  Sandra is still using.  Currently, Sam, Mary, and Shannon are placed together in a foster home.
Bobby’s father has had no contact with Bobby or Sandra since Bobby was 2-years-old, 14 years ago.  The youngest three siblings share a father, Chris, but he comes and goes as he likes over the years because of Sandra’s drinking.  After speaking to Chris on the phone, I don’t think contact with the children will be good for them.

Goal:

Goal:



	
	
	When most or all of trainees have arrived, state:
Please take just a few more minutes to complete your worksheets.  We will come back to this shortly.



	Formal welcome and training identification.  State your name and position title, & the training title.
Ask trainees to sign-in if they haven’t already.

If needed, tell trainees where bathrooms are and when to expect breaks.

(5 minutes)

ASK-IT BASKET……


	
	Opening Statements:

Hello, I am _______________, from CWTI here to train Report writing.
This is a BASIC Report Writing Course.
      If this is new information to you, don’t worry.  We will practice skills here in class, and you will be able to take several job aides with you.

      If this is NOT new information to you, please use this opportunity to share your expertise with others during our peer reviews.  Those of you have been writing well-written reports for years are truly the experts in this room.
       Either way, please allow yourself to be open and present to today’s training.

There is a training AGENDA on the first page of the Trainee Workbook.
Today’s training is grouped into 3 main categories:

1) CFSR

2) Behaviorally-based narratives

3) SMART goals

There is an ASK-IT BASKET on the wall for all those questions that you have that you may not feel comfortable asking, or want to make sure we cover during the day. 

There are sticky notes on each table.  Simply write down your question and post it during one of the breaks.  I will either cover the answer during class or research the answer and email the question and answer to the class.


	(10 minutes)
	
	TRAINEE  INTRODUCTIONS:

THREE  TRUTHS  AND  A  LIE

Instructions:

Fold your name tents and write your first name on one half of the tent using a bold maker. 

Using the back side of the tent, write 3 truths about yourself and 1 lie (not necessarily in that order).

Allow for work time.

Within your table, introduce yourself with the 4 statements. Listeners have to guess which statement is the lie.
I will go first as an example.

I am Debbie Baierl.
1. I was married in Vegas.

2. My Grandmother and I took our first driver’s test on the same day.

3. I have played tennis all over the country.

4. The first 3 homes I owned were all within 1 mile of each other.
After allowing a few minutes for introductions, ask if anyone wants to share their statements with the entire group for everyone to guess.



	Brainstorming Exercise
Purpose of Report Writing

(10 minutes)
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	Split class into 2 groups.
Assign each group one of the following questions to discuss and record on large flip charts.

1)  What happens when reports are poorly written?

(Possible negative consequences)

Possible answers:

· It is returned to you for corrections

· Red marks to fix

· Wastes time for you and supervisor

· Not a true reflection of the child/family

· Bad reflection of self and DHS

· Late from resubmissions

· Will have to come to report writing training

· Is a dis-service to the child when they are adopted and what to read their reports

· Records get lost, details get forgotten
· Can be held accountable in court

2) What are the benefits of well written reports?

(Possible positive consequences)
          Possible answers: 

· Save time

· Reader is well informed

· No corrections 

· More opportunities for professional advancement

· More time with clients (because less time correcting reports)

· Make referrals easier

· Easier to testify and prepare for terminations, PATP, etc.

· Better services for families

· Easy to read

Allow just a few minutes for groups to work. Have groups report back to the large group.

Do you think a well written report makes the following report easier, or more difficult?
WHY?

Some answers:  

· Easier, because you don’t have to restate information covered in the last report.  Think of your reports as a series of chapters in a novel.  Chapter 3 doesn’t start by repeating what we have already learned in chapter 1 and 2.

· Easier, because possible questions raised when others read the report are hopefully already addressed.

· Easier, because this type of reporting very clearly identifies family progress, as well as barriers to progress, with regard to goals.

Statement:

Effective written communication is the responsibility of who? 

Answer:  The author, or the writer.



	Workbook Exercise
Core Values

(5 minutes)
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	Trainer gives instructions by stating:

You can work together at your tables.  In your workbooks, in the last section, “Additional Information”, you will find a copy of our Core Values.  Using highlighters, indicate which areas of the Core Values could be directly or indirectly affected by the quality of reports.  
Allow work time.

Core Values

Principle 

Working Definition 

            Actions 

Safety

First/foremost to protect children from incidents of abuse & neglect and to make assurances that the emotional, physical, educational & safety needs of the child are adequately provided. 

Face to face contacts. 

Timeliness/scope of contact. 

Individualized interventions. 

Risk-vs-Safety.

Permanence

Placement/living situation to provide stability & a sense of belonging.  Outcome to be secured in reasonable time-frame given the age of the child.  To endure without fundamental negative impact.

364 days.

Reduction of disruptions.

Continuity of relationships.                                          

Concurrent planning.

Engagement

The ability to induce a family into participation within the system. A genuine display of commitment & emotional involvement into the process by all players. Beginnings of partnership.

Rapport building.

Establish trusting relationship.

Empathy.

Strength based/Solution focus.

Individualized

Planning & providing intervention & services based upon the unique needs of each of each family member, child & care-giver. Validating the strengths & success of this specific family.

No cookie cutter approach.

No menu of service.

Utilize strengths & culture.

Needs ID & across life domains. 

Child & Family 

Well Being

Family-Centered

Children & families are interdependent. Parents have the capacity to best provide for their family. Through appropriate planning & effective intervention one’s abilities can be enhanced to adequately meet the needs of the child.

Family preservation.

Access to decision making.

Empowerment of family unit.

Ownership of ‘the plan’.

Best Interest

Paramount focus on the child’s current & future needs. Term with implications of social work values used within the legal process referring to generic needs of the child to support specific action.

Suspension of parenting time.

Recommendation for termination.

Placement criterion issues.

Collaborative

Interactive process in which people with diverse expertise generate solutions to mutually defined problems.  Family driven with cross-systems involvement & natural support inclusion.

WA(WrapAround).

F2F (Family to Family).

Early-On.

Did any groups NOT see any correlations?

What areas did you see the most direct correlations?
(Possible answers will vary.  In every area of our core values, accurate and behavior-based, detailed documentation is critical in information sharing regarding a family.)


	Introduce Your Helping Hand
(15 minutes)
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	Statement:  
I would like to introduce you to my Helping Hand.  
My Helping Hand is filled with statements and questions for us to review throughout the training to ensure that we cover all the details of what You NEED TO KNOW.  
At different points throughout the training I will ask for a volunteer to come up and grab a question and read it aloud to the class.  
The advantage of volunteering is that you do NOT have to have the answer….the class does.

CAN I HAVE A VOLUNTEER TO DEMONSTRATE FOR US NOW?


	Wrap-up Introduction
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	IS THERE ANYTHING I CAN CLAIRIFY ABOUT WHAT WE ARE GOING TO BE COVERING TODAY?


	CFSR Section
Use CFSR Power Point go over the material.

(5 minutes)
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	Trainer gives instructions by stating:
Behind the first tab in your workbooks is a CFSR worksheet.  You can use the worksheet as we discuss The CFSR.
Trainer reviews worksheet with answers as a large group using the Power Point. 
CFSR
Worksheet & Answers
(Answers are the underlined items.)

The ____Child and Family Services Review__ (CFSR) is a federal review of the child welfare system in each state.  

The intent of the CFSR is to promote continuous improvement of child welfare systems in the areas of :


1. ___Safety______

2. ___Permanency___       

3. ____Well-Being___
The CFSR conducts regular reviews to evaluate each State’s achievement of these outcome areas and implement Program Improvement Plans if necessary.

How does the CFSR gather data for its reviews?

The CFSR gathers data from multiple sources:


1.  __A statewide Assessment (This is an internal self-evaluation.)
2. __Case records and related interviews with children, parents, foster parents, caseworkers, and other professionals knowledgeable about the cases. (These are your case files, which include your reports.)
3. __Data indicators  (These are the stats used to compare Michigan’s Child Welfare System to National standards.)
4.      Interviews with state and local stakeholders  (These are persons within our Child Welfare System that represent Michigan.)
What does the CFSR gather data on?

The CFSR assesses a State’s performance on seven child welfare outcomes pertaining to safety, permanency, and well-being, and seven systemic factors.
The seven child welfare outcomes are as follows:
________Safety________ outcomes are:

1. Children are first and foremost, protected from abuse and neglect.

2. Children are safely maintained in their homes whenever possible and appropriate.

_____Permanency_____ outcomes are:

1. Children have permanency and stability in their living situations.

2. The continuity of family relationships and connections is preserved for children.

____Well-Being______ outcomes are:

1. Families have enhanced capacity to provide for their children’s needs.

2. Children receive appropriate services to meet their educational needs.

3. Children receive adequate services to meet their physical and mental needs.

The latest CFSR, completed in September, 2009, noted some areas of needing improvement in Michigan’s Child Welfare System.  These preliminary findings may be targeted in the in the Program Improvement Plan (PIP), which will not be available until the summer of 2010.

In this training we will address improvement relating to the documentation of services provided. 

WHY IS THIS IMPORTANT TO REPORT WRITING?
Answer: Your reports are one of the main sources of information that are reviewed for national standards.


	Physical Break

(10-15 minutes)
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	10 -15 minute break



	LCD
Put up “_____, _____, _____ or it didn’t happen!” on large screen for when break is over.

Place 5 Cs Word Search at each seat for break return.
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	Narrative Section
(5 minutes)
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	WE ARE NOW GOING TO DISCUSS BEHAVIOR-BASED NARRATIVE REPORTING.

Refer to the quote on the large screen and ask:

    “________, _______, _______, or it didn’t happen!”

WHAT IS THIS STATEMENT?
     Answer: “Document, document, document, or it didn’t happen!”
Lets review the purpose of written reports as stated by foster care POLICY.
PLEASE OPEN YOUR WORKBOOKS TO THE NARRATIVE SECTION.  Read the policy excerpts to yourselves.

Purpose of written reports as stated by FC Policy DATED 12/2009:
Policy states that:

 “The ISP is the document used by the FC worker to: Document information about the family; Assess the functioning of the family and child(ren), documenting the specific identified needs and strengths; Identify the permanency planning goal; and Identify the services necessary to achieve the permanency planning goal.” (FOM 722-8)
Further more, policy states:

“The child’s family, the child and the foster parent/relative/unrelated caregiver provider must be offered the opportunity to participate in preparing the case sensitive plan.  Specifically the FC worker is required to engage the family in the development of all case service plans.  The plan must designate the person(s) responsible for coordinating and implementing the plan.” (FOM 722-8)

For the USP, policy states: 

“The USP must clearly reassess progress made to alleviate the presenting problem(s) that necessitated entrance into foster care.  This discussion must include a reassessment of all problems and the primary barriers to reunification as identified in the ISP (RFF 65) and any subsequent USP which necessitates continuing out-of-home placement.  In addition, compliance or noncompliance by parent(s), and if applicable, the non-parent adult(s) based upon the ISP must clearly be reported.” (FOM 722-9)

“…Through the USP, the foster care (FC) worker updates the court on progress and makes recommendations regarding services and on-going planning for the child and family.” (FOM 722-9)

ARE THERE ANY QUESTIONS REGARDING POLICY?
Read statement:

Reports should rely on simple, direct statements that are easily   understood.
Narratives should be in paragraph format, flow chronologically, and must accurately reflect or describe BEHAVIORS, observations, events, facts, expectations, and desired outcomes of all parties for that particular report period.
Re-read statement.

	Word Search
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	….The Five Cs of Report Writing….
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We are going to use the Five Cs of Report Writing as guide to remember all of the important components of composing well-written narratives.


	Workbook Exercise
(5 minutes)
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	Trainer instructions:
In your workbook.  You should find an outline for the 5 Cs.  We will go over this together now.  
Trainer reads information as trainees listen and complete worksheet.
Requirements of report writing: The 5 Cs
TRAINER ANSWERS (underlined words)
The first of the 5 Cs is…

1) COMPLETE

· The old report is reviewed for topics that need to be commented on.  Progress, or lack thereof, is reflected.

· CHANGE is constant.  Advance from old to new information.

· Reports should reflect ONLY that reporting period activity.  Take out all old information, and include information that reflects only current case activity.

· NO cookie-cutter treatment plan should be acceptable for any caseworker.

· Reports should demonstrate CONTINUNITY.  The USP should naturally flow from the ISP.

· All necessary facts are included.  Read the “hidden text” or the description of specifically what information is to be included under each narrative section.

· No additional information is added.

· Anticipated questions should be answered. (This is really evident when you inherit a case and are reading someone else’s reports….)
The second of the 5 Cs is…

2)  CONCISE
· Do not use unnecessary words.

· Use SIMPLE sentences.

· Be DIRECT and to the point.

The third C is…
3)  CLEAR
· Keep the message straight forward.

· Stick to the FACTS and BEHAVIORS.

· Use simple descriptive words.

· Make sure the narrative flows in CHRONOLOGICAL order.

· Consider the level of the language you use.  Don’t underestimate the intelligence of your families, but don’t extend the vocabulary when not necessary.

· Don’t use JARGON or ACRONYMS unfamiliar to families.

· Avoid incomplete and run-on sentences.

· Use short sentences of 17 words or less.

· PARAGRAPHS are standard.

4)  CORRECT….is the fourth C.
· Make sure all of your information is as accurate BEFORE you write.  Make calls to get updates if needed.

· Accuracy is critical.  FALSIFICATION is terms for termination.

· Present only actual FACTS and BEHAVIORS.  Do NOT include or infer assumptions, personal opinions, or judgmental statements.

· Simply state what you OBSERVE.

· Make certain that all words, names, and numbers are spelled and listed accurately.

· POLICY and facts must support all recommendations.

· Use gender-inclusive language such as he/she, him/her, and them/their.

5) COURTEOUS…is the fifth and final C of Report Writing.
· Be STRENGTH-BASED.   Include the positive.

· Be objective and fair in your writing.

· Address the reader as an EQUAL, don’t adopt a superior tone or talk down to readers.

· Consider the SENSETIVITY and IMPACT of the content being conveyed.  (Think in terms of….What if someone were writing a story about YOUR family?)
· Be mindful of personal biases towards a family, and don’t let that influence your writing.  (This is a skill that needs to be developed by all workers.)
· Minimize referring to YOURSELF in your writing.  The caseworkers should rarely reference him/herself in the report. (Refer to the L letter.)

· Professionalism.  Be RESPECTFUL of families.

· Be mindful of WHO might read this information.

	Individual Exercise

(15 minutes)

(5 minutes)
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	Statement:
I AM GOING TO HAVE YOU USE WHAT WE HAVE JUST LEARNED.  

FIND THE SMITH FAMILY GOALS YOU WROTE EARLIER.  
Re-read the summary looking for things that don’t follow the 5 Cs.  
Re-write the Smith family’s information keeping in mind what we have just learned.  You can interject additional information if needed.  Some pertinent information has intentionally been omitted.  Typically, you would have to ask the family, but for this exercise be creative.
So again, you may have to add additional information to ensure this narrative is complete.
Pass out Smith Family Narrative worksheets.
Allow for work time.

Have trainees pair and provide feedback for one another using The 5 Cs Checklist.  Pass out handouts.

Please keep in mind that I will be asking you to turn in all written work at the end of class.

Allow for work time.

Exchange feedback.
In closing this exercise, ask:

Did anyone have ZERO revisions to their narrative?

(If yes…)

Would you be willing to share your statement with us by reading it aloud?

(If no…)

Did anyone have fewer than THREE revisions?
(If yes…)

Would you be willing to share your statement with us by reading it aloud? Statement: 

Please keep your narratives and checklist.  We will be using them later on.
--------------------------------------------------------------------------------------------

To emphasize the importance of editing:

Thorough editing is important.  I am going to have you write down the top two most effective things you personally do to aid the editing process for your reports?
If prompting is needed….

· Grammar and Spell Check are useful, but not sufficient filters for content meaning.

· Put report away for a day, then re-read

· Have a peer proofread 

· Print out a hard copy to proofread vs reading the computer monitor.



	Helping Hand
(5minutes)

Modeling Story


	
	Just do a few here.
Statement about narrative writing:

One way to learn about report writing is by modeling.  

Long ago, when I was a worker, a co-worker was trying to help me with my reports.  He gave me a copy of one of his reports.  I was able to use his report as a reference as to what was expected.  I used many of the same statements he used….EXACT statements, and EXACT goals.  

This was not my best work.

For example, all the kids on my caseload had the same “to attend school” goal.

So that is an example of learning from modeling.

It would have worked out better for me if the reports I were modeling were good reports.  And it would have been beneficial if someone would have talked to me about individualizing my reports.

One FC Supervisor I spoke to about this training suggested for workers to ask your supervisor to recommend someone in your office who writes reports well, and use some of his/her reports as examples.



	Small Group Exercise
(20 minutes)
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	Each of the following statements need to be written separately on a flip chart page and posted on the wall.
Directions:

In pairs/small groups, modify these statements to comply with the 5 Cs.  Make these statements Behaviorally-based.

Allow work time.

Have each pair/small group report back to the large group.

Statements and possible corrections:

1) Sandra was depressed because she misses her children at the last home visit.

                At the last home visit, Sandra was crying and reported missing her children. 

2) Sandra is uninterested in demonstrating her parenting skills during parenting time.
                Sandra is unable to comfort Shannon when he cries.  Sandra reports being easily frustrated when Shannon cries and she cannot comfort him.  Sandra comes to parenting time without a bottle for Shannon, or without healthy snacks for the other children.

                On 1/2/10, 1/9/10, and 1/16/10 Sandra let the kids continue verbal arguing until they became physical in their disagreements.  Only after a child was hurt during physical fighting did Sandra address the children.

3) Sandra appears to be using again because she has missed a lot of drug-screen tests.

                 Sandra has shown positive for drugs 4 of 10 times (add all four dates), and has not shown up for 6 of the remaining drug tests.

4) Sandra is not invested in having children return home, as she is frequently late to parenting time.

                   Sandra has been at least 15 minutes late for the 6 of the last 10 parenting time session (add dates here).
5) Sandra left two of her younger children with her older son.

                   On 1/15/10 Sandra reported leaving Sam, age 6, and Mary, age 4, with her oldest son Bobby, age 16, on 1/10/10 because she could find a baby sitter.

6)  The basement was actually clean.

                    Date?  Specific description needed.  No judgment.

7)  Sandra was the most reasonable of all the adults in the home.   

                    No judgment.

8)  It was noted that the bottom couch cushions and theof the cushions appeared to have been ripped and torn, perhaps by the family’s two dogs. 

                   No assumptions or conclusions.  

      

	Conclusion of Narratives
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	IS THERE ANYTHING I CAN CLAIRIFY ABOUT BEHAVIOR-BASED REPORTING WRITING?



	Goal Writing Section
	
	Statement:
Now we are going to take a closer look at developing well-written goals.



	Exercise
Provide Goal…..& Definitions hand outs to each group.

(5 minutes)
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	Small groups, or table exercise.
Instruction:

PLEASE CLOSE YOUR WORKBOOKS.

I have given each group some definitions and words.  Work together to pair the word with its correct definition.
Let me know your table is done by standing up.
Have groups verbally report to large group correct definitions.

Answers:

GOALS…
…are overall statements that inform the positive desired outcome of the service plan.  They are broad, abstract or comprehensive statements.

OBJECTIVES…
…are smaller increments that impart support the completion of the overall statement.  They describe the exact conditions of the desired behavior.  There maybe more than one of these to support the overall statement.

ACTIVITIES…
…tell how the smaller increments are going to be achieved.  They are outlined by observable behaviors or accomplishments.  They are written in the present tense.  The degree to which (measurement) the specific behavior will occur is outlined here.
EXPECTED  OUTCOME…
…are descriptive statements of an end result once the overall statement is achieved.  They are the basis for monitoring and evaluating progress, completion, or incompletion.



	Window Box 
On flip chart window box for SMART GOALS

(5 minutes)
Trainer starts with this widow grid on the flip chart.

S

 

M
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T

 

In the space next to the S the trainer will then add a drawing of a dictionary with the word Webster’s on it.

In the space next to the M, draw a ruler.

In the space next to the A, draw a finish line.

In the space next to the R, draw two puzzle pieces that fit together.
In the space next to the T, draw a clock.
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	Statement:

Can I have a volunteer to do some art work?

The rest of us are going to answer some helping hand questions while our artist is working.
To help us remember all the portions of a well-written goal, we use the acronym SMART. 
What does the S in SMART stand for?
Answer: Specific
What does the M stand for?

Answer: Measurable

What does the A stand for?

Answer: Attainable
What does the R stand for?
Answer: Relevant

What does the T stand for?

Answer: Time-Sensitive

	Announcements

	
	Some of the test questions will be reviewed after lunch.  So right at ____pm promptly, we will go over some questions together.
Supervisors….
If there are supervisors in the class, ask them to compile a list of statements that are COMMON and GENERIC.


	LUNCH BREAK


	[image: image32.wmf]
	1 hour

	Test Question Review

You can either read aloud, or use Power Point as visual aid.  (The first 7 test questions are on PPT.  They cover material that has already been covered.)

(10 minutes)
	

	Just choose a few from the following:

Report Writing TEST…..& Answers

1.  The CFSR is an acronym for the Child and Family Services Review.  The  purpose of the CFSR is
A. To regulate all of the human services private agencies directly.

B. To review mock family case studies to conclude Best Practices.

C. To promote safety, permanency, and well-being of children.

D. To review child welfare systems and rank each state’s score.

2.  The safety outcomes addressed by the CFSR focus on


                A.  Protecting children from abuse and neglect.

                B.  Guiding children in specific developmental stages.

                C.  Safely maintaining children in their homes whenever possible.

                D.  Ensuring the safety of all case workers involved with providing                 family services.    
                E.  A and C
3.  The permanency outcomes outlined by the CFSR requires that

          A.  Children have permanency and stability in their living situations.

B.  Children are permanently in “the system” once Child Protective Services (CPS) has made contact with the family.

C.  The continuity of family relationships is preserved for the child(ren).

D.  The relationship with the foster parents is maintained even after reunification has occurred.

E.  A and C
4.  The well-being outcome of the CFSR include


          A.  Families have enhanced capacity to provide for their children’s                   

                needs.

          B.  Children receive appropriate services to meet their educational 
                needs.

          C.  Children receive adequate services to meet their physical needs.

          D.  Children have adequate services to meet their psychological needs.

          E.  All of the above.

5. The CFSR gathers data from four main sources; case files, self-assessments of supervisor case reads, licensing reports interviews.

A. True 
B.  False

6.  The preferred method of narrative writing is 

          A. An outline.

          B. Bullet points.

          C. Paragraph format.
          D. Which ever way is easiest for the writer.

7.  The 5 Cs of well written reports are


         A. Complete, commitment, collective, correct, and courteous.

         B. Complete, concise, combative, courteous, and comedic.

         C. Complete, concise, common, clear, and condemn.

         D. Complete, concise, clear, correct, and courteous.
8.  Foster Care policy states that the purpose of the ISP is for the FC workers to; “…Document information about the family; Assess the functioning of the children only, documenting the specific needs and strengths; Identify the permanency planning goal; and identify the services necessary to achieve the permanency planning goal.”


        A. True
        B. False
9. Foster Care policy states; “The child’s family, the child and the foster parent/relative/unrelated caregiver does not have to be offered the opportunity to participate in the preparation of the case plan.  The FC workers is encouraged, but not required to engage the family in the development of all case service plans.”


              A. True

              B.  False
10.  Policy for USPs in FC emphasizes that all problems and primary barriers to reunification as identified in the ISP and any subsequent USPs which necessitates out-of-home placement must be reassessed, and progress must be clearly reported.


A. True

B. False
11.  SMART (Goals) is an acronym for

A. Smart, measurable, attainable, realistic, time-sensitive.

B. Simple, measurable, attainable, reasonable, time-sensitive.

C. Specific, measurable, attainable, relevant, time-sensitive.

D. Specific, measurable, accomplishable, relevant, time-sensitive.

12.  Having child participation in goal setting is encouraged, but is required at age

A. 10

B. 12

C. 14

D. 16

13. When goal writing, an objective is the overall statement of the desired outcome.

A. True

B. False

14. Which part of the SMART goals will detail information about the degree to which the level of success of a goal is achieved? 

A. Achievable

B. Realistic

C. Measurable

D. Relevant

15.  When creating a service plan, goals, objectives, and activities are formulated and based on


A.  Previous belief systems of the family.

B.  Desired belief systems of the family.

C.  Desired behaviors of the family.         
D.  Pre-formulated treatment plans.



	Revisit Exercise
Revisit the SMART acronym by pointing to the pictures in the window boxes on the flip chart.
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	As you point to each drawing, ask:

What is this?


	Individual Exercise

(5 minutes)
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	Instructions:

In your workbook you will find a page that outlines the details of SMART goals. 
Find and read that.

When you are done reading that, take out your goals that you wrote for the Smith family.  This needs to include the goal, the objective, the activities, the desired outcome, and the time frame.
With the SMART goal writing information, modify your goal statements to comply with SMART goals.


	Large Group Exercise
Fuzzy Meanings Human Line-up Exercise.

Hand out word pages to multiple participants.

(10 minutes)
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	· FUZZY MEANINGS exercise.  Use the words listed at the bottom of the “Words to Avoid” Job Aid: Often, Always, Sometimes, Never, Usually, Most of the time, Occasionally, Seldom, A lot, Almost always, Rarely, Frequently, and Quite often.  Have one word/description written largely on an 8 x 11 piece of paper.  Have participants line up in the order they think these words describe the degree or frequency of events.  If there are not enough words for each participant, have those seated do the directing of how words should be arranged.  Expect that there will be confusion and disagreements during the process.
Instructions:
I am passing out words to some of you.  
Please stand up and come to the front of the room.  
The rest of you, help them decide how to line up according to where these words belong in order according to their frequency. 

Large group discussion questions:
1.) What did this process teach you about these terms? 
(Answer: These words/terms are confusing.  Everyone can interpret these terms differently.)

2.) Which terms have the widest range of interpretations?         (Answers will vary.)
3.) What are the implications for report and goal writing?
(Answer:  These terms are NOT recommended for report writing, specifically for goal writing.)

Point out the Useful Action Verb List on the following page in the workbook.

ARE THERE ANY ACTION VERBS YOU COMMONLY USE THAT WE COULD ADD TO THIS LIST?


	Individual Exercise
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	Instructions:
Take a minute to look over your goals for the Smith family again.  Notice the verbs you used, and make any necessary changes.


	Pairs Exercise

In groups of two, or a third in the last group if odd numbers.

Hand out SMART Goals Checklist.

(20 minutes)
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	Instructions:
You have a copy of this in your workbook, but I am giving you an additional copy to use now.  
This is a SMART Goal Checklist.  
I am going to have you to get back in your pairs, and review one another’s goals with this Checklist.

Allow work time.

Was there anyone who did NOT have to modify their goals at all?
Excellent!  Good for you.

Show of hands for those of you that DID have some changes needed.

Acknowledge by stating:  

Writing well-written goals is a skill that is not natural for most.  It takes a lot of practice.


	Revisit CFSR
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	Take a look at the CFSR worksheet.

WHICH OF THE THREE OUTCOME AREAS DOES EACH OF YOUR GOALS FALL UNDER?
Answers: Safety, Permanency, and/or Well-Being



	Helping Hand

And Supervisor Statements

(if there is a list they compiled)

(15 minutes)
	
	

	Revisit Narratives

Revisit SMART goals

Revisit CFSR
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	WHAT ARE THE 5 Cs OF NARRATIVES?
Answer: Complete, Concise, Clear, Correct, and Courteous
WHAT DOES SMART STAND FOR?

Answer: Specific, Measurable, Attainable, Relevant, and Time-Sensitive.

WHAT DOES CFSR STAND FOR?
Answer: The Child and Family Services Review.

WHAT ARE THE 3 THINGS THAT THE CFSR LOOKS TO CONTINUALLY IMPROVE?

Answer:  Safety, Permanency, and Well-Being.


	Large Group Exercise

On a flip chart draw a black spot with a marker (nothing else should be on the entire page).
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	Statement:
If you have seen this before, please let others participate.

DESCRIBE WHAT YOU SEE.
Get several responses.  Likely responses will be about the black spot, it’s color, it’s size….  
TELL ME MORE ABOUT WHAT YOU SEE.

More answers.
WHAT ABOUT THE WHITE AREA? 
Often when we work with families, we are so focused on the problem, the black spot, we forget to acknowledge all the positive things – the white space.

So when we are documenting what is happening with a family, we need to remember to be strength-based in both our narratives, and in our goals.



	FC Policy


	FOM
722-8A
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	The Family Assessment of Needs & Strengths (FANS) policy states:
“Foster Care workers MUST engage the parents and the child(ren), if age appropriate, in discussion of the family’s needs and strengths.”   (FOM 722-8A)

That means that the days of developing a cookie-cutter service plan in your office is NO LONGER.

Comments?



	FC Policy
Small group/table

Policy Teach Backs.
Handout copies of current FC-PAPT & Service Agreement (FOM 722-8C)
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	Statement:
WE ARE GOING TO REVIEW FOSTER CARE POLICY THAT RELATES SPECIFICALLY TO WRITING GOALS & OBJECTIVES.

Teach back exercise Instructions:
Have small groups or table groups take a look at policy.  Assign each group one portion of the policy to review to teach back to the large group.  

Tell the trainees that each group is responsible to read and decide, as a group, what are the 5 most important facts in their section.  The facts may be important to recognize simply because they are NEW to policy, or because they are so relevant to how FC workers do their jobs...

****** Look at the following specific policy excerpts and as the teach backs are occurring, interject some of these questions.  If these specific items are not covered during the teach backs….lead the trainees through these areas. *******

The Foster Care Parent-Agency Treatment & Service Plan (PATP) policy states:

“Completion of the parent-agency treatment plan (PATP) and service agreement requires the foster care worker to engage in a discussion with the parent/guardian.  Parental participation is required in developing the parent/caretaker goals and objectives.”  (FOM 722-8C)
This speaks to the old days of typing up a treatment plan and giving the family a copy.  Those days are gone.
How do you document that the family was involved in the treatment planning process?

Answers:  These discussions should be documented in the case worker contacts.  Both the origination meeting and the review of the treatment plan discussions should be dated and described, including what was discussed, and the family’s attitude regarding the plan. 
__________
“The treatment plan and service agreement should be specific to the individual needs of the family and child(ren), express their viewpoints and written in a manner easily understood by the family with expected outcomes clearly defined.  The completed PATP should blend required formal services with family-centered decisions.”  (FOM 722-8C)
What does this mean to you?
Answer:  No cookie-cutter statements.

               Put the goals in the Family’s words.
___________
“The individual activities required by the foster parent or relative care giver to meet the specific individual needs of the child placed in their home are included in the PATP.  The foster parent/relative caregiver must be included in the PATP process.  The foster parent/relative caregiver signature is required and indicates that the caregiver acknowledges and agrees to the activities required to meet the needs of their child in care.  Additionally, the PATP details the services and activities provided by the FC worker to assist the foster parent/relative caregiver in caring for the child.” (FOM 722-8C)
What three important things is this telling us?
Answer: 

1. WHO is going to do what.  Including the foster parent/relative care giver, as well as the foster care worker.
2.  Helps identify if there are specific activities that require a Determination of Care rate.

3.  That a signature of the foster parent/relative care give is required.
__________
“Upon completion of the parent-agency treatment plan and service agreement, the parent is given a copy for review.  FC workers need to ensure the parent understands all areas within the agreement.   Parents and youths age 14 and older must sign the PATP.  If a parent or youth is unavailable or refuses to sign the PATP, FC workers must identify and document additional action needed to secure the parent’s and/or youth’s participation in service planning and compliance with the PATP.
“Indicate who the plan was negotiated with and any individual who is involved in the plan but was unable to participate in its development.  If any individual was unavailable, state the reason why they were not involved.  If the parents were not involved in the developing the case plan, the REASON why must be documented.”
 (FOM 722-8C)
How do you ENSURE that a family understands all of the PATP?

Answer: Allow for discussion.

How are you documenting that you have ensured the family understands the PATP?
Answer: Allow for discussion.

Do you sign for the parent if they have not participated in developing the PATP?
Answer: NO.  If the parent refuses to participate or agree to the PATP, indicate that near the parent signature line by stating the parent was UNWILLING to participate, and date it.
_________
“As the goals are achieved, modified or expanded, the updated PATP will reflect this process.  Parents and youths age 14 and older must participate in the development of each updated treatment plan, allowing for opportunity to evaluate their progress toward completing goals.”  (FOM 722-8C)
This allows for parents to realistically view where they are in the reunification process.  It promotes OWNERSHIP of the case plan.
---------------------------------------------------------------------------------------------

Engaging parents can be difficult.

Once they are involved ASSIST the parent in seeing the correlation of the short-term goals to THEIR ultimate goal.  Just because we as professionals can see the necessary steps that need to happen for reunification, or their ultimate goal, doesn’t mean that the parent can make that connection as easily.  From here, together create the goals based on the needs assessment in the families words. 



	Physical Break
(15 minutes)


	[image: image49.wmf]
	15 minutes

	Evaluations
Hand out Evaluation forms
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	Leave an Evaluation at every seat while trainees break.

	Individual Exercise
(20 minutes)

Hand out Goal Writing Worksheet.
(10 minutes)
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	Statement:

Before we do a goal writing exercise, I want to mention two pages in your workbook.

They are titled:
· Things to consider when helping families write goals, and

· 7 reasons why most goals fail.

Under “Things to consider when helping families write goals”, I want to make note of #s 4, 5, and 6.  Information, Motivation, and Sacrifice of the family can greatly affect goal outcomes.

I think these factors are not always considered when creating goals…..and they are critical in the families success.

Using Sandra Smith, I want you to write a goal that includes at least one objective and a few activities, as well as an expected outcome.  

Allow work time.
When you are done we will pair for a peer review using the SMART Goal Checklist and offer feedback.  This will also be submitted with your test.  
++++++++++++Time filler if necessary++++++++++++++++++++++++
Have trainees write another goal for Bobby Smith using one goal, two objectives, and activities for each objective…..

+++++++++++++++++++++++++++++++++++++++++++++++++++++

	Closing

Evaluations
(10 minutes)
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	When you turn in all of your material I have a copy of some goals for you to take.  I was asked to create goals specific to Independent Living, so they are included in the second half of sample goals.

Please start your evaluation forms before we begin testing.  



	Testing
(20 minutes)
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	Instructions:

In closing….
First, if needed Edit the goal statements you just completed for Sandra Smith, and turn it in with your test.

Second, Using your Smith Narrative statements and feedback, make any changes necessary.  Use the back of the page if necessary.  Turn this in with your test.  
Thirdly, put all materials away for the test.  
Hand out test.

When you are done with all three items, please turn them in together along with your Evaluation.
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