Casewor ker Trai neeship

Tr ai neeshi p Concept

The material that follows represents a nodel for structuring a
one-year traineeship for the Caseworker or equivalent | ocal
entry level titles, including a suggested process and forns for
tracki ng and eval uating trai nee progress and performance through
the traineeship. Due to wide variations in |local district size,
organi zation, staffing needs, staff devel opnent capabilities and
internal procedures and civil service policies and procedures,
the nodel can be nodi fi ed to neet particul ar | ocal
ci rcunst ances.

Ceneral ly, trai neeships formally recognize that qualified but
i nexperi enced appoi ntees to positions of significant conplexity,
such as Caseworker, require a period of orientation and

progressive training experiences to attain a | evel of conpetence
needed to function fully in the position. The traineeship seeks
to provide uniformty and structure through a conbination of
exposure to i ncreasingly conpl ex wor k situations wth
decreasingly close supervision, suppl enrented by formal and
informal training experiences. Trainee progress and perfornmance
is closely nonitored and periodically evaluated throughout the

duration of the traineeshinp. Trai nees are conpensated at a
| ower rate than those at the fully functional |evel of the
particular title, in recognition of the greater value of

experi enced workers.

Trai nee appointnments are nmade in the same manner as appoi ntnents
to ot her conpetitive positions. Candi dates nust neet
established m nimum qualifications, take and pass an appropriate
civil service examnation and be appointed fromthe resulting
eligible |ist. Trai nees are considered in nost |local civil
service rules to be probationary enployees for the duration of
the traineeship, and upon successful conpletion, are elevated to
t he full level and salary of the title wthout further
exam nati on

Est abl i shing a Caseworker traineeship can al so have benefits in
wor ker retention. Workers who conplete the traineeship wll
have made a tinme commtnent to the position, and a neaningful
salary increase upon conpletion may provide incentive to remain
with the agency through the traineeship and beyond. Dependi ng
upon how the traineeship is integrated within the existing |ocal
salary structure, an increase upon conpletion could reduce the
sal ary di sparity t hat exists in many districts between
Casewor kers and their counterparts in the Probation Departnent,
maki ng a change of enploynment to that agency less attractive.
Finally, both in status and salary, a traineeship provides a
recogni zed distinction between the new worker and the val ue of
trai ned, experienced Caseworkers.






Est abl i shing the Traineeship

Dependi ng upon | ocal personnel policies and procedures, it may
be possible to establish the Caseworker Traineeship (and other
types of traineeships, as well) wthout having to actually
classify a separate "Caseworker Trainee" title wi th an
i ndi vi dual position specification and attendant qualifications.

Successful trainees wll advance to the full Caseworker |evel
so the title classification can remain Caseworker, while the
i ndi vidual appointed to the title can be considered as having
trai nee status as a Caseworker. A single classification that
recogni zes a distinction between incunbents with trainee status
and those at the full - or journey - level can avoid unnecessary
and per haps cunber sone initial classification and |ater
reclassification actions each tine a trainee transitions to the
full Caseworker |evel

The |local personnel officer or «civil service conm ssion has
final authority to determne the appropriate classification
met hod, but this Departnent's O fice of Human Resources
Managenent is avail able to discuss possibilities, and to provide
advi ce and assi stance preparatory to establishing the
t rai neeshi p.

M ni mum Qual i fications

The Departnment's m ni rum  standard for open-conpetitive
appoi ntnent to Caseworker (or equivalent titles) is a bachelor's
degree or, at local option, certification as a Registered Nurse

and one year of experience in that field. Sonme | ocalities have
exceeded the standard by specifying a particular major field of
st udy and/or sone level of related experience. M ni mum

qualifications for the Caseworker Traineeship nust neet the
Departnment's m ni num standard for Caseworker and generally, wll
meet the district's existing m nimum qualifications where they

exceed the standard. It is not the intent of the traineeshinp,
as provided in this nodel, to allow for Ilesser qualified
trai nees, but to address the need for those neeting the basic
qualifications to gain skill levels and experience necessary for

full Caseworker |evel preformance.

It is reconmended, however, that localities consider allowance
for candidates wth higher |level training and experience
qualifications to enter directly into full |evel Caseworker
st at us. Candi dates with previous casework experience in other
agencies or those with advanced degrees in social work or human
services fields, for instance, although they wll require a
period of orientation, nmay not benefit from or need to undergo
the formal traineeshinp. In a single title <classification
situation, as described above, agencies can be afforded the



option of filling a vacancy at either the full or trainee status
l evel . Hi gher qualified candi dates which nmay appear on the
Caseworker eligible list nmay be certified separately from ot hers
with the basic qualifications.

As with classification, the process of certifying eligible |ist
candi dates will be determ ned by the |ocal personnel officer or
civil service conmm ssion but, again, OHRM staff is available to
di scuss possibilities prior to traineeship inplenentation.

Salary Structure

A primary tenet of the traineeship concept 1is a neaningful
sal ary advance upon conpletion, as recognition of a transition
in status and increase in wrth to the agency, and as a
retention incentive. The optiml inplementation wll have
trai nees begin at a salary |level equal to the current Caseworker
starting salary in the given district, wth an advance to sone
point in the salary range or, perhaps, to the <current salary

level of the next higher title in the Casework series. Local
salary structures and ranges within salary grades vary wdely,
and sone may readily accommpdate trainee advances. In  many
i nst ances, however, i npl ementation of the traineeship wll
require salary grade or range increases at each level of the
title series. Initial transition of current Caseworkers with
one year or nore service to the determned full |level salary
when i nplenmenting the traineeship nay be necessary. These cost
factors may be seen as prohibitive, but should be weighed
against the value potential of staff retention, better, nore
uniformy trained staff and the benefits of a |onger, cl osely

nmoni t ored probationary period.

It is possible to establish the traineeship wth trainees
starting at a salary Ilevel Iless than the current Caseworker
starting salary. This woul d avoid cost increases, but woul d
result in districts trying to attract candidates with the sane
qualifications presently sought for Caseworker, but at a |ower
sal ary. Except where Caseworkers are now consi dered as being
wel |l paid, this approach could stifle recruitnent and is not
recommended.



CASEWORKER TRAI NEESHI P

OVERVI EW

This is a one-year probati onary trai neeship and upon
satisfactory conpletion trainees are advanced, w thout further
exam nation, to the full Caseworker |evel. Trainees wll be
required to participate in a nunber of formal and on-the-job
training activities, and will be exposed to increasingly conplex
casework situations wth progressively |less close supervisory
di rection. The traineeship is structured to provide the
know edges, skills and abilities required at the full Caseworker
l evel .

Supervisors are expected to develop an individual traineeship
devel opnent plan (IDP) for each trainee using the appropriate
forms and containing tasks, st andar ds for sati sfactory
conpletion of the tasks and specific training for each trainee.
This material should be selected from appropriate sections of
the overall Caseworker Traineeship Master Plan, depending upon
the trainee's assigned services area, possibilities for rotation
t hrough other services areas and the trainee's past work/life
experi ences and educational background.

Eval uation of the trainee's performance wll be required at
intervals of 4, 8 and 12 nonths, and IDPs should be revised as
may be necessary due to significant changes in trai nee

assi gnnents.

GUI DELI NES

Responsi bility of Supervisors

The supervisor's role is to ensure that the trainee is provided
t he gui dance, training, developnent and eval uati on necessary to
successfully advance to the full Caseworker |evel, to include:

0 Wthin two weeks of the trainee's appointnent, develop
the I DP and have it approved by the second supervisory
|l evel and any reviewer |evel which the agency may have
est abl i shed.

o] Oientation of the trainee to the unit's function, work,
organi zation and staff rel ationships.

o] Provi di ng devel opnental assignments, ensuring that the
trai nee understands the reasons, scope and background
for the assignnment, and is given feedback and advi ce and
redirection, as necessary, as the assignnent progresses.

0 Ensuring that the trainee receives the training required
or deened necessary for proper devel opnent during the



trai neeship, al l owi ng adequate tinme away fromthe job
site and assignnents to attend pre-scheduled training
activities.

o] Meeting with the trainee as often as appropriate to
eval uat e assi gned wor k and assess the trainee's

pr ogr ess.
0 Two weeks prior to the conpletion of each evaluation
interval, formally evaluating the trainee's performance
agai nst the IDP, discussing such performance wth the
trai nee and reconmmendi ng remedi al or additional

devel opnental training where there are weaknesses or
problems with the trainee' s perfornmance.

0 Providing a docunented final recommendation indicating

trainee conpletion of al requirements of t he
trai neeship and advancenment to the full Caseworker
l evel .

Responsi bilities of the Trainee

The successful conpletion of the traineeship will depend | argely
on the quality of the trainee's participation and his/her
performance and attitude on the job. Therefore, it is critical

that the trainee recognize the inportance of responsibilities
whi ch i nclude the foll ow ng:

0 Identifying areas of self strengths and weaknesses and
pl anni ng for self devel opnent.

0 Conpl eting assigned work in a tinely manner, requesting
further information ar assistance as needed.

0 Participating in required and recomended training
sessi ons.

0 Conpl eti ng readi ng assi gnnents and sel f-study prograns.

0 Seeking conferences with supervisor, as necessary, to
di scuss assignnents and devel opnental activities.

0 Devel opi ng and/ or mai nt ai ni ng a positive and
constructive approach to job responsibilities.



CASEWORKER TRAI NEESHI P REVI EW PROCESS

The individual traineeship devel opment plan (IDP) is prepared by
the trainee's supervisor wthin tw weeks of the trainee's

appoi nt nent . The trainee should participate in devel opi ng any
portions of the IDP not required by the overall Caseworker
Trai neeship Master Plan. The IDP is reviewed and approved or

amended by the second | evel supervisor and any higher |evel
reviewer the agency nmay have designated, and the finalized |IDP
is signed by the trainee, supervisor and reviewer(s).

Performance Eval uati ons are prepared by the trainee's supervisor
two weeks prior to the end of each evaluation interval (4, 8 and
12 months fromthe date of appointnment) and forwarded through
the established review structure. Fi nal i zed eval uati ons are
signed by the supervisor and reviewer(s).

The supervisor schedules a <conference with the trainee to
di scuss the finalized evaluation, to advise the trainee of
strengt hs or weaknesses in performance, to nutually determ ne
corrective developnental activities to address deficiencies or

further inprove performnce and, if necessary, to discuss
revisions of the IDP due to changes in the nature of work
assi gned. The trainee signs the evaluation and is offered

opportunity to submt and append a witten statenent if (s)he
di sagrees with the eval uati on.

At the end of the final evaluation interval, t he supervisor
notifies the agency personnel coordinator that the trai nee has
conpleted all traineeship requirenents and that the trainee
shoul d be elevated to the full Caseworker |evel and status.

In the event that, at any tinme during the traineeship and after
serving a m nimum period (where m ni mum probationary service has
been established by l|ocal rule, policy or practice), the trainee
is determ ned and docunented to be unsatisfactory and likely to
continue so, trainee service is termnated in the sane manner as
non-trai nee probationary service.

It is reconmmended that agencies establish a review entity above
the second supervisory |level and that where possible the entity
be a board of high I|evel services staff and a nenber wth
adm ni strative responsibilities. The board would serve as the
final review for IDPs and evaluations to ensure equity and
consistency wth the intent of the traineeship and ternms of the
Casewor ker Trai neeship Master Plan. The board would also
control the quality of witten plans and eval uati ons, serve as
an appeals level for unsatisfactory evaluations and provide
trainees an inpartial forum for discussion of problens or
concerns encountered during the traineeship.



FORMAL TRAI NI NG

General Guidelines:

At the beginning of the traineeship, the supervisor should
review the trainee's educational and work experience background
which, in addition to the trainee's assigned service area, Wl
help to determ ne individual training needs. The supervi sor and
trai nee should discuss the trainee's background, perceived needs

and areas of interest and, considering the availability and
schedul ed offerings of formal training, devel op a training plan
and schedule for the duration of the trai neeship. The pl an and

schedul e should be reviewed periodically, but at | east upon
compl etion of the four and eight nonth traineeship evaluation
peri ods, and revised as necessary. Training schedul e changes and
oper ati onal needs nay dictate revisions in addi tion to
denonstrated needs for renmedial or specialized training observed
during the eval uation peri ods.

Core Training:

Oientation - In addition to general orientation afforded al
new enpl oyees, Caseworker Trainees should receive specialized
orientation related to the agency's services conponent, to
i ncl ude topics such as:

- Organi zational structure and reporting rel ationships.

- Organi zational policies, procedures and rel ated processes.

- Overview of individiual service areas and proqgrans.

- Interrelationship between services and the other agency
organi zati ons and prograns.

- Interrelationship with SDSS.

-  Overview of social services agencies and services available
within the comunity.

- Overview of EDP systens related to services prograns.

Orientation should occur as soon as possible after the trainee
is appointed, but no |ater than one nonth into the traineeship.

Begi nning Training - During the trai neeship, all trainees should
conplete Basic Training for Social Services Staff (trainees with
degrees in social work my be exenpted) and, depending on
prinmarily service area assignment, one course. Provi ded t hrough
the Ofice of Human Resources Devel opnent, SDSS, these include:

- Child Welfare Permanency Pl anni ng Core
- Child Protective Services Core
- Protective Services for Adults (PSA) Institute



El ective Training - Further formal training should be planned
based upon such factors as trainee educational and work
experience background, interests. observed strengths/weaknesses,
assigned service area, agency operational needs and courseworKk
schedul es. These may include individual skills and/or nore
speci ali zed or advanced service program training skills.
Training may include such areas as:

- Witing skills

- Oral comuni cations

- Interview ng

- Stress nmanagenent

- Time nmanagenent

- Interpersonal relationships

- Professionalisntprofessional ethics
- Cultural diversity

Readi ng Assignnents - Qutside reading assignnments related to the
provi si on of services in general or specifically to the
trainee's assigned services area should be devel oped to
suppl enent classroom training or where famliarity with such
material is otherw se necessary. Readi ngs shoul d i nclude such
itens as:

- Rel ative selections from Soci al Services Law and
Reqgul ati ons

- State Adm nistrative Directives and nmanual s

- Services pl ans

- I'ndividual case records

- Case studies

- Professional publications



ON- THE- JOB- TRAI NI NG

General Overview

On-the-job training experiences should be devel oped to expose
trainees to a variety of casework situations and related

activities, i ssues and problens in a structured nanner. Such
experi ences shoul d becone i ncreasingly conpl ex and/ or
di versified, with decr easi ng supervi sory control and
intervention as the trai neeship progresses. In addition to
casework rel ated assignnments, trainees may be assigned to review
sel ected <case histories, assi sting experi enced wor ker s,

observations, attenqinq case revi ews, nEetings_and conf erences
on services related i ssues, and research activities.

Rot ati onal Assi gnnents

On-the-job exposure of trainees to service areas outside of the
assigned area is encouraged and, where practical considering
agency operational needs, trai nees shoul d conpl ete one
rot ati onal assi gnment for a m ni num one nonth of the
trai neeshi p. As with the primary assignment, rotati onal
assignnents should include Iimted casel oads, cl ose supervi sion,
readi ngs, observati ons, etc. Primry supervi sors must
coordinate wth rotational supervisors in assessing trainee
performance and progress.



CASEVWORKER TRAI NEESHI P

| NDI VI DUAL DEVELOPMENT PLAN

Tr ai nee: Servi ce Area:

Super vi sor: Title:

Revi ewer : Title:

Dat e of Appoi nt ment Eval uation

to Trai neeshi p: Peri od: to

I NSTRUCTI ONS FOR SUPERVI SOR

This plan is to be devel oped by you, after discussion with the
Trai nee, wthin two weeks of the Trai nee's appoi ntment, with
revisions thereafter as nay be necessary due to substanti al
change in the Trainee's work assignnents or training needs. The
conpleted plan should be signed by you, the reviewer and the
trainee, and will serve as the basis for evaluation of
performance during the traineeship.

The attachnments are:

Form A.  SUMMARY OF TRAI NEE EDUCATI ON AND EXPERI ENCE
For m B. | NDI VI DUAL PERFORMANCE PROGRAM

Form C. | NDI VI DUAL TRAI NI NG PLAN



FORM A

Tr ai nee' s Nane

SUMVARY OF TRAI NEE EDUCATI ON AND EXPERI ENCE

I nformati on about t he trai nee's educati onal attai nnents

and work experience should be provided, including degree(s)
hel d, maj or and secondary field of study, rel evant coursework
conpl et ed, any specialized know edges or skills, and prior

enpl oynent experience, including volunteer work.



FORM B

Tr ai nee' s Nane

| NDI VI DUAL PERFORMANCE PROGRAM

|
I . Maj or Activities/ Tasks A I Per f ormance St andards

|

Descri be the maj or ! Descri be the expected
activities and tasks ! | evel of performance
which the trainee ! and/ or the criteria

must be able to ! used to deterni ne
perform satisfactorily. | sati sfactory perfornmance.

(Attach additional sheets, as needed.)



Tr ai nee' s Nane

FORM B (2)

I[11. O her Aspects Of Performance

Descri be other aspects of performance which should

taken into consideration, i ncluding those know edges,

skills, abilities and personal
must possess ofr
out the major activities and tasks entered

Supervisor's Signature

Revi ewer's Name

Dat e Trai nee's Signature

Reviewer's Signature Date

characteristics the trainee
attain in order to satisfactorily carry
in Section I.

Date

be



FORM C

Tr ai nee' s Nane

| NDI VI DUAL TRAI NI NG PLAN

I . Descri be the on-the-job training activities to be quided by
the supervisor, to include activities such as research on
specific issues, revi ew of conpl eted casework, study of
particular files, exposure to various casewdrk activities
and situations working with experienced staff, observati on
activities, attendance at neetings, conferences, etc.



FORM C (2)
FORMAL TRAI NI NG AND DEVELOPMENT ACTI VI Tl ES:
activities planned, to include formal classro
wor kshops, presentations, professional confere

Activity Dat es(s) Sour ce of

Describe_al
om training,
nces, etc.

| nstruction

READI NGS AND REFERENCES: Specify policy and procedures
manual s, | aws, rul es and requl ati ons, peri odi cal s, case
studies and texts with which the trainee should becone

famli ar.

(Attach additional sheets, if needed)



CASEVWORKER TRAI NEESHI P

PERFORMANCE EVALUATI ON AND RATI NG

Tr ai nee: Servi ce Area:

Super vi sor: Title:

Revi ewer : Title:

Dat e of Appoi nt ment Eval uati on

to Trai neeshi p: Peri od: to

I NSTRUCTI ONS FOR SUPERVI SOR

Two weeks prior to the end of the evaluation period,
provide the Trainee a blank copy of this formto use as a
wor ksheet for both self-analysis and for providing input in
assessi ng performance. Conpl eti on of the worksheet by the
Trainee i s optional

Considering input fromthe Trai nee, i f any, and seeking
clarification, as necessary, conmplete Sections |, Il and
1l and subnmt the form with a recommended rating of the
Tr ai nee' s overal | performance during the evaluation
peri od, to the reviewer. | ncl ude any Tr ai nee i nput, and
arrange to discuss your evaluation and rating with the
revi ewer.

Upon approval of the reviewer, schedul e an apprai sal
interview with the Trainee to discuss performance and the
assigned rating. This meeting should al so serve to di scuss
any needed revisions, such as changes in tasks, recomended
additional training, rotational assignnent(s), etc., to the
Trainee's |Individual Developnment Plan covering the next
eval uati on peri od.

Have the trainee sign and date acknowl edgnent in Section
11, provide the trainee with a copy and retain a copy for
your files (the original and additional copies nay have to
be provided for the trainee's personnel file and/or
appropriate admnistrators to advance to t he full
Casewor ker | evel upon traineeship conpletion, according to
your agency's procedures). Optionally, Trainee may attach
written comments concerning the eval uation.



FORM C (2)

Tr ai nee' s Nane:

SUMMARY OF ACTUAL PERFORMANCE:

For each mmjor activity, task or objective outlined in the
Trai nee's | ndividual Per f ormance Program (Form B of the
| ndi vi dual Devel opnment Pl an), fully and specifically
describe the Trainee's performance during the eval uation
peri od, to i nclude whether the Trainee net or failed to
neet established performance standards.



FORM D ( 3)

Tr ai nee' s Nane:

OTHER ASPECTS OF PERFORMANCE

Descri be other aspects of Trainee performance taken into
consideration in the overall eval uati on during this
eval uation period. | nclude the Trainee's progress in
attaining and denonstrating the know edge, skills and
abilities necessary to perform at the full Caseworker
| evel and assess any per sonal characteristics and
behaviors that nay affect |ob performnce. This section
may al so be used to recommend suppl enent al training that
may be helpful in addressing observed weaknesses in
per f or mance.



FORM C (4)

Tr ai nee' s Nane:

V. PERFORVMANCE EVALUATI ON AND SUPERVI SOR' S RECOMVENDATI ON

A. Check the rating that best summarizes the trainee's
overall performnce:

( ) Qutstanding ( ) Satisfactory ( ) Unsatisfactory
B. Supervi sor's Recommendati on:
Advance Trainee to the full Caseworker |evel

()
() Continue in Traineeship
() The Trainee should be term nated from enpl oynent

Supervi sor's Signature: Date: __
Revi ewer' s Signat ure: Date: __
Trai nee's Signature: Date: __
OUTSTANDI NG. The Trainee's performance is clearly exceptional

and consistently exceeds expectations for this point of the
t rai neeshi p.

SATI SFACTORY: The Tr ai nee general ly meet s perfor mance
expectations in a capable, conpetent manner and has progressed
consistent with this period of the traineeship.

UNSATI SFACTORY: The Trainee clearly does not neet performance
expect ati ons at a mninmally acceptable |evel, requires
significant extra direction, cannot be relied upon to conplete
normal work functions tinely and effectively and/or has not
responded satisfactorily to the training provided. | f retained
in the trai neeship, there is need for i medi ate and substanti al
performance i nprovenent.



