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Documenting and Reporting Training

Purpose

To provide a procedure for ensuring that all staff training provided by programs is documented
and reported to designated regional, departmental, or corporate Training Coordinators

Required Program Training

Required training topics are listed on the Training Templates that are divided into five
sections: i) Corporate Training, 2) HR Training for directors and supervisors, 3) COA Training
based on an employee’s job description, 4) COA Training based on type of program (i.e.,
Shelter Services, Mental Health, Workforce Development, etc.), and 5) additional training
required by various funding sources for the program.

Supervisors may require training on any topic for any employee, as needed, by revising the
individual's Training Template. All revised Training Templates should be sent just once a year
to the designated Training Coordinator for the program (June 30™). Training Templates for
new employees should be sent by the program to the coordinator when complete.

Corporate Training

Corporate training is required for all personnel of the agency. Most of these training topics are
required by COA (Council on Accreditation). All documentation and reporting of these trainings
is the responsibility of the Training Coordinator for the corporate offices, with the exception of
documentation and reporting on Universal Disease Precautions, also referred to as Bloodborne
Pathogen training. This is the only corporate training that programs can conduct themselves.

Universal Disease Precautions / Bloodborne Pathogens

The agency has a number of DVDs, one for each region, that cover Universal Disease
Precautions; the agency also has various educational materials on this topic that programs can
access from Human Resources. Training on Universal Disease Precautions is required annually
by COA for all program staff. Documentation and reporting on this should be sent to the
designated regional or departmental Training Coordinator by programs each year.

HR Training for Directors, Managers, and Supervisors

The Human Resources Department requires training on ten topics, covering areas such as
supervision, recruiting and hiring, ADA, Fair Labor standards, affirmative action, performance
evaluations, and HIPAA policies and procedures. This training is primarily for directors,
managers, and staff supervisors. Human Resources will notify staff directly when training
becomes available. The HR Director is planning to obtain DVDs for many of these topics, and
plans to arrange for presentations to staff, as needed.



COA Required Training

All programs must provide an orientation for new personnel within the first three months of hire
that covers basic information about the agency. To do so, programs should create a curriculum
outline that covers topic areas important to the program, such as its mission, philosophy, goals,
and services, and that helps personnel fulfill their job responsibilities. The HR Department will
have many “new hire” curriculum outlines available for programs to review, if needed; contact
Human Resource if you wish to view curriculum outlines for the orientation of new personnel.

Training Templates list all of the COA training topics that are required, beginning with the
Training and Supervision Standards, identified as TS 2.01 - TS 2.07. These are generic training
requirements, oriented primarily towards personnel who provide case management services.

Program Training

In the past, many CCLA programs have been able to provide training on these topics for their
own staff. Many programs, however, need help to provide training. When a program is not
able to provide training, program directors often look to another agency to provide training.
For example, Homeless HealthCare LA has often provided training to CCLA shelter programs.
Other programs have turned to online training, when available, to meet some of its training
needs. Other programs have contacted the Red Cross to provide certified training on First Aid
and CPR. OASIS in Ventura has often been able to obtain pro bono services of local
professionals to provide presentations on required topics, such as accessing community
resources and providing case advocacy.

The HR Training Library

In 2011 the Human Resources Department decided to create a Training Library to help all
programs find and access educational and electronic materials, including DVDs, for training
purposes. HR plans to continuously add and update materials to the library that address both
COA training topics and other training. Programs may submit materials to the Training Library
that they find helpful. Instructions on how to request materials from the HR Library and a
request form listing the COA trainings are found in this binder (see section on Requesting
Training Materials).

Required Program Documentation

All program training must be documented and reported to a regional or departmental Training
Coordinator. This individual reviews the documentation and, if complete, sends it to the Human
Resources Department for tracking and reporting through its ABRA computer system.

There are 3 documents, described below, that programs need to send to their designated
Training Coordinators to document training, if applicable: 1) all completed Training Verification
Sheets and/or Individual Training Logs, 2) the curriculum outline(s) of training provided, and 3)
Competence Verification forms, if used.

= Training Verification Sign-1n Sheet and the Individual Training Log

Whenever programs provide training to a number of employees, they document this by having
the participants verify their attendance by using the Training Verification Sign-In Sheet. If
training is provided to just one (1) individual, training is documented by having the participant
sign the Individual Training Log. Both forms are available on the Employee Portal, and hard



copies of these can be found in Section 5 of this binder. If you have questions, please contact
the Human Resources Department.

= Curriculum Outlines

When training is complete, programs must send the curriculum outline(s) used for the training
to the Training Coordinator. These will be maintained in the Human Resources Department. A
sample curriculum outline used to orient new employees can be found in Section 6.

» Competence Verification Forms (only if used)

COA expects that all “new personnel” will be trained. COA does not want, however, to require
repeated training on certain topics for experienced personnel, if their supervisors determine that
the person has received sufficient training on the topic and is currently competent.

COA allows these individuals to “demonstrate competence” to their supervisors on the following
training topics that are found in the COA Training and Supervision Standard and that are listed
on the Training Templates: TS 2.03; TS 2.04; TS 2.06; and TS 2.07.

Please note that the Training Templates indicate that programs can determine when a more
experienced staff person should 1) receive additional COA training on a topic listed above, or 2)
can avoid training by demonstrating competence to their supervisor.

Whenever an employee successfully demonstrates competence to a supervisor, the supervisor
must complete the information on the Competence Verification form (a hard copy is found in
Section 7 of this binder and is available on the Employee Portal).

The Employee Development and Training Program (2011-2014)

Section 8 of the binder contains the entire Employee Development and Training Program, with
minor revisions from the one originally distributed to programs in 2009.



