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these traintng materials al.olfg with six information
booklets have been prepared for..use in the Medicaid
Early and Pertpdic Screeninig, Diagnosis and Treatment
(EPSDT) program. These materials were prepared for
the Health Care Financing Administration, United
States Department of Health, Education, and Welfare
by the EPSDT Training Materials Development Project
at the UniVersity of Michigam,*a collaborative effort.

A of the School of Public Health (Department of Medical
Care Organization and ProgramHin Maternal and Child
Health) and the School of Social Work (Program for.
Continuing Education in the Human Services). Project
Co-Directors are Eugene Feingold; Ph.D., Armand
Lauffer, 5h:D., and Ruben Meyer,,M.D. All products
were prepared under grant tumber 47P 90036/5-01
from Public Services Administration, Office-of Human
Developinent, U.S. Department of Health, Education,
and Welfare; ander authorit/ of Section 426 of the
Social Security Act. -

AdditiOnal copies of this* and other project materials
are available from the U.S. Department of Health,
Education, and Welfare, Health Care Financing -

Admini.stration, The Medicaid Bureau, Office of thild
Health, Washington, D.C. 20201
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Pages. 1-104 can be found in
"Orientation to EPSDT, Train-
ing Guide A, Trainer Instruc-
tfons." Pages 105-127 in this
'Workbolok are ;extracted from
.Trainer Instructions for *use
ta.Trainees.
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I N TRODUCT I ON

This workbook contains worksheets and handouts to
accompany some of the exercises in which you will
take part during EPSDT orientation training. The
workbook is yours to write tn .and to keep 45 a
reference when you return to your job: ,

111

Not all of the exercises require written materials.
In some cases, your.trainer may conduct activities
not included in.the workbook. Those activities do'
not require additional materials.

Ss
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( Lxerctse
;No. I'

PICTURING MY JOB

.4lustruc t ions:
i

Draw a "picture of your job" in the ,shape of a .pie, or a. cake,
A

or a donth, includi.ng the services you deliver.or the actkities

you performt Your ,Rie might loo 'Ice this:
..

. .t
ido

Local Social Services Woykerlocal LPSDI Worker

a

otie

.106
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INTRODUCTION TO.TASK ANAC.YSI

GOAL OBJECTIVE

Outreachi
Castfinding

MD
Support

(specific and measurable)
--A-

Publicize EPSDT on
a radio program

Inform.50 eligible clients
in a.one month period

+.
Fol_lop-up/

Case Kaagement

Get a teenage client to an-
-8:00 am appointment

Contact every client after
a scheduled appointment

Op

'1

r
. Exercise

No, 3

TASK
(WHO does WHAT to WHOM and WHY)

I make arrangemlits with KJCK tcY do the proaNam.

The EPSDT supervisor deciOes what to say on the'

program. Mary:and I.write the script because

we want it to be in our own words:.

-

teenaaer, asks.a_netahbor_if_she_can have/a__

-ride into town when the neighbor goes to work.

I will keep_an information system so I know when

the appointments are sc'ikeduled. I will set aside

an houY..every mornina_to make sure there is, time

for this Qbjective. I will go to clients' hothes_ _ _
if thqy can't be reached by phone.

9
.1 0,,

1 -.-

)4,
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PRE mil- ION'

Mr. Walker

Mr. Walker is a welfare worker Who didn't understand the LPS.DT
program or how it works. One of his clients, Mrs. B., had a two- ,

year-old boy. Mr. Walker was reluctant to suggest.the LPSDT pro-
gram because he did/i't want to appear ignorant; and,:of course,
Mrs. B. didn't kn4J about the program. .

,

When John sitarted school four years later, a squint was 'noticed;
one eye was lazand turned in. . He could see with his good eye but
because he had only one working eye he 'couldn't see, three dimen-
sions'or perci ive depth. lk? is having trouble learning to Pead,
and his teaczher has told Mrs. B. he is a slow learner. He will

.

never be abAe to get a driver's license or Work at jobs that re-
quire deptfi perception.

.

,

. Manuel lqran

I selected trsclining as a jet engine mechanic when I volunteered
tor the U.S. Air Force. After my military service, I planned to work
at a bi0 metropOlitan airport where jet meZhanics are paid high wages..

couldn't pass the entrance physical examination because.I
'/ missed my Sabin oral polio dOses as a kid and have a slight weakness'

in my arms from the mild case of polio I had in August, 1971.

Also, Oen I was three years old, my feet were so flat that'my
heel bones tilted 30" from vertical., So each year I needed a wider
and wider pair of shoes. No"hey say I have "platter foot" because
the width of each of my feet is almost as great as the length.

I alissed.out on.becomin0,a jet engine.mechanic:

GOALS OF PRLVENTION.are:

- to STOP health problems from becoming worse;

- to PREVENT some health problems from occurring;

- to CURE an, illness;

- to MINIMIZE the effects of sOme medical difficulties.

4
./.1.:

.Adapted from John L. Simon and-Patricia McArdle, A Self-Instructional
Module for Marketing.EPSDT fb Ctients. Harvard SchoolOTTIROIC Health,
1975.

4
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.Outreach
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ONE t T I VE

( spec i f tc and
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WHO .

4

4 GETTING -THE WORD OUT

WHAT to WHOM . a nd WHY
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Exercise).
No..8

PUBLICITY FACT SHEET
,

1 What LPSDT is. LPSDT standsfor Early and Periodic Screening, Diagnosis

and Treatment. It is a prevfn,tive health care program for eligible

children and youth.

2. WHO is eligible. (val-ies by st(ite).

3.. How much it costs. EPSDT is available without cost to,eligible children

and youth.

4. EPSDT is voluntary. No one must participate if s/he doesn't want to.

5. Need for early detection-of disease or disability.. Many health problems,
_

if caught in time, can save needless suffering and prevent permaqent

impairment.

6. Content of screening visit. Children are screened for such things as

dental, visual and nearing problems, anemia, lead poi.soning, sickle cell

.trait, tuberculosis, physical and emotional aevelopment,. and more.

7. How LPSDT works. Screening appointments are usually arranged by an EPSDT

.worker,from
r-

_ _ . _ _ _ _ . _ . _ _

8.* Many use own source of medical care.. Clients may use their own doctor or

clinic for EPSDT screening.if state policy permits.

9. EPSDTNs available on a continuing_basis. To maintain good health care,

rescreenings are part Of the CPSOT program:

10. Includes_diagnOsis.and treatment. Health screening by itself fs not.enough.

EPSDt also.prOvides for diagnosis .and treatment`services--all avd41able

without cost to eligible children and youth.

11. For further information; contact:



N.

*P.

A CLIGIBILITY,CRITtRIA

111k

In order to receive EPSDT services a person must be;

I. Under 21 years of age,.

2. Eligible under tile state's Medical Assistance Program
(Medicai).

4s

41.

-People who fall into this group may be in-some or all olc the foilowing

categories depending upon.state 1..aw and regulations,.

( ) 1. Children from iow income,families who re.ceive dnsh.grants from

the state as part of Aid to Families with Dependent,Children (AFDC).

( ) 2. Children in families who reeeive Supplementa,1 Secgrity. incoMe (SS1).

(- ) 3. .Children tn families which are eligible-for case grants but have

not applied for the grants. -

is

( ) 4. Children in foster homes or private institutions for whom the state

has some.financial responsibility.

( ) 5. Children in public institutions.

( ), 6. Children in unemployed father families. 4
-vtwip

( ) 7. Children in families above the financial limits for cash assistance,

but classified a?"medically needy" and eligible for Medicaid

t*

.

. benefits.

Put a check in the box before each group whi h is eligible for EPSDT
in your state.

113
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(Exertise
No. 9

Bublic Assistance ("Welfare"): .

Cash and other assistancelorovided to families with dependent
children (AFDC) tn all states. In some states other groups
may be coveioed. In the past certain'adult.groups such as the

.

blind vere included under 'public assistance, but are now
covered under Supplemental -Security Income (SSI) (see below).

Medicaid:

Medical assistance available to certain categories of low in-
come persons in medical need. Authorized under Title XIX of
.the Social Security Act (1965). Eligibility and benefits for
Medicaid vary among states.

Medically Needy:

A term used in some states describe those whose income js ,

above minimum required for public assistance payMents, but who.
need medical care.

,

Medi9re:

A federal health insurance program for all eligible persons 65
years or older with uniform benefits. This program iS different
from Medicaid in that it is an entirely federal program and
eligibijity benefits are uniform throughout the country.

SuOplemental Security Income (SSI):
-

Aged, blind and disabled people who have little or no income and
resources eeceive payments under the federal program of Supplemental

u, Security Income. The federal program replaces the former state-
federal prognams of public assistance for these three groups (old
age assistance, aid to the blind, anetid to the totally and per-
manently disabled).

114' e



GOAE: Identify
EliqIle
Clients

[Identify children
in public institutions

OBJECTIVLS

N

\

Itientify children
in families who
receive AFCD

Identify children
in "medically needy".

category

4.

,se.

DETERMINING AL IGIBtLIT:r

TASKS

.L_

I will obtain a list of allLpublic childcare institutions in my area.

I will contact each institution and explain the availailit,y of EPSDT.

I will obtain a list of all children in each institution.'

1
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Exercise
No. 10

INVENTORY OF 'COMMON EPSDT SCREENING PROCEDUOkS

. .

Screening'For Purpose

MEDICAL HISTORY

PHYSLCAL
EXAMINATION

4

-IMMUNIZATION
STATUS
Diptheria, Lockjaw
(Tetanus),, Polio,

Measles (Rubeola),
,German Measles
(Rubella), Mumps,
Whooping Cough
(Pertussis)

DENTAL .

DISEASE
TREATMENT

EPROBLEMS

.The medical history is the first step in asessing
health status. It provides a profile of a child
or youth't"previous health care and describes anyN
preyious health problems.

The physical examination helps the screenik staff
discover those diseases and health.problems for '

which no standard screening tests have been de-
-veloped, including evidence of child abuse and/or
neglect. The examination includes a complete head-
to-toe inspection, blood pressure, temperature
measurement, ancrobservktion of movement006qcoor-

.

dination.v

A clieck on immunization status is done to ensure t4t
everythild is protected from preventable aiseases
at the earliest possible age. If a child has not
been immunized or has fallen behind in her/his im-
munization program, immunization may be.provided
at the screening visit.

Since it can be predicted thaZ: almost all children
will need dental diagnostic and treatment brocedur
a component of dental services is included in EP
to assure access to dental.care, to establiSh 4
permanent dental record, and to refer the chil Nick
to the dentist for periodic evalulpon and t atment.

Eyes ane examined to detect visual impairments which
could interfere with the development and education
of the child.



Screening Foi-

a

HLAR1NG

*IP

GROWTH
ASSESSMENT.

DEVELOPMENT

TUBCRCULIN
SEMSITIVITY

BACTERIURIA

ANEMIA

L4AD
ABSORPTION

SICKLE CELL

4.

Purpose

C ( ,'
,

_ $

( Hearing .is Checked to identify children who have
reduced hepring sufficient to interfere with .- t

their sotial'life.arld educational achievement. -

4 .

Children are measured and weighed to help identify
diggSses or condicions which interfere with normal .

growth; for exampl,e, undernutrition or neglect.

bevelopmental assesgment (an appra4sal of the
child's4progress in terms of defined milestones
of organic and functfonal development) is used to
identify children who significantly dtffer from
the average:,in psychological, neurological; emo-
tional, or physical developMent. When prOblems are
disvvered, referral is made to remedial or com-
pensatory services..

In 0.41ulat1ons where tuberculosis is present, 11 -

test for tuberculin sensitiNity is used to discover
tuberculosis infection. Infected children should
be tre ed. .

A urine specimtn is examined-toidenttfy individuals
who have urinary tract infections but no symptoms.
Undetected urinary tract infections can lead to
permanent kidney damage.,

bldod.sample is drawn and analyzed to identify
iron-deficiency anemia which may reult from poor
nutritional practice's.

; Blood lead level is assessed to prevent disability,
and death from lead poisoning and to alert public
he%alth officlals so that they can find the source
of the lead poisoning.

41

Sickle cell is a genetic condition of the red blood
cells found among blacl Oople. A mild form is called
fickle cell trait and a severe form is.called sickle
cell anemia. People with sickle cell anemia are re-

. "ferred for the relfef of symptoms. Peoplewith sickle
cell are given information and counseling to help
them make'informed decisions ibOut reproduction,.

117
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(Exercise
No. 11

4

1.

2.

3.

4.

5:

6.

:

HANDY GUIDE TO EPSDT

PrZventive health scrvenings can eliminate iragic disabilities

later in life.

LPSDt mates good health care available to children whose families

cobld not otherwise afford it.

E136-T is available without cost to eligible children and youth.

1.
EPSDT is voluntary,

.If they choose, clients can use their usual sources of Medical

care for CPSDT screenings, diagnosis and ireatment. .

Transportation and child care services are available.to help

clients ari-ange and keep their EPSDT appointments.

S.

* o

,

Va.

or .
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ob-

I.

i-DAEO
k

This worksheet is provided for any notes you want to make about

presealng LPSDT infdrmation to clients; Note the settings and the

specific c1ves to look and listen for as you, try to prQmote your

program.

4.

Settim . Clues

THL WELFARE OFFICE
(including the Medicaid
or LPSDT unit; the wait-
ing roum, etc.) .

A CLIENT'S HOME

A PROVIDER'S 0FFI,CE
(indluding doctors,
dentists, clinics, other
social services)

OVER THE PHONE

,4

119 9/Y
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TELEPHONE COMMUNICATION CHECKLIST

( Exercise
No. 12

1

A phone call may not produce the best results, but when you do call a

client, do you:

YLS
SOME.
TIME

NO

. Greet caller or person called pleasant

2. Identi4` fy yourself properly?
.

_
3. Ask if convenient to talk?

r4. Explain purpose of your call?

. fa 5. Ask client to write down imPortant dat4,
i.e., appointment time, dates, addresses,
phone Ambers? Explain waits? .

6. Maintain a pleasant tone of voice?

_

7. Empathize and/or sympathize with client's
oroblem?

. LisOn?

9.
.

Use the client's full name often and
pronounce it correctly?

4
10. Offer to take the message for absent co-

worker?
.:.,

. .
..

-4..

11. Leave word with switchboard where you are
, going and when you will return to your desk?

12. Keep pencil and paper handy?
.

.

.

13.. Repeat agreements reachecefore ending the
call?

._

.4 .,..
,

14. Speak directly into transmitter?
,

.
.

15. Anticipate data you may need and hive it
handy?

Keep this by your desk for a handy reference.

120 23



C.

Setting

14ORKING'IN DIFFEliENT SETTINGS

AdvantasOs

Exercise
No. 12

0 .

IN WELFARE.OFFICL.
(including Medicaid/EPSDT
unit, waiting rooms)

OVER THE Thd

IN CLIENT'S HOME

Saves worker's*time.
All necessary information is readily
Pavailable
May seem like a more official program

Disadvantages

Client may feel threatened
Cljent may not be able to get.there
14elfare Office may have a bad image for'

some clients; this may rub off on
EPSDT programs.. .

Saves worker's time
Gives client more distance; 'room to
make a sensible* deCision

Saves client's time
Client feels more comfortable
Shows worker's interest because extra

effort is made

Impersonal
Easier for client to say no. -

Many clients don't,have phones ,

Non-verbal communication is out

Regu4es extra'effort of worker
May be noisy, too many distractions

from children, etc.

!

IN'Orla OF SOME OTHER
SERVICE PROVIDER

May be easiest place to contact soThe
clients

EPSDT may have mone pdsitive image if
related to another service in this
way

Can utilize support of other service
provider

Ma; not be an available setting
May be noisy, no place to haveia

discussion

AT GROUP MEETING OF EPSDT
ELIGIBLES IN SOME OTHER
SETTING

Can reach a number of eligible cittnts
at once

Clients.may be less threatened in a :
group

Some group members can help convince
other of benefits of EPSDT

More difficult to ansWer /individual
concerns

Some group Members can iscourage others

I.
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Wyrker:

1

Worker:

Client:
, -4

Worker:

0

Worker:

Client:

-SCENARIO APPROPRIATE RESPONSES

(to self, approaching door)' I hope Mrs. Cox is home today./

It's important that I talk to her.. (knocks confidently).

,

(opening door) Hello. What do you want?

Hello. I'm looking for Mrs. Cox.

I'm Mrs. Cox.

Hello, Mrs. bpx. It's nice to mkret you. My name is

and I work-at the Welfare-Department. I want tostalk to you about

a health.proqram.available without cost for your children. (without

hesitat'on,.4nd enthusjastically)

4

All right,come on in.

Thanks.

Well, whet about my children?

Adapteii from John L. Simon and PAtrjcia McArd1e, A Self-Instructional Module
foi EPSDT: Markétin9 EPSDT to ClAnts. Harvard SC-FOOT Pubilc.Heilth, 1975.

41.
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USUAL (i1JETIONS AAED BY CLIENTS

1. Why take the.kids.to the doctor before theY are sickle

2 I have been taking my children to the doctor 'regularly for years. Why. .

should. I go to a ew place?

3 How:much does .it cost?

4 What's in it for me?.
. .

.

6: Do I have to participate?

6 Who does the screening tests?

7. What are these screening tests? What do they mean?

8. Holoare we stoposed to get there?

()
. Who will look after the other children when I go off to a screening

, appointment?

.Can't,r just take the, kids to my regular doctor?

Can you think,of more .cluestions?

411
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PROMOTION CHECKLIST

(What to include in an EPSDT i,nterview).

Exercise
No. 15

1. The'need for early detection of disease or disability.

2. What happens at a screening visit;.relate to possible needs of client's

children.

1. After screening, theneed for diagnosis and treatment.

4. The importance of periodic rescreening.

5. EMT is a service available without cost to elegible children and youth.

6. EPSDT is absolutely pvoluntacy.
r-

7. Clients can use their Lival source of medical care for EPSDT services.

8. Transportation and child care can be arranged if necessary.

ok,

. This information might also be used as a checksheet for workers to make
certain they have covered the important facts when speaking about the
program to other workers'or.comidunity groups, as well as to clients. The
information on this sheet also provides the basics for a fact sheet that
might be made into a-pester or advertisement of the program,

124
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3 x Vard Format:

Front

E9/ HD)

4

RESOURCE FILE

Name of Organization/Agency/Perton/Group/etc.

Address:

COntact-Person(s):

Elfgibility Requireqpnts:

Finiancial Arrangements:

Special Information:

el,

Phone:

Back

Services Offered:

1.

Description:

4

L J

/mon

Looseleaf Format:

(Exercise
No. 20

Name of Organization/Agency/Person/Group/etc.

o
Address:-

Telephone:

Contact Person(S):.,

Services Offered:

.1. 4

2.

3.

4.

Eligibility Retwirements:

Financial ArrangementS:

Special Information:,

Description:
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GOAL: Follow-up/
. Case Management

OBJECTIVES
(clear and specific)

Recontact Mrs. Lee who was unsure about
EPSOT on the first contact.

Reschedule a diagnostic appointment for
na Brenda Wase who missed her scheduled
Ch appoiqment.

Arrahge a screening appointment for Jimmy
Barrett who was screened a year ago and

now is scheduled to be screened again.

1

TASK 46sIs

4.

TASKS
(Who does what to whom and why)

%.

'es
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S.

KID)
SAMPLE EOLLOW-UP PLANNINC§KET

(From Follow-up Notebook)

tv

Month:
May .

Date:
Client Purpose

.

Chea If
Taken

Care Of
4

,

2 Jill Johnson Did keep treatment appointment? .

3

4
,

5 Kopeck children Did keep screening ap?ointment?

6
,

,

7 Bobby Bliss Did keep diagnostic ppointment?

Roy Pickering Is mother now interest/d in EPSDT?

9 Morton family Now interested in EPSDT?

10 Margaret Spencer Did keep screening appointment?

11
.

12 4. _..-)

13 o

14

15
L.

16 Mary aud Martha
McNeil

. Rescheduled appointment arranged?

17 ,

.

etc.

.
.
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PROBLEM SOLVING
I N

EPSDT

*TRAINING GUIDE.B

Trainer Instructions
Trainee Workbook
Aids for the Trainer

by

carla Overberger, M.S.W.

with contributions by

Armand Lauffer
Lynn Nybell
Michael Sherraden

Prepared py the EPSDT Training Material's Development
Project at the University of Michigan School of Public
Health.and School of Social Work under Grant No. 47P
90036/5-01 from the Public Services Administration, Office
of'Human Development, U.S. Department of Health, Education
and Welfare, under 'Section 426 of the-Social Security Act.

A

N.

Z



I -

gmi

SPBC1AL NOM

Since the Child Health AtisessmentAct of 1977 (CHAP) is currently
pending in Congress, the require-
ments of this new legislation
haife been reflected in the finalediting of this document.

These training materials along with six 'information
booklets have been prepared for use in the Medicaid,
Early and Periodic Screening, Diagnosis and Treatment

-(EPSDT) program. These materials were prepared for
the Health Care Financing Administration, United
States Department of Health, Education, and Welfare
by the EDT Trainfing Materials Development Project
at the University of Michigan, a collaborative effort

.of the Scho61 of Public Health (Department of Medical
Care Organization and Program in Maternal and Chtld
Health) and the School of Social Work (Program for
Continuing Education in lhe Human Services). Project -

Co-Directors are Eugene Feingold, Ph.D., Armand
.LAuffer, Ph.D., and Ruben Meyer, M.D. All products
were prepared under grant number 47P 90036/5-01
from Public Services Administration, Office of Human
D "velopment, U.S. Department of Health, Education,
d Welfare, under authority of Section 426 of the

ocial Security Act.

Ale

Additional copies of this and other project materials
are Available from the U.S. Department of Health,

,

% Education, and Welfare, Health Care Financing
Administration, The Medicaid Buread, Offtce of Child
Health, Washington, D.C. 20201
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NOTE TO THE'READER

Medicaid programs can vary between states. Each state
establishes its own criteria of eligibility and defines its
own package of services within federal guidelines.' This
training focuses on some atteMpts to dipcusssome of the
features of the Medicaid Early'and Periodic Screenin4 Diag-
nosis and Treatment program which are common to all states
and illustrates some variations in their implementation.

Although the term EMT is used throughout the train-
ing, the programs which provide periodic child health
screening, diagnosis and treatment may have different names
in different states.(e.g., Child Health Assurance Program--
CHAP--in New York, Medi-Checkin Illinois, Project Health
itiMichigan, etc.).

.06
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TRAINER

.1

INTRODUoTION TO TRAINING GUIDE B

Problem Solving in EPSDT is part of a comprehensivetr ning program

designed for EPSDT workers. The complete-program includes ix informa-

tion booklets on EPSDT and related programs, plus Trainin dtde

Orientation Tfaining_for EPSDT Workers. Guidedp is designfid for use

with experienced EPSDT workers familiar with !Pk basic regyrfments of

their-jobs. It may be used as foOlow-up to orientation traliiilng, but

it is not dependent upon it.

The information booklets iisted on the inside of the baCk cover

are intended to serve as references for EPSDT workers and should be

referred to when dealing with specific issues that may-be raised /during
4

training. For example, the booklet, DelAivering EPSDT Services, con-
.

tains solutions that have been found useful by workers in dealing with

problem encountered while working in EPSDT pro9rams. The booklet, Child

Health Information, contains information on children's developmental

stages and life cycles.

The problem solving approach used in Training Guide B presumes 4

that the participant brings both experience and knowledge to the

learhing situatioV Each participant is a. potential trainer, serving

as.a resourCe fori- his or.her co-Workers illsthe train* group.

The activities in Problem Solving SDT.may be used to:

- provide EPS T workeis and.sdpervisors with a means

1
of systemat cally reviewing Wiat workers do or
should do i performing their job;

- provide EPSDT workers with a mechanism for identi-
,

. fying problems that emerge from trying to meet job
requirements;

A

- assist EF'DT workers and supervisors in generating
desired' or "ideal" solutions to*thoSe problems; and

-- select from among alternative strategies for "doing .

the best job possible."
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Ir. i

Prob1em.5e1v1rig in EPSDT introduces workers and supervisok to a

of,ide ifying real problems in job performanée and of genera-

.
Z tklis pd feasible solutions to those problems. Since the

deSS-414 end tt is implementation of a change, training activities
-1)4 6.,

are est colqucAec-with both members of a work unit and their immediate

.

./

supe

TRAINER

+tyn,

0-.$104 ARE A S1iPERVIS4of several EEs2T wotkers, you might:

vIt this 'tr ining with your work unit;
e

0 (.your'1(4t with another unit in a nearby
re ',A iirttrA tojether with the other super-
V

cdndthis frai4ig with workers in your unit
and sk cted relatad.health and social services
staff asicitiing cljnic nurses.

411;

)

JF YOU A STAFF DEVWfMENT PERSON in an agencrthat has an

EPSDT pro:gr'am ight:

- cond4 trainin -with.EPSOX workers and their
superv 1

- invitOiciffk$rsanli supervisors from another agency
to a combfned traiAng §eSvsion.

IF YOU ARE A REGIONAL OR STATE OFF;CE STAFF{ DEVELOPMENT PERSON or

EPSDT program specialist, you might': .

- inViltSeverillocal agencies to send representa-
tives,of work Wilts and supervisors; or

- train local supervisors in the use of these,
materials with their own work units. .

The training program is flexible for use in numerous

settings. Use your imagination!
t
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OVERVIEW OF THE TRAININo PROCESS

The problem solving process presented in the following pages is

divided into six interrelated activities. Any activity may be used

'independently, but for trainees to gljn the most from the éxperieire,

all tix should be used as an integrated and sequential process. Each

activity, the etimated amount of time needed to conduct it, and the

issues discussed are summarized in tiAp.415gram below. Use it to decide
a.

how you want to schedule the training program.

1 'n

Ir TiMe Needed on Problem Solving Activities

Activity Estimatqd
Time_

Steps
...

';

1

2
0

3
4

4 .

.

.

5

6

2 hrs.

30 to 40
min.

4

45 min.
to 1 hr.

1 1/2 to
1 3/4 hrs.

1 1/2 hrs.

1 hr.,
20 mi.n.

.

(What do I currently
do?)

-,

(What isn't going
as well as I want it

,

(This is what to work
on!)

(Where does the prob-
lem come from? What'
goal do I really want
it to achieve?)

(What miOt I do?
I'll do it this way!)

.

(Give it a try!)

...- .

TASK ANALYSIS

PROBLEM IDENTIFICATION

.

.4;

PROBLEM SELECTION
Aria CLARIFICATION

PROBLEM NALYSIS AND
DECIDING ON A GOAL

,

CREATING AND
SELECTING ALTERNATIVES

IMPLEMENTATION,
..t.-.

3



TRAINER

There are several' ways to design these training activities, look

over:the following suggestions. Which of these options best fits your

situation? Are there other ways to schedule problem solving activities

.into your agency's operations?.

[ Option 1 Tonduct three part-day sessionsfeither consecutively or

over a period of three weeks. .......

Options
2 & 3

Day

bay 2

Day 3

I. Task Analysis
2. Problem Identification

3. Problem Selection
4. Problem Analysis

5. Alternatives'
6. Implementation

Conduct two part-day sessions.

Option 2 Option 3

Day 1 1. Task Analysis Day 1

4

1. Task Analysis
. Problem Identifi-
cation

Day 2

-

.

.

.

.

6.

Problem Identi-
fication

Problem Selec-
don' and Clari-
fication

Problem Analy-
sis and Decid-
ing on a Goal

Creating and
Selecting
Alternatives

Implementation

Day 2

.

. .

,

_

3. Problem'Selection
and Clarification

4. Problem Analysis
and Deciding on a
Goal

,

5. Creating and Select-
ing Alternatives

I
r.

6. Imrilementation

.""
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Option 4

Option 5

TRAINER

Run one full-day session and work through all six activi,

ties. You will have to shorten and/or modify some of -

the activitiA in order to complete all 'sjx in one day.

Set aside time for reularly scheduled staff meetings,

and conduct an activity or part of an activity at each

meeting.

If you are a supervisor training in your own work unit, you will

probably have more flexibility to break the process into parts and run

shorten sessions. If your are a regional or state level staff d4velop-

ment person or EPSOT program specialist, training workers from many

agencies, you may to run the training in one or two time blocks.

Be sure to allow ti for at least one'warm-up activity before you

start the training. You may choose one or more from those described in

Section II of this guide.

The rest of this guide is divided into two main parts: trainer

instructions for each step of the problem solving process; and a

trained workbook that includes worksheets and handouts for each step.

The last section of this guide, "Aids for a Trainer," contains general

. information about pilanning, preparing and conducting training as well

as abaft managing training resources and seiting up a file Of such

.information.

If the training is run for a group, each particlpant thould re-

.

ceive a copy of the workbook that appears, in this guide as'Section III.

If you are conduCting only part of the process, you may want to dupli-

cate just the relevant parts of the workbook. The trainer's instruc-

tions are designated by the word TRAINER'found at the tbp right hand

corner of each page.

-s

1
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TRAINER

FOLLOW-UP TO THE TRAINING EVENT

Identifying problems workers face performing their jobs and

selecting well con$idered strategies to implement solutions are the

end products of the training process. Aha, you say! It is all well

and good to work out ideas and plans but how can you help make cer-

tain that these plans actually do get implemented? (Remember, you

have already considered the feasibility of these plans...)

What is needed now are some activities or mkhanisms to help4

initiate and keep the plans in action. A few suggestions for doing

that are listed below. While the list is by no means complete, try

outone or more of these suggestions or modify them to fit yoUr

agency's needs%

- Staff meetings. Set aside a portion of regular staff
MeefIngs to explain to the whole staff one or more
problem solutions identified during the training. In-
volve different levels of agency administration.

A
- Establish a problem solving reference 9ro4p; composed,
for example, of EPSDT workers, an administrator, and a
supervisor.

- Set aside an occasional but routine problem solvin
hour for the work unit and supervisor to

- tevelop a trainin
workers' nee see Section IV of this guide, "Aids
for a Trainer").

-"Run this problem solving activity with staff in other
EPSDT related agencies t6 clarify the location of
problems and to involve others.in formulating solutions.

resources 'file for responding to

- What else could you do?

SI
s

6
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BEPORE YOU

TRAINER

IN TRAINING

Prob)em Solvjng_in.EPSOT requires con9dderab1e interaction amow,
participants. A group works together better if its members feel com-

t\wtable with one another. Even when members of the group know each

otier slightly, it may be worth an extra few minutes to do one of the
following four warm-up exercises.

Warm-ups are most effective at the beginning_of_a.session or
right after lunch.. Select one or two of these activities for usoi in

your training sessions or develop omething else you feel comfortable
with. When you've done your warm-up, you will be ready to move on to
the first training activity. ,

Warm-up Exercise #1

;--

"ADJECTIVES"

Props .news[frint

markers
tape

lhe purpose of this exercise is to get members of the group to
interact with one another oarly in the training event.

Have the group divide into two or three stilbgroups. Give the

subgroups newsprint and markers, and ask,them to take 10 minutes to
write adjectives describing their work environment.-.It will not

matter that they work in different places; a work 1environm4rit ita

work environment.

At the end of 10 minutes, ask the subgroups to tape their news-

print on a wall at the front of the room and read their list of

adjectives. 'Probe for explanation of some of 'the adjectives; then

ask some trainees how they feel-about devribing their work environ-
-ment.

Conclude With a statement generalizing everyone's experience,

e.g., the work*environment is important not only for the performa.nce

of ta but also for the way we feel about our jobs.
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.

Warm-up Exercise #2 "NAMES"

The purpose of this exercise is for trainees to learn each other's

names.

Explain that each person is going to learn the names of everyone

else in the training group. Tell them that they will 0 around the room

one and one-half times, .i.ntroducing themselves nd learning one anottier's

names.

Begin by introducing yourself. The person on your left repeats your

name, and states his/her own. The third person repeats your name, the

second person's name, and his/her own, etc.

Go. around the room one full time, and then half again. This gives

the people who began_the round the opportunity to learn and to repeat

a larger number of namps. If the total is larger than '20, do this

activity in two subgroups.

Warm-up Exercise #3 "TRUE OR FALSE"

Props.: pencils
pins

large size name badges or pieces of paper

The purpOse of this exercise is to learn something about the

participants in the group, and to help develop an atmosphere conducive

for learning and exchanging information.

Ask the.partfcipants to writelwo,things on their badges that are

true about themselves and one thing that is.false. Encourage them to

mingle and speak with. one another for about 10,to 15 minutes. The in-

formation.on the badge's and an innate sense of curiosity will probably

oromote conversation. If the group is larger than 20, do this activity

in two subgroups.



C.

Warm-up Exercise #4

TRAINER

."MOVE IT"

The purpose of this exercise is to help partictpants get to know

one another and to minimize "inclusion problems" that occur when some

group members are already'aCquainted but others are not.

After the group is seated, asyNgvery.other_person to trade seats

with someone. Since acquaintances,tend to sit together at first, this

trade-off increases the chance that members will now be seated next to

a stranger.

Ask each person to turn to the imrson nextto him/her and conduce

a five minute interview of any kinck-it need not be a standard name,

rank and sertal number interview. Explain that everyone will introduce

the Person they interview to the group.

Following each introduction, give individuals the opportunity to

clarify any points they feel have MisrepreSented them.

If the group is larger than 12 to 15, break into su6groups.

41,
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flASK ANALYSIS

2 HOB E M IbENT I F I CAT 1'6N-71

3

4

6

I .

PROM FM SH. E CT ION
AND CLARI F ICAT ION

MOOLL'M ANALYSIS AND
DLCIDINQ ON A GOAL

CREAT ING AND SE LECTING
AL TLENAT I VES

IMPLEMENTATION

Activi ty Overview: Task- Analyis

TRAINER

YOU ARE HERE

) IL

Part Activi ty . ' . Time*

A Introduction: "Task Analysis Is..."

Newsprint Exercise
.

20 mip.

,

______

Analyzing Y ob
-

Handout: Problem Solving Process
Worksheet; Job Description
Handout: Job Descri pti on

Sample: Task Statemens
Worksheet: Task Statements
Sample: Task Analysis .

Worksheet: Task" Analysi s

.

.

..
-

-1 hr., 40 min:

.

- ..,
. .

-,

TOTAL TIME 2 hrs.

Note that some trainers and. trainee populations may require less time.
Others may prefer to stretch acti;rities Over a longer period. Be
fleXible. Do what works best for you..

12 .

fa
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KtCTIVITY

NO. 1

TASK ANALYSIS

Estimated Time: 2 hrs..

Props: newsprint, markers,
'tape, WOrkhook, pp.46-53

.Instructions:

Part A: (20 min.)

rt

V

TRAINER ,

1. Instruct trainees to look at the first page in their

-Workbook, Handogt: A Problvm Solving Process; Be

sure they read the two paragraphs underneat4 the dia-
,gr

2. Iytroduce the matrial on Task Analy'sis p. 16,

y summarizing the content verballior by reproducing

it and,reviewing the written materiOail with trainees.

3.. Ask participants to describe the_things they 19 eve

day in performing their jobs. Write their response

(tasks). n a piece of newsprint.pr on the blackboard

at the front of the room. Encourage everyone to name

at least one task. Continue until you have a fairly

complete or sizeable list of- tasks EPSDT workers per-

4. 'Explain that these statements will be used to help

gr'oup members analne'their jo4s and provide the basis

for an exercise in Identifying job related problems

and in generating solutions to them.,

Part B:' (1 hr., 40 min.)

1. Divide the participants into subgroos to three to five

q6al

-members. It is best if subgroups consist of both workers

apd sUpervisors. (It may not be neces-sary to break into.

subgroups if a work unit trainS togethr.) 'Mixing workers'

with supervisors has the advantage of increasing the

comMitment to Wentifying real problems and generating

realistic_sblutiOns.
,

form.

a
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TRAINER

?. Have participants turn to the Wo kaheet on General

Job Deaoription, p. 47-of the Wo book, and give them

10 minutes to write a general job description. When

they have finished, have them tur to the ext page

in their workbook and look at e two sam le job.

descriptions. 'The first 4MPle inclüdei three cate-

gories of tasks. These will be used to order the *-

/ task statements you have collected.

3 Review with trainees the Guide to yask Statements,.

p. 49 of the Workbook. .these can help participants

Write spetific and clear task statements.

4 The next step involves the creation of an ideal *.folb

description within each subgroup. Refer back to the

list you,generated tarlier, Part A, No. 3. Ask parti-

cipants to categorize the items on this list under

three major headings-.- "clients," "other service pro
..

-

viders" and "paper.'" .

Then ask them to think about What EPSDT workers

&would 'do to guarantee EPSDT services for eligible

clients if there were absolutely no restraints on

money, time, rules, etc. Encourdge participants to

write down all of the tasks that could be performed

in the providing of services. Haye them look over

the Sample: Task Statements, p. 50 of thevWorkbook,

before they begin. Use the Task Statementi Worksheet,

p. 51 of the workbook; es a guide:

, Encourage trainees to suggest a WO range of-

activities. . 8t a later point fn the training,,they

will exaMine the, difference between the ideal and the

actuas1; Ask the subgroups to identify some.tasks under

each,0 the tnree hodingt. Although,some persons may

want tio, concentrate ;Pr} only one,,enoUragethbvto..
,

52
14

<
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consider tasks under all three. It is important that

workers be aware of the range of tasks ttmt must be

performed to do the job Well. )

5. Now ask the subgroups to select a single task heading

to concentrate on--"cllents," "other service providers," ,

or "paper.". Using tha aummary Analysio Workoheot. p, 53

of the Workbook, ask them to create as complete a list

of task statements as time allows. The Inmary Taok

Analysis simple on p. 52 of the Workbook gives trainees

\

examples of the kinds of items they should consider.

If this activ,ity generates more ideas than there is
.$,.

time for, you may want to schedule additional sessions.
4

.6. Some tasks are more tQportant than others and some take

up a larger part of the work week. "Importance" and

!'time spent" (frequency) May.not be the same% Review

with trainees the criteria for frequency and importance,

on p. 16 and ask them to make the reqUired judgements.

Explain that their judgements will be useful liter when'.

they have to.decide which task areas to choose for the.

problem solving exercise.

* I*.

When task analysis precedes-the rest of the training,

At serves-as'a basis for identifyfng tasks that are .

not peeformed adequately.and with which help is needed.

If the task analysis exercise is usedAlone, it can be

used to clarify performanCe.texpectations for au EPSDT

Worker, or between a worker and supervisor. Task ex-,

1.

pectations shared between woOker and supervisor provide 4

-a basis for mutuallinvolvement ih performance evaluation.

Individuals then )(now what they expect of themselves -

and what others expect of`them. Unfortunately, mutually

understood expeilitions do not always result in effective

work performance. Problems.*e,bound to arise. 'Activity

No. 2 will help you identify them.' .



TRAINER
(may be duplicAted as

a trainee handout)

Z00040000
p a fancy term for looking at what people DO and ARE REQUIRED TO DO on

theilt jobs. It consists of writinb down, in an okierly fashion, all

the activities involved in performing a job.

A task analysis.has several functions. Alt can help you think

about the boundaries of a job. It can serve as a basis for workers

And supervisors to understand what tasks make up an ePSDT worker's job.

It.may ensure more accurate performance reviews when these are based on

mutual understanding of'whAt the job requires. 'Further, task analysis

may be useful in assessing what knowledge, skills or resources workers

need to best perform their jobs. It can be utilized here to clarify

EPSDT workers' tasks and.to identify problems in job performance. Then

so114410ons to those problems,can be generated.

.The stiVes of task Analysis,include:

- a general description of the:lob you are analyzing;

- a written.Series of statements defining a specific
, unit of work within the jo4; and *:

. a combining of these statements to form a specific
J., description.

To help you iriterpret the information developed by doing a task,

analysis, consider two Important dimenstons.of tasks: the frequency

of occurrence And the importance of.the task.

"Frequency" may be defined by the number of times a task
is done, eit4er in a specific time period (every day,
once a week4 once a month,-etc.), or in more descriptive ,

terms ("rarely,' "occasionally," "constantly").

"Importance" may be defined by your perception of a task
\ and/or by the requirements of your job. .Importance may
\not necessarily coincide with frequency. You may rate
the tasks,1,2,3 to indicate how important you think they
are. (1 = very-important, 2 = importAnt; 3 -= less im-
portant.) .

These two criteriafrequency brid importance--may help you in deter-
.

mining how you use your'time. An unimportant task., occurring infre-
,

quently, will not be of as much.concern as one that is important, .

occurs frequently, or both.

16
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Part

A

(ACTIVITY

1s10. 2

TASK ANALYSIS

PROBLEM IDENT I F I CAT LON1

PROBL EM SELECT ION
AND CLARI F ICM ION

PROBLEM ANALYS I S. AND
DEC !DING ON A GOAL

I CVEATINIG AND SE LECT ING
ALTERNAT I VES

I IMPLEMENTATION

Acti vi ty Overview: Problem Identification

Activity

Introduction: "Problem Identification
Is.'.."

TRAINER

YOU ARE NERE

Time

5-10 pin.

Problem Id6ntificat1on

Semple

Worksheet

55
17

25-3,0 min.

TOTAL TIME 30-40 min.



1
PROBLEM. IDENT I F I CAT ION

Estimated Time: 30 to 40 min.

Props: Newsprint; markers, tape
Workbook p. 54-55,extra
Problem Identification
Worksheote

Instructions:

-

411k

TRAINER

Part A: (5 to 10 min.)

AR 1 Introduce the material, Problem Identification la,'

from page 20. Summarize it verbally or reproduce it as

a handout for use by the trainees.

2. If possible, divide the participants into subgroups

Consisting of people from the same work unit: 'It is a

good idea to use the same subgroups you used in Activity
4r

No. 1. (If the group contains only supervisors or other

people from different units, you may have to spend more

time on the "Implementation" stage later.)

3. Have participants turn to the Task Analysis Summary

Sheet developed in Activity No. 2. Using the information

on these summery sheets, tell participants to transfer

the appropriate information onto the Problem Identifi-

cation Worksheet. As in Activitt No. 1,fi-allo trainees

look at the Problem Identification Sample, p. 54,

.before they start writing. Each subgroup member should

place a check next to those tasks that s/he feels pre-

sents a problenl, and note briefly what that problem is.

If supervisors participate, they may make a judgement

either on the problems found by thei;, work units, or

in their own performance.

0



TRAINER

Part B: (25 to 30 min.)

Give the subgroups an extra Problem Identifioation

Worksheet and ask them to combine their answers. As

subgroup members provide input, they should indicate

bi-iefly "what" the problem is. After problems have

beep identified, it is time to select ope or two for

.concentration and clarification.

4s.

a

.1
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TRAINFR
(may he dupli(ated a,.

a trainee handout)

L_

PD DOD
the stage in the problem solving process in which you compare information

of "what you as a worker actually are able to do" with a notion of what

ideally you should be able,to dq. In this activity, you will compare

your notes on an "ideal" job with the tasks of your real job.

This proceSs accomplishes two things.. First, it will give you a

list of areas in whiO your performance is consistent with your list

of ideal tasks. Success stories'are often overlodked and you deserve ,

a little reimforcement. Second, you may use this process to.systema-

identify problems faced on your job.

// A problem exists when there, is a gap between w4at
you are able to do and what you ideally should or
,wOuld like to be able to do.

jiff you are an EPSDT worker, the next activity can be used to

identify the tasks-presenting difficulty or that you would like to_do

better.

If you,are a supervisor, think about tasks that give trouble to

the workers in your unit. For supervisors, problem identification

may be.based on a review of case records, case conferences, observa-

tion, and client and worker feedback,

-20
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1 ASK ANALYSIS

E'ROBLE-M IDENT I FTC A 1 ION

PRON [AA SEE EC T ION
AND CLAM [RATION

S.

PROBLEM ANAL YS I S AND
DEC I DING ON A GOAL

Oa

CREATING AND SELECTING
AL T ERNAT I VES

IMPLEMENTAT ION

Problem Selection and Clarif

TRAINER

41 YOU .ARE HERE

.

Part

. .

Activity
-.-

Time

A

6

Introduction: "Problem Selection and
. Clarification Are..."

.

4 10 min.

,

B Selecting a-Problem

Handout

.,

15-20 my.

C Clarifying the.Problem

Sample

Worksheet .
.

20-30 min.

. .

..

,

TOTAL TIME ,fr 45-60 min.
.

ar

21 59



TRAINER

(ACTIVITY
NO. 3

.PROBLEM SELECTPON AND CLARIFICATION

Geo

EstimatO Time: 45 min. to 1 hr.

Props: newsprint, markers, tape,
Workbook p. 24

Instructions:

.Part A: (10 min.)

Introduce the material, Problem Selection-and Clari-

fioation Are... .from page 24,-either by'summarizing

orsreading the content, or by reproducing and re-

viewing the material, with participants.

Part B: (15-20 min.)

Using the- Handout for Problem Selection, p. 56 of

the workbook, review the rules for achieving group

consensus. Each subgroup is to select one problem to

work on. Most 4bgroups will begin by identifying

several problems. Ypu will have to help them decide

which one to work on first.

Paa C: (20-30 min.)

1. Once ihe subgroups have agreed on the problem they will

work on, ask them to turn to the Problem Clarification

Sample and Worksheet, p. 57 and 58 of the Workbook.

Each subgroup must,clarify a specific problem. Review

the sample sheet and make certain participants 'understand

the guides for clarifying problems discuised in Part A

above.



TRAINER

2. Ask each subgroup to develop a problem statement

for the agreed upon problem.

3. At the end of the session, ask each subgroup to

g share its problem statement with thv whole group.

are now ready to move on to problem analysisfinding out what
em really.is.

'



TRAINER
(may be duplicated as

a handout for trainees)

selecting something to wo k on, and then stating as clearly as possible

what that something is. efi the limits on your time and energy, you

cannot give immediate attentien to all the problems you have identified.

You may.never get to some; others may be outside of your control or

ability to 'change. So, selecting the problem to work oft is important.

Two questions may guide your choice:

IS THI PROBLEM IMPORTANT?

Thdt is, does it,have a real impact on you as. an EPSDT

worker? Does it stop you from doind something you or

your supervisor thinks is important? For example:do

clionts eceivevoor service because of tivis problem?

Looking at it from a slightly different angle, ask your-

self: "Am I going to be mottvated to deal with this

' particular problem?" Carefully consider your interest

level in finding a solution. Some amount of self-

discipline is necessary for problem solving. .Without

it,-problem solving is not likely to be a successful

activity. %

2. WILL YOU HAVE THE TIME, ENERGY AND RESOURCES TO DEAL WITH

THE PROBLEMT

Problems are.d.eceptivesome may look small but hide endless

complexit.ies. Making a "best guess" determines whether
r't

the problem solving effort will effect any con.structive

change. 1:)me problems are totally outside of the worker's;

conttAol. Others may seem unsurmountable, but with effort

can be solved.

24
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TRAINER

In the following actikity, you will select a problem to work on..

Having selected a problem, you will have to get it down to size

if you are going to deal with it successfully. 8egin by1dent1fyin4

mho or what is iflvolved. Then specify where it is located, and when

it occurs. The more specificiyour problem statement, the easier it

o

will be to

/lect

an alternative to solve or contain the difficulty.

As you rk through the process of specifying the problem, jou

may find that you are actually dealing with multi)31e problems. Break

these down into separate and specific problem statements, and,work'

each one through individually.

,
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( ACTIVITY
NO. 4

a

1ASK ANAL YS IS
1

PROBE M IDENTI F ICAT ION

PROBE EM SELECT ION
AND CLAHCAT ION

HUBEI- M ANALYSIS AND
DECIDING ON A GOAL

CRL ATI NG AND SELE CT I NG
AL TERNATI VES

TRAINER

. s YOU ARE HERE

I 4
I MPE EMENTAT ION

Activi t Overview: Problem Anal sis

Part

-
Activity .

- .
..

Time

A . Introduction: "Problem Analyscs Is..." ,

The Case of the Pokey Elevators
,

.

10 miri.

(optional )

.1

B Analyzing a Problem .

Handout ,

Sample .
,

tWork sheet . , .

50-60 min.

it

-

C

.

..

.

Setting a Goal .

Introduction/Review

Sample
. .

. Worksheet , .

..

TOTAL TIME ... ..

.

30 oin.
.

.

.
.

90-1004 min.

26 4



PROBLEM ANALYSIS AND DECIDING ON A GOAL

Estimated Time: 1 1/2 hrs. to
1 hrlic 40 min.

Props: Worksheets, p. 59-63 oirworkbook

Instructions:

TRAINER

Part A: (10 min.) .

Introduce the materialteiwblem Analysis Is, p.

either 133, summarizing the content or by reproducing nd

reviewing the material with trainees.

If you are'comfortable doing so, read or tell the

story 'The Case of the Pokey Elevators," which illus-

trates in a humorous manner how-varying perspectives of

probleivnalysis may lead to different conclusions (p. 29-31).

Part B: (50-60 min.)

1, Have participants refer to the Handout, p. 57 of the

Workbook and review with them th; guidelines for problem

analysis. Have the subgroups identify a problem state-
,

ment they will work on. Then, have them look.at the

Problem Analysis Sample, p. 60 of the Workbook.

2. Using.the Problem Analysis Worksheet, p. 61 of the

Workbook, have participants analyze thei.r probtem state-

ment. To do this, each suhroup must fill out the boxes

describing where the problem IS and where the problem

IS NOT- On the basis of the differences,brOught to light,

the subgroup brainstorms possible cause's of the differ-

ences.

By tiscussing the EXTENT TO WHICH the causes may

explain where the problem IS or IS NOT.part., they can



!! I.

k I ,

Os%

te

test their huncheAr. The result ot this exerCise should

be the selection of the "most probable cause or causes".

of the problem, plus a directioa for participants'

.;

,
problem solving energies:

;

4

Part C: .(30 min.)

.1. :Review with participants the material on p, 32; Ret'ew

and Wpitivo Ooal Statements,. either- bir summarizjtethe
.

.content or by reproducing and reviewinsj the materjal

with trainees..

.2. Have participants turn to the Goal' Statement Sample and

Wapkoheet and review the sample with them, p. 62-63:

3. Ask the subgroups to first identify whether, for their

problem, the ijoal will be designed.to:

eliminate or reduce the problem;

- adapt to the effects; or

get

"- bujf time.

4. With. that decision made, have Al th subgroups generate

a goal statement for the problem they have identified

and analyzed.

28.
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) TRAINER
(may be duplicated as
a handout for trainees),

pirmointing causes for a particular problem and deciding on the desired

outcome. LocatTng the most probable reason for-the gap between where

YPu are and where you want to be, and then clearly statingtwhere you

want to be are the steps involved ln.problem analysis. Many of'us have
t.,

our own pet prohlem causes, but we have_often .rrived at our conclusions

in'a very unsystematic way: Intuition sometimes is right, butsometimes

we are very mistaken.

THE CASE OF THE POKEY ELEVATORS (optional)

Once upon a time, a very responsible manager of a ".20-story office

building'in New York City wa besieged by comp3nts from his tenants.

"The elevators are too slow!" ttfey complained in chorus. Being a.

responsible manager, he immediately called.an engineering firm to have

a look at the problem.

After an exhaustive study uttlizing stop watches and traffic flow

.harts, the engineering firm' gave himo proQsal for the instal-lation

0: two newer and faster elevators in the existing.s Yts. The price,

tag was $100,000 for an averagestime gain of 3.335 minutes fropi top to

bottom forseach elevatog". This saved an average of 20 seconds

off the waiting time on each..floor. "My, that's alOt of moneY," he

said, "and 20 seconds is not a lot of time.. A'11 let you know."

Since he vies also responsible to the building owners, het-called

another firm.. After another exhaustive study, they made their pro-
posal. What he.shoUld do, They said, was)eave th rjsent elevators
alone and add two new eleaAprs at tI1ends of-the central Corridor.

This solution,-they said, would cost a ttle mOre0150,000 to be-
.

precise, but would save tenants much more time,an overage Of 35 seconds



TRAINER

'-

shaved off, the molting time.on,each floor. "My, that should do the trick,"

he sat(' uneaFily, "but I will he to consudtt the owners. PH let you

know."
/(1

This infonmatrion put the manager in a grave dilemma.. He knew the

owners would not Spend that muth, and.complaints fi-om tenants were grow-

ing louder and more angry. In a fever he went to the Yellow Pages lookiAg

for someone to help him with his problem. His eyes, skimmed the page:

- "Probabilities"-

- "Probers"

- "Problem Consultants." # .

"That's what I.need," he said, "a problem consultant!" He,quickly dialed

the number..

q

NQW this problem consultant was a strange fellow. .He.practically

went to sleep while the building manager descrtbed the problem. And

for the ne*t few days he wandered aimlessly through the building, doing

nothing as far as the building manager could see. On the third day he

wandered iinto the manager's office 4nd slouched into a chair.
P

"Well," he began, "you told.me that your problem was slow elevators'. -

That suggested thayour solution to.tenant complaints was faster eleva-

tors., But I did some checking. SloW eleva4rs wasn't really yorpr

WtAt those folks were trying to tell you is that they are bored stiff

while waiting for the elevators. That's your real problem"

So.for less than $1,000, mirrors were installed beside the eleva-

tors on every floor. s.Women straightened their:hair, men their ties.

There were no more caplaints.

* * * * * * * * * * * *

In this step we will take the problem statement--the description

of whit, 'where and Olen the problem IS--and contrast thiS with what,

4-
. .

where and when the problem IS NOT. Face-to-face with some important

dist-Frictions; you may then begin wondering about causes. Why does the
4,*

Oe 61t.
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TRAINER

"It

problem exist in some units but not others? Why does it occur-at some

times of the year and not others?

The next step is to examine.the causes of the problem. You can

then check out these causes to see which one best accounts for the prob-

lem. Checkingdkut a cause is accomplished by applying it to the dis-

tinctionslou have generaed. Does this particular cause account for

where the problem is? For where it is not? For when it is? For when

it is not? How? By asking these questions, you determine which cause

has the best "fit" with the problem. This is known asAhthe most probable
-

cause;" that's the one you wdrk on.

I

Pc'

41k
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TRAINER

(may be duplicated dS

a handout for trainees)

You have identified a problem.

You have stated it.

You have identified the most probable cause of the problem.

You are now ready to plan_your_change effort by:

Amor.

L., _1 Ha
qmkki,Lio

Once you have identified the most probable cause of your problem,

you may select one ofthree qoals. First, you might try to ELIMINATE

or REDUCE THE CAUSE of the problem. Sometimes, however, eliminating

thelfause is not Practical or desirable. You may choose, then a second'
method--ADAPT TO THE EFFECTS. That is, adjust yourmork to the conse-

quences of the cause. Third, your goal may be directed ioward BUYING
TIME. Some causes will die a natural death or cannot be changed for a

..period of Iime.

At.this point, you need to arriye at goal .statement to help guide--

your action. A goal statement shourd identify three thin§s:

- the target of your actiVity (who or what);

the specific results or actions (ôutcomes) you want
to achieve in relation to the target--ones that can
be measured or observed;

a minimum criteeia for succes of the activity--the
quantity and/or quality of change you are aiming at:
This includes knowing what to measure, how to measure '
and how'to identifyiand evaluate changes.

The idea isito determine who.or what (person, place, thing or

-condition) gets examlried to see if change takes plice. A clear .gice.F.

statement will direct your problem solving effortfl: You *then will be

'ready alternatiyes and select one Ol(which to work.

32 41 0
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I ASK 'AN& YS I S

IRUBLE M WEN] II ICA I ION

PROBILM srt.L.C1 ION
AND CI Ana 'CATION

1-----PROF.-4 EIR/1 ANAI YS IS AND

DECIDING ON A GOAI .

CE1FAI I NG AND SL I Ci ING
ALI E FINAT IV' ';-';

6 1 IMM1 MENIA1 ION

Activi ty Overview: Sel ecting Al ternati ves

YOU ARE HERE

Part, Activity time

A Introduction: "Selecting An Alternative" 10 min.

,

Getting Ideas "--
.

0Sample

. Worksheet

35 min.

1

.

,
.

Selecting Alternatives

Handout s

..
Sample

...

Worksheet . y.. _

45 min.

e

30 min.
.

TOTAL TIME ,i(rhr.

7.1
33
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CREATING AND SELECTING ALTERNATIVES

Estimated Time: _1 1/2 hrs.'

Props: newsprint, markers
tape, Wopkbook, pp. 64-68

Instructions:

TRAINER

Part A: (10 min.)

Ln troduce the. ma teri al , ting an Alternative Is . . .

pp-. 36-37, either by reading or summarizing the content or

by reproducing and reviewing the material with trainees.

Part 11: (35 min.)

1. Explain that two methods will be used to generate ideas,

each of.them taking about 10 to 15 minutes. -Ask parti-

cipants 6 turn to the 4aeas :karqq,e, p. 64 of-Workbook,

and review with them the rules for brainstorming,',-

2. For tlie.first step-, ask trainees to generate any an,0 all

ideas about:ways to reach tipeir chosen goal. This can

be done ip the,group as A\Whole or in subgryps. Some

trainers like to "brainstorm" in a larger group.
4

Stick to tbe rules for brainstorming: no cpiticisms'

or judgements. The more ideas generated, the better.q

Write each idea on the newsprint and leave them posted

or have a'group recorder do_it.

3. A secdnd method for listing nor? ideas is to'consider

wha't others have cion4. If you brainstormed with the

whole group, return now to your subgroups.: ig
460 4 -t ...4°A40.1116'

-

4

0111%.
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1RAINFR

Using the Ideaa WoPkahewt, p 65 of .lorkbook, ask

the subgroups to think about what LPSOT workers in

other agencies, counties and states have done td achieve

similar goals. Encourage the groups to: .

- recall what they read in the booklet
ve4 i ni ki-WPT ,trereoicfte ; and

- consider what workers in programs
other _than EPSDT do to solve 'similar
kinds ofproblems. 4

These two steps should generate many ideas.

Part C: .(45 min.)

1. Review-the criteria for gelecting-an alternative using

the handout Criteria fC)1, :;eteotinty Alternativea, p. 66.

Refer participants to .!;olooting an 4itemaiWS(vq,10,

p. 67 of the M)rkbook, and review-it_wjth them.

2. Ask the subgroups to review the alteryatiyes generaied

from brainstorming and from looking at what others have

done. Have them record their comnients on the worksheet (p. 68).

On the basis of thi's analysis, they should be able to

select the most desirable a4ternative.

Sometimes it becomes,:slear that.the most desirable

alterna ive might.be a new combination of several exist.-

ing idea . 'Remind trainees to be alert to this pos'sibility.

You.are now ready to consider jmpleideritation.
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(may be dupli(:ated as
d handout for trainees)

11E1:101:1

requires creating lots of ideas and then choosing d favoriti? or"bestP

way to roach your goalst. The first step of thts two-step process is
A

generating HAAS!

011
Ideas are your ticket to reaching, a goal. If you have ot been

able to define clearly where you want to go--that 4, if you have not-

developeid a clear goal statement--then ideas cannot work for you.
1

NjZemember, yoU ar'e generating ideas about.how you mi2ht solve pbur

stated problem.

dor

Taking special time to generate ideas is a highlight of the prob-
, 4

lem solving process. It's a time to let all the thoughts in your mind

run time to let out some ofthe ideas that formed while you

were carefully working thNough the steps of problem identification,

problem statement, and problem anaLysis.

The first part of this session will be used to help you air your

ideas. Following that, we will help you select the alternative yuu

think represents the "best" way to reath your stated goals from the

ideas you have generated.

Ideas may be analyzed by using some general criteriaappropriate-

ness, effectiveness, efficiency, side effects. Ihese criteria guide

decisfon making process.

To decide Think about...

appropria.teness
\

Is it right for us to use thts kind of stra-

tegy? This question inelOes whother or not

Vie strategy is appropriate in light o the ,

mission of the LPSDT program.

74
36
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TRAINER

To decide

effectiveness Given the sizp or scope'.of the problem, w6-1

this strategy make enough difference to make

it worth doing? Will it reach the stated

objective? .

efficiency How costly is this strategy compared to the

benefitys you will obtain? Is it worth the

time, Ilmey and energy to be expended?

side effects What good and/or bad side effects may occur
\ 4

as a result of the strategy?

Let's get some ideas on the table and then formulate a plan.

4414.
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I ASK ANALYSIS

PROBLIM NTI I ICAT IQN

PROBLEM SELEC T ION
AND CLARI I IC Al ION

PROBLEM ANAL YS I S AND
-C I D I NG ON A GOAL

CREATING AND 'SE-LEG1 ING
11LTERHA1 I yEs

IMR PIO NTAT ION

Activ ty Overview: ---,Implementation

*CS

YOU ARE HERE.

Part . 4i Activi ty Time

A
s.

Introduction: Implementation Is.'..." 10 min.

B

.

.
.

An Action Plan:

Handout
.1.

Sample
\

Worksheet

.

.

, r

,
40 min.

l
.

C

.

.,.

,
Summary:

"Review and Discuss..."
,

.

30 min.

,_._

TOTAL TIME - 1 hr..; 20 miry. )

if
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ACTIVITYK NO: 6

IMPLEMENTATION

Estimated Time: 1 hr., 20 min.

Props: Workehoete, pp. 69-7j of Workbook

Instructions:

o

a

.o

t

TRAINER

Part A: (10 min.)

Review the material on 71nplenumtati on. p. 41,

either by reading or summarizing the ccintent or by

reproducing and reviewing the material with trainees.

Part B: (40 min.)

1. Ask trainees to turn to the Z;ample, Implementing p
Change, p. 70 of the Workbook and,.review it with them.

Refer them also to the hnniementation nahdout, p. 69,
of the Wm-kbook.

2. Review with the trainees the Rules Por Making an lmple-

A

e

mentation Plan.
,

- Decide the-tasks and resources needed 'for
your plan. .

- Determine the time each task will take.\
- Assign people, dates, and events to those .,

tasks.
, .
- Use your Worksh6et to guide you tbrough
your, implementition action. '

3. Ask the subgroups to develop an Implementation Plan,

'1, ,using the ,wo.pkohebt, P. 71 as a. guide'. Allow them .,..

..,
abOut 30 minutes. 0 ., u -

4. Ask each subgroup to share its plan with the others; .

-,Let part cipants'review the plans and rate them for

Jeasir y.
. ,

kit

39 fl
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TRAINER

To rate the plans, establish a scale from 1 to 10.

The object is for a plan to get the lowest score since -

a low score indicates there are few block( to implemen-

tation. Ask participants to consider each plan carefully

as it is presented. Allow the'whole grouk five minutes

to review and assess each plan. Each time the group can

identify a real block or deterrent to implementing the

sOlution, the plan gets one:point. At the.;end, total

the number of points for each subgroup's plan. The plan

with the lowest number of points is the one with the'

feWest observed problems in implementation.

Part C: (30 min.)

Do not let people leave feeling that plans with high

.scores are destined to failure. Some participants may

need to spend more time working on their implementation

plans. Let the session run a bit longer. Finally, using

the two ideas below as a guide, conduct a general discus-

sion to consider the ratings.

- Each organization differs. A plan that fails
in one setting may prove successful in another,

- No matter how hard you work to assess all the
factors involved in changing a problem, unknowns
will often'materialize along the way. These may
effect the implementation plan.in both positive
and negative directions.

This is a good time td set -up a follow:up to the trainirig event.- -

See .0.. 42 of 'this manual.for suggesiions about training eveht,follOw-up.

.,,.
I..

,

t
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TRAINIR
(may be duplicated as
a handout for trainees)

doing something about the problem. It is what many of us have previously

regarded as problem solving. Most of us want to jump into the process

without a lot of preliminary "fooling around." As a result, we may

leave many problems unsolved. This time, however, you have developed

a clear goal and have selected the best alternative for achieving it.

What remains is to decide what needs to be done, py whom, when, and

how.

. When you have finished this step of the problem solving process,

you will have an orderly way of proceeding, not only with the problems

you have identified and worked on here, but also with any other problems

that may arise in the future. This problem solving proces is a tool

that may be implemented effectively in one's personal li e as well as

on the 'job. You may not always want to stop and work so carefully

through thc process on a worksheet, bid the process itself is a good

One to remthber and to use the next time a problem rears its ugly head.

4

,z

4.

4,
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DON'T 14:111G FOLLOW-UP

4144.

Raise the issue of follow-up with your tftainees.

Share the above suggAtions with them.

'Ask them for their %ideas about how to reinforce
their action p

Decide upon ways to reinforce changes.

Consider ways to adjust the implementation plans
along the way.

4
k.

s.

1

. .

f

TRAINER
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NEXT STEPS

-or

TRAINE1

Section III , which follows, contains all of the work sheets and handouts

a group will need to participate in,this training. These same pages ard '

contained in the Trainee Workbook. If for some reason, you have an inade-

quate number of trainee work books, you may duplicate ti* pages you need

from this section for your trainees.

Section_IV contains a way of helping you organize your thinking before

beginning the training eVent. This might be a gdod time to review that
.

process. The page which follbws is provided fOr you to jot down notes or

ideas you may havc about these materials or the planned.training session.

Si
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H.0
'PROBLEM SO9NG PROCESS 1

ASK ANALYSIS

PROBLEM IDENTI f IC AT ION

PROBLEM SEtECT ION
.AND CLAR I F CATION'

1

PROBL EM ANALYSIS AND
DECIDING ON A GON, ,

CREAT I NG ANP SELECT I NG
ALTERNAT I VES

IMPLEMENTATION

5

TRAINEE_

.(What apeI doing?)

41,

(What's mat going well?)

,.(Let's work on. this cauel
d

.
(Wheredoes the protilem

. come frbni? What goal
.do I realiif want to
achieve?)'

(With al itt.le
°1/441

I '1 1 do iJ,, th,is way'.)...

(Aha:- 'Give it a try!)
. -

, 1:4

This is,a diagram of a process yoy Awn t6-use. The goal oi
this activity is to help you ident-Lfy real -ProbleMs that hinder you in
carrying out your job as an EPSDT worker.. This process inv ves finding
the Pgap'between an idea) and a reakstiiC ver:ii.onf of your job.

In the follo ing pages. you Will find worksheets,- handoutst and
sathples that yo will use to identify; Stat- and analyze a prob'lem arid
to45elect a strategy to change what is currently a problem or4he job.

Gook luck:

I

4-7

L.. ,
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GLNLRAL JOB DESCRIPTION' FOR.AN [NOT .WORKER

I
.

We aro no%4 looking at the jobkof an LPSDT worker. While the4

S.

TRAINE1*

ACTIVITY
NO. 10-

Sm

NM. V

S.

spec 'tic job descr ipti on for EPSDT workers 7011 itary from' courrty to

counLy and .stat.& to stlOte, certain tasks are common to Workers around
P

theconntry. In general; EPSDT iiorkers' tasks fall into threVasic.-
V

AdiOdS:

cit.!al) nq wi th peop 1 e/c ients;

work ; ng w i th other' heal th and social services
-providers; aosi

hand l i ng paperwork .' , .
...

. .

9
.Us.e the space below to ,write a general description of.ytur job,

A
-:. i ncorr 'le-a t. i ng the 'above tbree are`as in which you work. The.descript1on

. A ,A
shou rn short,a serttence Or two--and will ,be used to organize the, .

..
,

,

-. '01;

o

t."

1

tasks you every day..

S.

. JOB 'DES.CRIPTION FOR Ail EPS. PT SMICE W 1(611,

'(

#
. A

.

p14.11,
-

S.

S.

0 ftr
E

4 11...

*0.,

,
S.

Le'

c

4t.

S.

4

one part of your total job is providtngEPSOT'ervices, think
that portion of.your work within, he ERSOU.program.-

4
.4,48

4
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A

e.

4

Your job description miglit look somethicy like this:

or

TRAINEE

(ACTIVITY
NO. lB

re.

SAMPL.L J08 DESCRIPTION FOR AN LPSDT SERVICE WORKER

t--

A. worker identifies and informs eligible clients about

E.PDT services including screening and treatment; works

*wig) other -health and social services personnel to ensure

clients get those services;..and maintains up-to-date and

accurate records on each clieht.

SAMPLE 'JOB DESCRIPTION FOR AN EPSDT SERVICE WORKER

A:health screening worker administers screeing tests,

recordsllesults Of. the. tests and makes them available to

clients awl the'Department'of Social ServiGes' EPSDT case

hianager.1-

a.

%
u

,

. These'genefal :lob descriptions can be used as a guide as you write \

. . . ...
. ,

, . ,- . ,. ..
.

,:1

. ,MON 'sp0c task statements. -For each Imlbad arep of work (Clients,
.

,:cither-"Oroxidec''s, paper) yoq identified bn 'the general job description.,t
. :. - t

#

liSt thy tasks th,Atliall under.that area.

.. "

.

.,

. s6 .
49

".13-.;.
,
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A GUIDE TO WRITING TAA STAT6IENTS

IRA1NLF

The rule of thumb for writing task statements is that they contain

the 4 Ws and an H:

to

1. Who

2. Performs What Action

3'. To Whom (or What)

4. Why (for What _purpose)

5. How Ofteh

Example

.The astronata

rockets

to the moon

to get green cheese

upon-request

As you think about the tasks you pertorm,.use these'five criteria

help you write clear, specific statements.

a

`411

;

4

*c

.5b
t: 4

S.
.

0

10.

$
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Ge.ner.A Description
of job:

tin

identifies and inforffls

14

'about EPSDT

services;

WHO

an EPSDT ( Wel fare,

Fami ly Se rv icos)
worker

works with

WER:.;

to ensure-clients
receive services;

and

-

maintains ui7-to-date,
accurate

.

PA11..7;

records cll. a
, -

client's progress.

r

a worker

TASK STA1 MINTS

PERFORMS WHAT TO WHOM

Provides information
about the local-
EPSDT program

TRAINEE

FOR WHAT PURPOSE

to potentially
elgibte clients'

to encourage them
to make a screening
appointment

contacts (phones,
writes, visits)

an EPPT worker

SH

health screening
providers (clinie,
MD, nurse, dentist

.

to make screening
appointment for the
client

receives and
rediIIVIds

screening form
from health
screener

to update client's
file (record)

4

/00



kperal Description
of job:

Workcv

identifies'and informs
eligible

e-

S.

about IPSDT
.

sery ices;

, works with

(V111..71. ;;YINICY

iVOL;M:14.:;

. to ensure clients
receive services:

and

WHO

mailltains up-to-date
5:iccurate

recards of a
client's progress

is

. .

M TL-1'
TASK STATEM6TS

PLIZIORMS WHAT TO WHOM

.4

.

TRAIN'EE

FOR WHAT*PURPOSE

1,
'.

a
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a.

,
A

SUMMARYTASK ANALYS IS'

TRAINEE

GENERAL DESCRIpTION

0

.
:.

TASK STATEMENTS
.. ' (who does what to whom, why) e

A

FREQUENCY
(how often)

IMPORTANCE

.

.
. A

. .

An EPSDT worker

identi fi es -and

infqrms eligible
.

CL1gNR; .

. .

.

about .EPSDT

.

.sOvices
.

.

. .

.

Th e EPSDT (Welfare,' Familje Ser
)v,

ices) wprker provides in- t
formation about lbcal EPSDT program to a client to en-

-* courAgt him/her to make a screenin% appointment:"
2

.

1.

,

A worker contacts (phones, writes, visits) health screen-
ing providers to make screenisng appointment losseagent.

2.

.

3

.

2

_

. .

An EPSDT wOrker 'receiVes and. r9cords screening' form from
heal th. screener to update cl ient' s sftte-( rOcord ) .

.

2 - 3

.

..

.
a . -

. , -

,

.

.

. ,
.

-

.. .

.
.

, ,
6. 9

.

.

*.

' ... - - .

.. _________L
.

.
.

, A

Yoy may want toose the tasks identified and summarized

on this sheet to *selest an area or a task during the

problem solving section of this triining.

KEY: e
Fre uenc : Impottance:
Dow o ten you (its importance for you; for
do. it) a cl ient; for the. program)

1 - constantly 1 = very important /
.2 . frequently .2 = important
3 . rarely less important

-
1.

..



SUMMARY--TASK ANALYSIS

fRAINEE

GENERAL DESCRIPTION TASK STATEMENTS
(who dOes what rb whom, why)

.

.

.

FREQUENCY
(how often)

IMPORTANCE

.'
,

'

An EPSDT'worker

identifies and

informs eligible

.
-

.OLT.';INN
.

about EPSDT .

... .

.

.

D

I.

.

.

.

1

,

..,

%.

.

.

,

----
a

-
..

.

.

_

w.
,

.
.

. .

services
.

. .
. -

.,
. .

.
a

..

.

.
,

. .

. ...You may want to use the tasks 'identifled and summarized

on this sheet to select an area or a task during the

problem.sOlving section of this training.

t

4)

Fre uenc :

( ow o ten you
do it)

1.- constantly
2 .. frequently

3 = rarely

KErP\

Importance:
(its-importance fo r you; for
a client; for the program)

1 . very important
2 = 'important

3 . less important

a

ii
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k

TASK.STATEMENTS

,

PROBLEM IDENTIFICATION

CLIENTS
.

.

1. The worker provides'information about local

EPSDT program to potenttally eligible clients

to encourage them to make screening appointments,
, .

.

-

PROBLEM?

Yes] No

1

OTHER PEOPLE -.

,

I. A worker contacts health screenp"rs "tq make

% screening appSitirent for cliehi,
,

PAPER . qv

*I

WHAT?

'TRAINEE

(ACTIVITY)
NO. 2A

Clientvaren't "sold" on the program.

A

X

maxiMe

1. An MDT worker receives screening 'forril to

update client's file.

.

I 1

3.

96

4

gealth screeners doetautomatically
send the forms,1:

. 4.

VIP

97.



1. 98.
;

.

P

4 1

TASK STATEMENT

ct,-;

0

NKONIE
PROBLEM IDENTIFICATION

or

PR BL M?

-TRAINEE

I.
ACTII)ITY

NO. 2A
AND 2B.

,

CLIENTS .

6

.

.

,

.

,

f

.

.

V

.

.

4

.

..

.

.

.

r .

Yes 1

.

.

.

.

.

.

.

N

4

.

1

1

.

%
.3:

%.1(

.

1

I

I

4

V

t

OTHER PEOPLE .

.

.

.

%

e

.

-

-.)

i

.

0

40
.

40

.

eit

4

. .

%

e.

o

.

s

I

I
I

.

I

I

I

.1

..

.

e

1

..

.

.

.

.

0

.

v

t

4111

.
.

1

I

l
1

4

,

o .

3. .

PAPER

4

.

I

.

.

6

a

6

.

.

.
.

%

*

.

"

P

1..

)

%

.

I

I

1

I

I

.

I

.

V

.

.

1

:

.

4

.

0.

.

.

I

V.

%

.

.

4

.

.

%

.

.

.

1

11

V

. 4

1 :

. 4

i

0

V

I.
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A)"

re

IS IT IMPORTANT? 4

DO YOU AU MOTWATED, TO, WORK ON IT?

DO YOU THINK YOU CAN HANDLE IT?

TRAINEE

( ACTIVITY
NO. 36

'RULES FOR ACHIEVING CONSENSUS (agreement within'a group)

Achieving consensus is a decision making process that-makes pse

of'all'avatlable resources and resolves conflict creattvely.

Usuilly, consensus is difficult to. reach. 'olv:persohlis ideas

about a Oroblem may not meet with everyone else's approval:

Completeagreement is not the goal; it is rarely achieved. But,

each individual should be able to accept group decisions based

on logic and feasibilfty..

1. Avoid arguing.only for your own choicei. Present

_your arguments 3ogically, bilt consider the opinions

of others before you push further..

2. Don't.assume someone must win aiid someone must '

-lose. -If discussion reaches a stand-off, look

for acceptable alternatives. .

3. Don't change, your mind jUst to achieve.4armony.

. 4. Avoid achievinq consensus by such means as

majority vote, coin flips or drawing_straws.

1.

"I'n.make
you an. offer

' you can't refUse...q

"A
Muse.'

attri,dod,

apPlet

di,toetf

1

I.

cornot

evtna."

"Two headedare better than none."

57 200 ,

I.
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5

WHAT?

I.

What unit, person, thing,
group of people, crndi -
tion is involved?

What's wrong wt.t1 it?

144RE?

Where does it occur (in
soMb physical space, in.
towsequence of events,

'WHEN?

PROOLEWCJARIFICATIO

'Problem Clarification

About one-harf of
eligible clients con-
tacted by EPSDT worker's
.dp not make appoint-,
mints for screening..

In X qounty Welfare
Office, with family

._service. workers;
John Doe.

Wheri (in clock or calen-
dar time) does it occur?
What'units or peop1-0-4--,.:

Axe inVolved?

Since EPSDT 'pró.gram
was started;
especially bad during
sumMOr months when
ab9ut One,half cl4hts
refuse.

ft

58
s

TRAINEE

.AVOIVIT

.
.

.

Problem Clarification

4. a.
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TRA1NEt

VON%BilE

WHAT?

What'unit, person, thing,
group of people, condi-

tion is involved?

'What's wrong with it?

t

WHERE?

Where does it occur (in
. some physical 'space, in

some sequence of events,

etc.)

WHEN? .

..

When (in clock or calen-
dar time) does it occur? -

What units or people
are involved?

PROBLEM CLARIFICATJON

(ACTIVITY)
NO. 3C

ProbleM Clarificatidb Problem Cla fication.

1

V.

W*0

a a
f

4 \
. i-

.

.
I.

59
4 4.

51.

4.
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TRAINEE
,

ANALYZING THE PROIREM

.

ASK YOURSELF...

Why does the problem exist in some

to

others?

Why does it occur at some times of the year-and not
: others?

.Whys does it egist with some people and,not bthers?

units and

-Does it go away and then return?

'What are some explana-tions for these differences?

a

IF YOU ARE,LOOKING FOR REASOkS.... 0-

Does a particulpr cause accpunt for where the problem
is? Is not? When the problem is? Is not?."40 .

Which cause seems to best "fit" the problem? ...

`.-
.

(:\

t

pF)It OS

4..1,one Oa
41°5'1% 'Law-

tiolAr,In 01ftGot v
asiciing

. tta ,fidet.

110111 cwOtt -filj
Ottl'

ehe zehec,

QV az.c*t, 6.041

4q9

-

Analysis

Mie4c0078

ie4 0 4.1711

into pict.Apoked
before.yozt ,9never

16

Tot-learn about sOmethirig ie. to take
into your mincOand oompare it with
something 'that is already there..

it

60

44?ze

vc..

, ,f

Ph06494,1

4f.ee
416) eo

44 49.'7114N'
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PROBUM ANALYSIS

4

WAAT.the Probiem
- IS -

client% do not enoll in the
program .

'WHAT the Problem
IS NOT

clidnts:showing for screeninga

Possible Cause(s)

- There may be conflict with
ethnic or religious, Mbdical
,practicds,
Clialts have previous,bad
experience with health care
system: .

Scre6ing clinics are out of
the neighborhood.

- Client and worker speak
different native languages.

WHERE thePralem
IS'

X. Couqty

Ftkily Service worker, John
Doe

WHERE the Problem
e -----IS NOT

ProtectiVe Services worker,
Letty Boop

'Possfble Caise(s)

- John is-a%new worker.
--. John is mile.

- ghtty uses follow-up Calls -
to discuss the4program.
John has never had training
about MDT services.'

- X County.is multi-bthnic.

. Most Probable Cause(s. ):

*- Conflict between ethnic or
religious practices.

*- Language barrier.

WHEN the Problem
IS

since program began

mostly during summer
. .

T4INEET.

.ACTIVITY
NO.-48

'WHEN the Problem-
----IS NOT

.44"T
less#4n winter .

4

.4(

- Possible Cause(s)

lnhi A fib EPSDT

or training.

- All kids ai4e at home in

summer.
- Kids look healthier in

summdr.
Screenind qiinics,in schoo)s
closed id glimmer.

- Teenagers have stimmer'jobs.

)
A

s

Kids seem healti;ier insuMmer.

I '

a



FILL

IN j

PROBLEM /

TATEMENT
.

4

0 ,..n_:Fr
-IF

, .
,,.

.

PROBLEM ANALYSIS -,--'

......, -'4t.---4--------7 ..

_WHERE the Problem WHEN the Problem,
IS . IS

., .

LJ
MEW

v..

WHAT the Problem
IS

WHAT- the 'Problem
AS NOT.

Possible Ca4se(s)

1

`

Most Probable.Cause(s):

SELECT ONE TO WORK ONC,

WHERE the Problem
------IS NOT

Possible.Cause(s)

,

TRA

ACTIVITY
NO. 4B

WHEN th roblem
-.IS NOT -

E

Pos. ible Cause s

10 0. #4
,
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S.

. -To et
"V;..s(14

- .
t ,

. con- ...,

ta , .all ser-
,

at)

4.

qoAs. STATEME.NT

.1
,

.

'Observable "-
(Results or Actions).

will e.a.streetrill
appoin ment... :4

-

wilt make a screefii,

appointment for
eingibles....

wov-N

,-k

40AL

StATEtOT:
moo**

.

to encourage:therif -to
make a screening .

appointment...

:..Misimum Criteriae -Success
--(Hqw'do yOulknown

, (Measured by Whati9-

75% of tfie time after
at. l oast twco..coqacts.

75% of-the i ..
. t

.

.
S.

""'""4

75% 40e.

'P.,

/.

GOAL

STAVMENT:

.}

To, show cl4ants..e

.

Ifriihy.
did' the. chicken

orosi 'aver 014

.,

0101

RSV health tervikes-
do not conflict with
ethnjc-Wrelig

Tf '

'

setther irkj 1 Maki
screening appoint-

ments 751, of the

time.

4

it
tL ke az.47769.?4. froze

--w40- cro of

is
Oftfore 4ou O

to ohook
s

veoinit n
t on the bus, you:ought:

. :

S.a.

63

.

..,.

7
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1

1.
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4

GOAL

zAtk
STATEMENT :

STATEMr NT :

-;

...

$T

;

:1

ra et
ho7What )

;

it

,

. 13
Jr

.

I.

or", 4 A .. ..4 ? 1.r .,

1) s ,

.. A 1/11 2

1 .
.n.

4 t 1
A-4- k

-4i 4- ,.

gOAL

TEM NT

Z

.

jer
4F,'

.!1*'

Nir111

4% .- .

lf [.E
It

GOAC STATEMENT

a

Observable
( Results` or ktions

*.

if

1

.

MiiiiiiiiimCr1ter1e
7---or-Su4ess
(How a-0 you know?)

*- (Measured' by .what?)
:

TRAINEE.

(ACTIVITY )

^r

NO. 4C
\

a

wanommaradvareadamar*YMP

1

1.09,

<I

4.
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ID'EAS BY BRAINSTORMING

/ IDEAS .

GoilNStatement:
. .

To get wiorkers to explain EPSDI in nativelanguage

to encourage lients,to make allaointments.-

J
How To.Bradhstorm:

Brainstorming is a method for a few peciple to

generate lots of-ideas abOut how to reaph a goal

in a short time. The rules are simple:

1. Limit any brainstormfng session'to-10 minutes.

g. Many ideas are desired.

3. Free-wheel: Toss out any idea, even if it

seems -impractical.

4. Tag-on: .Make a new idea out of the last one

by changing it somehow. .

4
5. Defer judgement: Criticism or, ideas comes

later.

IDEAS!:

PHnt'materials in Spanish (or Chinese or.,,what-

ever).

- Hire-baklingual. workers.

- Hire paraprofessionals to speak with clients

'.of diffOeht backgrounds..
Go.to lodaY churchet and present talk in

Spanish (Chinese).

4

TRAINEE .

, ACTIVITY
NO. 5B

GETTING IDEAS FROM WHAT OTHERS.HAVE DONL

Goal_Statement:

Clarify for ciients-that EPSOT does not,conflict

with religious or ethniC Oeliefs.

,
*

How To Recall What Ot,h9rs Have Done:

Think of`solile Allf the Ways EPSDT workers in

tther states tried to achieve the above goal

as illustrated in the booklet, Deltvering EMT
Services.

\2. ariy ideas you haxe from reading about

other solutions.

3. What are some things you'have already tried? ,

4. Qefeir 'judgement, criticism of.those id'as.

414

. .

.11

MORE IDEOS::,

.- pet support of natural. healers.

- Corivince a neighbor to talk to client.

4

al

a

4

41, 4
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IDeAS BY ,BRNINSTORMING

IDEAS

GoahllStatement:

How To Brainstorm 4

Brainsonsing is method for a fewilleople to
generate lotslilf ideas about how to reach a goal
in a short Milne-. The.rules are simple:

Limit any.brainstorming session tb 10 enutes.

12. Many ideas are desired.

3. Free=wheel: Toss'Out any idea, even if it
seem 'impractical.

4. Tag-on: Make a new idea out o he last one
by changing it somehow.

5. Defer judgement: Criticism of eas comes
later.

-4

4

V

_. TRAINEE ,

GETTING IDEAS FROM WHAT OTHERS HAVE DONE,

Goa] Statement:

r.

How To RecaRWhaivAthers,Haye:Dope:,

1. Think'of some of the ways EPSDT workers-in
other states tried to Athieve the above.goal
_as illustrated in the. booklet, Delivering EPSDT
Services. . *-

2. "Tag-on" any ideaSyou have from reading about ,

other solutions,

3. What are some things you have already.tried?

4. efer judgement, criticism of thoseideas.'

S.A4

41,

MORE IDEAS!:

f,.

S.

,

I

S.

113
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*SELECTING ALTERNATIVES
4

CRITERIA FbR SELECTrNG ALTERNATIVES -

To dectde:

appropriateness

effectiveness

efficiency

side effects

To thilik 'about:

e.

Is it right for us tp use this kind
of strategy? (This question includes
dealing.with whether-or not the stra-.
tegy is appropriate in light of the
mission of the EPSDT program.)

Given the size,or scoPe of the prob-
lem, will this strategy make enqugif
difference to make it worth doinl?
Vin it reach the stated objective?

How costly is this strategy compared
to the benefits you willtobtain?
Is it worth the time, m ey; energy
to be expended?

What good and/or bad side effects
might occur.as a result of the
strategy?

"Ytt1,16111.V

1.:IttiOrrt

j10:10
i°19)

-
.

.

gOod,
,

but. ..
u.

4
41

'It floundis

..0z:4? Qi

.

..

.

c'e 4 q

fiC0 to the
1; (14.0 ,I.. It- 1

..
,

.
eb ;0 4V'N-

:- eyes.
- Woodrow

Wilson4i4rtginatitg
is simpl9 a fresh'pair

of

u

.

.

ilwinnividapaydsking-.

.

'
406,

,°

: :21:
448.

&e
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.
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7.47t.00
.

CAUSE

CAUSE.

#2

t

4

IN
SELECTING AN ALTERNATIVE

4

TRAINU

'.

.

STRATEGY .0

(Idea)

1,
.

--
.

.

.

.

,

.

. ,
APPROPRfATE?

(Is..it "right"

for us given.
the mission
of EPSDT?)
.

- ,

..

UFECTIVE?

(How close
IOU we-come
to the stated
goal?)

, . .

. ..,-

EFFICIENT?

(Compared to
the benefits,
how costlyrfs
it.in ternis.of
time, mOney

dan energY ex-
pended?)

-, .

SIDE EFFECTS

(What might
happen as a
result of
dping this?)

,

. .

.

. ,

.

A. Print
materials in
Spanish.'

B. Get suOer-
visor to

-

start "bi-
lingual"
program.

Hire,bi-
ling4al
workers. ,

C. Hire para-
professionals
tb talk'with
some clients.

,

2

.-

.

.

$.

.

yes

yes

.

yes

.yes
.

maybe

yes

no

.

.

Li

.

.

/

.

bard to.say

-solves many
workers' :

problems

.

1

.
.

.

long range, .

maybe

on individual
cases, may
work

.

not at all

.
.

.

.

yes; uses re-,
'sources at. .

Jland

.

np;4ard td

.

find, train

slow, but
may be most
effective

.

A'.
, ...?,

costly-tn :
energy,-risk

.

costly in
time, but may
have long run
efficiency

,

.

J.

. .

.-

,

increastin
programT
scope

. .

.

none
..

.

he may-cause
you to lose
face or fig4
you

increased .

vtsibility
in a neigh-
borhood,

clients may
not come to
EPSDT at all

,

.

D. Visit local
natural
healer for
support.

E. Enlist aidof
neighbor to
talk-to
client.

F. Discredit
natural
healer in .

eyes of
crmunity.

-.
.

.. .



- CAUSE

#1

r

-CAUSE.

#2

U.

;
#

'AMOSE E
. S4ECTING AN ALTeRNATIVE

-TRAINEE

ACTIVITY
NO. 5C

,

.
,

STRATEGY'

(Idba)
.

.

.

,

.

r .

.

APPROPRIATE?

(Is it °right"
for us gtven
the-Mission
of EPSOT?) .

4
.

.

.

. .

:CFFECTIVE? :

(How close.
will Wb.come '
to the. stated

goal?) ,.,

. .
4.. ,

.

g .
,

EFFICIENT? .

(Compared to
the benefits,
.how costrY 14 .

it in tarms.of
time, money
and energy ex-
peneed7Y

.

,SIDE'EFFECTS

(Whai might
'happen'as a

resulbdof
:doing this?)

.

.

- ..

-

.

.

. .

.

.

.

.

_

.

.

-

..

I.

,

..-

.

.

7,.

..

.

,

.

-r

.

.

e..

-

,

.

_

..

.9

.

,

.

.

.

%

v

,

.

,

.

..
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-.

,

. .

.

.

.

,

.

.

f

.

,

.

..

.

.

.

.

.

.

-

.

N

. ,

.

.

,

.

I

-.

.

.

,

.
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IMPLEMENTATION1.

TRAINEE

1

ACTIVITY
NO. 6B

RULES'fOR-MAKING AN IMRLEMENTATION PLAN

J.. Decide the tasks. and resources.needed for
plan:- . .- ,

. ..

2. ..Detetmine-the.timeteach task will take. e

3. Asiign people, dates and'eventsAo those..
tasks. .-. .

.. 46

. 4 .

4., Use yourforksheet to;guide you thebugh.your
.1' implementation-action.

a.

your

9

BEEF UP SUPORT!OR YOUR PLAN!

REINFORCE YOUR EFATS!

1. (For yourself): Do you have misgivings? Fears?
Do therkeep you from forging ahead? 'STOP..
Reconsider the logic of your plan. (Pi-etty good,

yes?) Examine those fears. Consider youe moti-'
vations.. This road map was a gocia one. This will
improve your. work life! .

Aga4n, specify those things you want to achieve
from.your action plan. You are specifying per-

--formance! You know what you want..

3: Help your idea to help itselk Advodie it, Ix-
plain,the benefits to others. Get themto pull
while you push from *incl.

4. Live up to your plan. Name it. Identify it.
Make a pun to identify it; then tryrtolive up
to it. .

"MINK"

"Plan ahead.
The,aonsequance

of totiowing
a wrong idea might

than no ixisa -at att. '

be worse .

"ftery problem has hidden contingenaies...the
- moment things aie settled, the world shifts and

new things come up." .

"Since actions
speak Zouder thanWorde, try not to scream with yourfeet in your moUth."

.

ale
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IMPLEMENT NG_ A CHANGE..
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TRAINEE

ACTIVITY
NO. 66

. .
- . , , ., , . .

Strategy: Work with sUpervisor to set up bi-lingual awarpness progr m.
,

. . - .

J
-':S

TASKS:

'I,

; WHtte
.A

: '
- JAHO? ki--

-

. O .. ...,

. RESOURCES
.., _._ . -, ,

.

. .

1. Prjnt materials in Spanish. ,

..
. *

.,
,

.. ..:

. 2. Hire:a para?professionats ..

part-time totuse for fel-ow-up..
- .

4
,

3. Speak to itipervisor in next ...
: county where they have a -

simila.program. ..r
*

)
.

w
.

V

1.
* ,

.
.

.

1

.

Al .

; .

,by December .',
.

by October..
.

by November
...

.. a
. ,

. f

..
.

I,

be
16\. e

.

.
$

.
.

, ,-
.

"

-

", 1

.

-

,.

'

.

.

.

-..
'; .77,r,

Jack Sprat V.*
JuLio Ulu ,

.
%,.

. . ,....,.. 4

`.
unknOwn,

. . .\

. sui)ervisor: John t:
.. z

,.,
4

I
..

ah
'

,
.

.
t

*

.

.

- cost'of printing
- cost of. transfatioti
. .worker time ?
- secretaiial time

. . .
.$:6. .

./2 eOMMUn i t$Si : Outreach
- AgAncy
''' 'Day Care-Center/p
- Sylvja a. who. knOws,-

. John' T.
- visiting nurse who .has

worked with them'

.

'F. -.:

f.

4 f

. ..

.I
i

.

..

1.. . .

. .

1

.

.
,

.

.

.

..
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TASKS
.

.

4

.

WHEN?
,

.

.

WHO?

.
r.

0

R SOURCFS.

6.

2
.
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.
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.

no
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oa6Asizoici .Ntu. TRAINING EFFORT

TRAINER

Training is a place to share ideas, meet peoPte and find reinforce-

ment for successful performance. Since a trainer can help set the climate

for any qafning session, d trainer who allows people to talk,.. who listens 1

when trainees exprest ideas or confusion, and who provides silectfic feed-

back to them About-their involvement-tm the program'is setting_the proper

climate for the session. Allowing.individuals an active role in the

sessionslill probably increaie their involvoment reinlirce what they

have learned, and make the trainer's job easier. .

The trainer's job is simplified when s/he doss a thorough job of

planning, preparing for the'training event, and remembering all the

little details while conducting or producing the training'event. These

three phases in the training process are illustrated below. .

p

Steps in the Training Process

.

PLANgINd CONDUCTING1.PREPARIZI 40.

4111Nw.e

fl

the trainlng event,.

44,11k
S

1.71 -Ftobjec.ttVet

2. Establish 6ontent

3. Select-methods
,

4. Seleci trainers =';

.

. .

5. Design or-order train-
ing. materials

. .

. .

- .. .

.

,
.

1. Establish a time-line

, .

2, Contact trainees

3. ACquire organizational
support

4.. Arra* for:
- equipment .

- rooms
materials

f a

5. ReView contdht with
trainers; or practice

training yourself.
,

.

.

1. Review checklist.for
event

2. TRAIN
.'

3..Evaluate .

.

.
.

4

.

f 1 .."

. .

. .

,

.

.

.

. 1 -

. .
c.

. _
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TRAINER

e

:

PLANNING .., - Alm
iiik,

(
for training I

4

The first thing to determine are the training objectives. These can

be stated-as-"butcomes." 'Objectives.eitablish the content and-Method Cif-

, presentation. Once you have identifted them, you shOu14 have little

trouble filling in the Planning Worksheet.

At a later stage, these obActives will,help you evaluate your

effort.' If you have stated clearli WHAT yau expect to'accomplish by de

training, youiwill havea basis for looking at 114ther or not the train-

ing hhs accomplished your aim.

When you come to theplast step--evaluating what you have doneyour

training otdectives will prdvide you with the basis foii'determining'
4

whether or not you have dope whdt you set out tO do.

4

0

.

0

c

A.

tr,
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. #

TRAINER

PLai HEIM w o nsmNE[gv..
,TRAINING PI\COGRAM: (hame)

TRAINEES: (whq

PURPOSE:

(how many):

Outcome You Want:

Your objective-

be behaviorally
specific

Knowledge lls
ar1d4

-Required:
(to do task/outcome'desired)

'

tit
1

to be
,

Developed:

References;

Resources:
..,

Equipment:

,

Learning Points:

"essence" of
content,

kqowledge/skill

Meihod of

PresentatiOn:
(droup ,

experiences)

.

.

.
.

.,

.

I

,

5

I

-
.

.

.

.

,.....,,,..

t

,

.

A

J.

.

.

*

.

.

,

4

r
o

-

V

'

3

4.

5

.

.

.

.

'.

t

.

,

,

A

.

.

5

s

5

.

.

,

t

.

5

.

.

,

'

.

.

'

,

.

.

..

.,

125

5'5:



a

. I

a
9

A training event usually requires the gathering together of many

people atid AdVibte-p1ahnin9 it the.key16-§etting everything

fOgether, at one place, on time: To help you establish a timeline for

'each ofthe parts necessary(ior youriraining, see the Plieparatiol.

Worksheet on the next pages.

"TRAINER ,

a

'-

s

,
. . . 4

. .The list of questions telow can help ytw consider sonte of.the

organizational factors that tiiiy have an effedt on your training eueat....."04-----1-77

How clear are participants e4ectations of the trainJng euent?

Do they know why they are being asked to take part? 404

- What are the.levels.or jobs of your trainees? Are they all on
6 E

10

,4,1

the same job rung?
1.

- How relevant is this trainin4 tóiactual jog performance?

416
. How clear are your objectives for' this training? -N

-'0ther than trainees, who else i4 thesagency is inveivedin this

trainitig. 'event? Have they helped plan it? Will they help rUn

it? Do they openly'support it?

`-?

.4

12f?

4

p.

.

, 7,7

11)1

. _

4

44..

d.
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I

4

p.

TAINER,

,

.. .

.

..

,

.

1

TIME-LINE
1

(years, months, reks,

1

days)

.
.

CONTENT:
,, % 1

,
1

1

.

i

DeVelop and

Review Content

1

d

I 4

I
1

.
.

.

1

. .

ArranOe for
/

Trainers

.

.

.
I

.

.
A

',
I

1 .

Develbp, .

Materials

. -

,

I
1

Practice' .

, J..

. I

1

1 - ,

I

t

,

.

.

LOGISTICS:
..

Contact

'Trainees

.

, i

1 I

1

1

1 .
1

,

.

1

Agenc

Support

Roomt-and

Equipment

.

. 1

1

1 .

1

1

.

1 '

I

I

1101sN146-
i

0

4 .

I

I

4

I

1

, ,

c

Other
t

,,
,

,

.
I

1

1

I

,

;ti J

I.

4,

77 1

i
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4,

4

,
If you have adequately planned and prepared, the toaining event itself Y

,.

sh2u1d run smoothly. Use the ftent Guide to make certain you have every- %

thing necessary for the training session. .

,
. ,

,

4.41

TRAINER

(

Some trainers also findca trainer's notebook helpful. The notebook.

can be an aici in organizing the training event as well as making certain

you have oovered everything you have planned. Your ndtebook might have

subsections for each session.or activity. These subsections might include:

.- the objectives for the session; ,

- an.agenda for the/session;

4.

- an.outline Of the.content to'be presented;

- a ,.'.opy of any handouts you are using;

- a few brief closing or summa'rizing of pointi covered; and

- space tOmake notes.on parqcipants' responses to the session.

!rone of your.oh-going responsibilities is.to conduct or facilitate

tinainingl yoU may want to begin developing a'resource file to fill this._

need.

Vlhat folSLows is'a suggestion of how to d6elop your.personal notebook
,

/ :of trai ing ritsources. Use it to: k ,,
:

-* h lp you think abo t kinds of resources no. t previously utilized;
.:-.. .

- s rve ai a model o one way of Organizing thining resources; and
k 1.

'... provide a structune for sharing information about rissources
with other supervisors, both in and outside this training .

session.
1.

Location can and does.affect the kinds and quality of reiources

available. Some resources, however, may Obi implemented on a regional basis,

and .th: regiohal staff development.specialist or program specia)ist may
.

4.
know 4)out resources appropriate:for your staff,developmentand training.

A
/weds. Following'the EVent'GUids you will find a description and sample .

.

of a train,r's resource file. .

,t
78

.

*
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1RAINER

I. PROGRAM

Name:

dts.

Type of training: workshoP ( ) ecture ( ) orientation ( )

voluntary ( ) mandatory ( ) pre-registration ( )

II. PRE-PLANNING SCHEDULE

Need assessed: 4

Target group:

Key. administrative contacts:

III. LEAD TIME SCHEDULE

-,Selection of site/facility;
r

Location: Date: Time:

Speakers: Contacted: Confirmed:

Equipment needed:

4.

Handout material: to be drafted: al.ready drafted:
)

date to typers: __. date returned: ......
.

Registration forms/n4mos: 1

to whom sent: deddline date:

Agencia prepared;
.

date sent:

p.

to whom sent:

Number of sessions:,

.Size of group expected:

IV. fiALUATION AND FEEDBACK PLAN

0-

IM111.01...1111111MMI

4.1

. '79
t.

4
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' .

A.

4

N.

EY

eby

4.1

LOGISTICS- #

Sign-in sheets:
. yes ( ) no ( ) .,

Agendas:. ' , yes ( ) no ( ),.

..

-Handouts (amkunt): yes ( ).. no (.)

Blackboard: '.1.
_

..

chalk:

yes ( ) 'no ( ) t

Water pitcher: yes ( ) no ( ),

,Glasses:
.
4

. .

. yes ( ) no ( )

TRAINER .

Microphone: 4
, t Yes 1 ) eo ( )

.Check lighting: converters:

Check Outlets: extension cordt:
.

.
.

ROOM, ARRANGEMENTS

Theatre style: classroom style:.

Table: chairs: ashtrays:

Posters/signs:

Bulletin board:

(post notice if change in program)

Pencils: paper: note pads: ...:...
IP

Badgesin'ame tais: table for handouts:
>

Music: .
( yes ( ) no ( )

Guestor di/4nitaries: ,

,

.

yes ( ) ( )

yes ( ) no ( )

1

131

80
,.,

4 4 .'. -:. . , . .... .

k.t'e r ,

*
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TRAINER'

**TRAINER'S RESOURCE FILE: MANN3ING TRAINING RESOURCES
51

Many of the materials have been provided 'cor this training. However,/

as people develop on their jobs and as new worgers join the agency, new

needs Arise for additional training: If one of your.responsibilities is

-to help workers-or *other staff in youragency receive training. for_identi7._

fled needs, you may want to begin:developing a resource file that indicates
. f

where some skill and knowledge can be had. .

Whaffollows is one supervisor's notebook of training *resources. ,This

materials is designed to:

- help.you think about kinds of resotires you'havs not

used before;

-.serve as a model for'organizing training resources;

and
t

- provide i structure for sharing information with.

other supervisors, ,

People and agency resoUrces available to you and yourunit vary in

different areas of a state. However, some resources mo be eAployed on..'

a regional basis. The regional staff development specialist or program

specialist may km:iv/ aboutTesources within the region thatmeet your

staff"development and training needs. On the following page-is a list of

"Mformants" or potential..stockpiles of information about training

.

resources. .

t.

'''
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INFORMANfS ON TRAINING

TRAtNER

POTENTIAL SUPpLIERS OF

TRAINING_ RESOURCES

WHAT'S ACTUALLY AVAILABLE TO YOU

(fillh1stn _

Regional staff development
specialists

Regional'program specialists

St office staff development
11tbrary

ocal public library

Child welfare and social work
journals, such as:

- ChildIWelfare 4

- Public Welfare
- Children Today
.- Health and Social Work (NASW)
. The Health Gare Financina
Administration Record (HCFAIHEW)

UniVersity/college/community

- college libraries
- film or media centers
- college faculty
- graduate students

Other DSS program supervisors

Staff development and training
journals smch as:

- Journal of the Amirican
Society of Trainers and
Developers

Other agency staff

Public Health Department staff

1

j

.

.

When you have completed this list go to the next page and examine a

sample,page that might go into your own trainerq resource file.

t

,
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RESOURCE FILE

TASK:

EXAMPLE:. Interview poteptial clients

;!i!) ' \ \ \
'14

.11

1

re

.

TRAINER

S.%

Resources:

(name, agency)
or (name, book)

. ,

..

(address, phone)"
or location) .

.

,

,

.4
.. .

.

I.

need
^a ddressed)

.

Examples.:

DSS state office
Staff Development-Unit
attn: John Doe

. .,

public library.or
state office
see John Doe'

,

. .. .

. .

.

.

.'

.

,

. .

outreach skills
interpersonal skills
interviewing skills ,

. .
.

.

f.

,

-7-i-

Communication skills,
appropriate feedback

.

.

,

.

.

.

.

/

.

.,

ilk .
..

,

DSS Training
"Interviewing Cients"

,

.

Pfeiffer, J.J. and
John E.-Jones, .

A Handbook of Structured
Experiences for iiuman

Relations' Training,.
Pp. xx, Iowa City,
University Associates
PY*ss, 1971

. . ...........

.
.

.
.

11

Ir

.

4
4

4.

1
14

7,N . t n
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, ADDITIONAL EPSDT TRAINING MATERIALS
4

Orientation to EASOTi'..Training uide A

EPSDT: 43verview of the Medicaid Early and Periodic'
Screenings Diagnosis and-Treatment Pr;ograni

. %.

,.

EPSDT: A Brief4h1story of°the Medicaid Early and
Periodic ScreenipgieDiagnosis and Treatment

Arogram
i .z..., ,

EPSDT:4The'Administrative Organization of the Medicaid
Early and Periodic Screening, Diagnosis and
Treatment Program

EPSDT: The Clients of EPSDT 1Their Ekoeriences
with Medical SerVices

lr

EPSDT: schild.Health Information For Workers in the"
Medicaid4PSDT Program

EPi0T: "Delivering EPSDT'Services.

t

>"

(

. 43s

84

e,

cl

;
II

. 4
)4.

.".

.

..
,

4
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