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Pages 1-104 can be found in
“Orientation to EPSDT, Train-
ing Guide A, Trainér Instruc-
tions." Pages 105-127 in this
"Workbabk are extracted from
.Trainer Instructions for use
by- Trainees. -



INTRODUCTION e
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ﬁﬁhis workbeok 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 as a . v
reference when you return to your job! .

a L

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. ’
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Lxercise

- .~ “No. 1° ) , .
0 : . g > ,' ) ' - I 4 - . / 2
™ R .3 ) . . I‘ ( \
[ . '. ' [} ‘ N ' ' . . ‘:~ )
. , - /PI(ZTURING My Jos ‘ - <> -
. ' 6 . .o ~ ' :
) Instructions: . 4 ' S : ‘
$ ' . I
Draw a "gicture qf your job" in the -shape of a.pie, or a cake, -
or a donlt, including the services you deliver or the att‘yities' .
you perform, Your pie might Iooyp}{3e this:
. . N
. X . . ‘ .a
Local LPSDT Worker e Local Social Services Wqrker .-
S -
» //
e ~
“Outreach Referrals ., Famil' B, )
‘ y EPSDT
Assistance - ,

Transportation
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" GOAL

PR 4

Outreach?

Caséfinding

e

\

Support

WC RK@W

_ OBJECTIVE :
(specific and measurable)

o = 1

e e

Publicize EPSDT on
v a radjo program

e i e e

as

Inform 50 eligible clients
~in a one month periqd

Y (4

Follgw-up/

Case Management

- po—

Get a teenage c¢lient to an.
-8:U00 am appointment

) B T

— Y

Contact every client after
a scheduled appointment

) ' -

+

INTRODUCTION TO. TASK

'~r1de into town _when_the nelghbor goes to work

-~

/

Exercise
No, 3

E

ANALYSIS .

TASK
(WHO does WHAT to WHPM and WHY) '
7
1 make arrangemegfs with KJCK to do the proggan. |
The EPSDT supervisor decides what . to say on the
program._

we want it to be in our own words.

_Mary and 1 write the script because

T e e e e e e o —— e —— o ——

+The teenager asks a neighbor if she can have{a

R Tt — . ————— e

[ will keep an information system so I know when
I will set aside

the a 'Epointments are scheduled

fgg_thiqmprectjygrv_I w111<go tg_cllents homes

if they can't be reached by phone,

X

10
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PREVENTION | : ’
.. AN X '. ' '. ) . ' i
. - L MeL Walker ' o U , '

. Mr. Walker is a welfare worker who didn't understand the EPSDT
S program or how it works. Oné of his clients, Mrs. B., had a two-
.. year-old boy. Mr. Walker was reluctant to suggest: the LPSDT pro-
Cgram because he diqﬁ't want to appear ignorant; and,’ of course,
Mrs. B. didn't know about the program. - : '

- _ " When John started school four years later, a squint was hoticed;
. one eye was lazy'and turned in. . He could see with his good eye but
. because he hag/gnly one working eye he ‘couldn't see three dimen-
.sions or percgive depth. He is having trouble learning to read,
. and his teacher has told Mrs. B. he is a slow learner. He will
never be able to get a driver's license or work at jobs that re-
quire depth perception. T

o

' *
Manuel Ingran -

I selected training as a jet engine mechanic when I volunteered
tor the U.S. Air Force. After my military service, [ planned to work
at a big metropolitan airport where jet me?hanics are paid high wages..

{ ~ ./ Bu?’l couldn't pass the entrance physical examination because I
) missed my Sabin oral polio doses as a kid and have a slight weakness-
p . Inwy arms from the mild case of polio I had in August, 1971.

Also, when I was three yearé 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. Now™whey say I have "platter foot" because

the width of each of my feet is almost as great as the length.
’ I missed.out on.becominy,a jet engine mechanic! '

’ : A \ »

GOALS OF PREVENTION are:
to STOP health probkems from becoming worse;

[}

to PREVENT some health problems from occurring;
to CURE an, illness; ‘ "o :
to MINIMIZE the effects of some medical difficulties.

« ¥

.
) .
. !
D‘ )
!

T TT T T T e e ]

.Adapted from John L. Simon and Patricia McArdle, A Self-Instructional

¥9gy]9_for Marketing .EPSDT fo Clients. Harvard School of Public Health,
9750 - Al . A - . - h ) R
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. . . Exercise -
R ‘ ]
. | , ] 5 ‘ ’-'t' NO..B
\ : ’ "
e [}ﬂN :@@ U‘
\ . . PUBLICITY FACT SMEET A .‘ . ;

What EPSDT is. EPSDT stands for tarly and Periodic Screening, Diagnosis

.
—
.

and Treatment. 1t is a preventive health care program for eligible
children and youth.

- ' : ¢
2. WHO is eligible. (varies by state)- A . o ': Tos
3. How much it costs. EPSDT is available without cost to, eligible children
and youth. ‘
4. EPSDT )§_yolgntary 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 t1me can save needless suffering and prevent permanent

impairmen t : -

"6 Content of screening visit. Children are screened for such th1ngs as
dental, visual and hearlnq problems, anemia, lead poison1nq, sickle cell i
ALrait, tuberculosis, physical and emot10nal development, and more.

N
. s /. Hoy_t?ﬁpT_ygr5§, Screening appointments are usually arranged by an EPSDT
<worker from ' ’ '
it O . ,
o 8.* ~ Many use own source of medical care.. Client$ may use thelr own docOOr or
jf*‘- : * clinic for EPSDT screening-if state po]1cy ‘permits.
LR
9. EPSDTNis available on a continuing basis. To maintain good health care,
, berlod10 rescreenings are part of the EPSOT program.
) 10. Includes diagnosis and treatment Health screening by itself is not. enough
LT EPSDT also.provides for diagnosis and treatment" services--all available

without cost to eligible children and youth. - -

. 11. For further information; contact:

e
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’ ’ "o Exercise
‘ , * NO. 90
- WORK@[H‘J SET -
e : E'LIGIBILITY CRITERIA o ' .

In order to receive EPSDT services a person must be;

¥
4

* 1. \Under 21 years of age,

- 2. Eligible under tge state's Medical Assistance Program g
’ (Medicaig)

*People who fall into this group may be in seme or all of the following
categories depending upon.state law and regulations. ’

() 1. Children from low income families nho receive cdash -grants from
the state as part of Aid to Families with Dependent Children (AFDC) S

() 2. Children in families who reeeive Supplemental Security Income (SSI)

(- ) 3. Children in families which are eligible -for case grants but have v
not applied for thé grants. - '

s - ":--,. .
( ) 4. Children in foster homes or private institutions for whom the state
’ has some .f inancial responsibility
( ) 5. Children in public institutions.
. () 6. Children in u.nemployed father families. - .
.' . L4 ".ﬁp .
« () 7. Children in families above the financial limits for cash assistance,
but classified as' "medicaily needy" and eligible for Medicaid
benefits ' '

v

Put a check in the box before each group whigh is e]igible for EPSDT
in your state. _ , .

N

\

*
. -y

3 {5
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 Public Assistance ("Welfare"):

\ Medically Needy:\
)

HANDOUT

Cash and other assistance“brovided to families with dependent o L
children (AFDC) in all states. In some states other groups
may be covemed. In the past certain adult groups such as the .
blind were included under public assistance, but are now
coverex under Supplemental Security Income (SSI) (see below). ™~

Medicaid: : - : S

Medical assistance available to certain categories of low in- e
come persons in medical need. Authorized under Title XIX of

.the Secial Security Act (1965). Eligibility and benefits for
Medicaid vary among states, . - )

<

A term used in some states descrlbe those whose income js

above minimum required for public assistance payments, but who.
need wedical care. .

* . s

Medicgre:

- 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
eligibi}ity benefits are uniform throughout the country. ot

Subplemental Security Income (SS1):

Aged, b]ind and disabled peop\e who have little or no income and
resources receive payments under the federal program of Supplemental
Security Income. The federal program replaces the former state-
federal programs of public assistance for these three groups (old

age assistance, aid to the blind, and~@id to the totally and per-
manently disabled).



@ ¥ ' ~ . )
GOAL: Jdentify o o . vt e Exercisi
. Eligible . _ ' ) Nb. 9
~ Clients E E T‘ S\
" . l‘ | ‘ . ‘A \ @ ﬁ K@W - | | . | \‘ )
oL 2 . DEIERMINING ELIGIB{LITY ‘ L
\ , OBJECTIVES ' . : . TASKS '
Identify children | v ) ’I _will obtain a 1list of allypublic childcare institutions in my area.
In public institutions "I will contact each institution and explain the avai]abi]it_y of EPSDT.
1 will obtain a ]1st of all children in each 1nst1tut10n
Identify children | o
in families who " ) *
= receive AFCD — -
wun . --
— : . —_— i AY
) Vo ) L Lo :
Identify children B ~ A " et
in "medically needy" : w _ , '
category ! ‘ . “—
o ) . ‘lb
a t /l
’ . . . . ] }
‘ ‘ . . !
w‘*. - x /f.',g
\N ) o ' ..< .
v ‘ ‘
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Exercise
No. 10

Ay

- HANDOUT

INVENTORY OF 'COMMON EPSDT SCREENING PROCEDURES ~ '

/ . e

Scréening'For

-”»

b

Purpose

MEDICAL HISTORY

PHYSICAL
EXAMINATION

-IMMUNIZATION

STATUS

Diptheria, Lockjaw
(Tetanus), Polio,
Measles (Rubeola),

. German Measles

{Rubella),. Mumps,
Whooping Cough
(Pertussis)

4

DENTAL .
DISEASE
TREATMENT

| eve_eroBLEMS

- The medical history is the first step in assessing

health status. It provides a profile of a child
or youth's previous health care and describes any,
preyvious health problems. A

The physical examination helps the screenijb staff
discover those diseases and health .problems for
which no standard screening tests have been de-

3

veloped, including evidence of child abuse and/or

neglect. The examination includes a complete head-
to-toe inspection, blood pressure, temperature ’
measurement, and observation of movemenp;'ﬂﬂqcoor-
dination.y " - o

A cHeck on immunization status is done to ‘ensure thqt
every &hild is protected from preveritable diseases
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.

< : < -
. . . A

Since it can be predicted that almost all children
will need dentd1 diagnostic and treatment brocedur
a component of dental services is included in EP
to assure access to dental -care, to establish a

" permanent dental record, and to refer the chilg back

to the dentist for periodic_eva]uq;ion and tir€atment.

E}gs are examined to detect visual impairments which
could interfere with the development and education
of the child.

e 19

i
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< ‘g‘k. - 4 )
‘e | . Screening Foy ' ( ' Purpose
- T { . L ’ "
HEARING | “Hearing .is checked ‘to identify children who have
‘. _ 4 reduced hearing sufficient to interfere with e\
« o, o their soeial  life.and educational achievement. -
. 20 PO . . L
.. ". . ’ . M e :
GROWTH - ' _ Children are measured and weighed to help identify
o ASSESSMENT . diseases or conditions which interfere with normal
oo .J{‘ ‘ . growth; for example, undernutrition or neglect.
‘DEVELOPMENT ] ‘“bevelopmental assessment (an appraisal of the
: child's _progress in terms of defined milestones
of .organic and functional development) is used to
identify children who significantly differ from
the averqge;jn psychological, neurological, emo-
tional, or physical development. When préblems are
v disqovered, referral is made to remedial or com-
, pensatory services. .
TUBERCULIN ~In pdpulations where tuberculosis is present, a -
SENSITIVITY test for tuberculin sensitiwity is used to discover
. £
' : tuberculosis infection. Infected children should
=~ be treated. . )
BACTERIURIA , A urine specimen is examined-to ident¥fy individuals

who have urinary tract infections but no symptoms.
Undetected urinary tract infections can lead to
permanent kidney damage. : . .

ANEMIA ) ;/& blood sample is drawn and analyzed to identify
‘ iron-deficiency anemia which may result from poor
nutritional practices.

L@AD » Blood lead level is assessed to prevent disability.
ABSORPTION ' : ~and death from lead poisoning and to alert public

: . health officials so that they can find the 'source -
s e of the lead .poisoning. . ' '

a*

SICKLE CELL Sickle cell is a genetic condition 6f the red blood
' cells found among black people. A mild form is called
‘T §ickle cell trait and a severe form is.called sickle
.| cell anemia. People with sickle cell anemia are re-
. “ferred for the relief of symptoms. People with sickle
cell are given jinformation and counseling td help
.. them make" informed decisions dbout reproduction.

~ ]

_ . . 117 .
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.
R . ' - ..
. ™ . . = Ty N : ! . o Ny
: S HANDY GUIDE TO EPSDT - - '
A
1. Preventive health sqrgénings canm eliminate tragic disabilities .
[ L \,

later in life. ' '
' P

2. £psDT makes good health care available to children whose families
"could not otherwise afford it. )

| B 3. EPSBT is available without cost to eligible children and youth.
’ 4. [PSDT 4s voluntary, L oo L.
5: - If they choose, clients can use their usual sources of medical

care for EPSDT screenings, djagnosis and treatment.

6. Transportation and child care services are available.to help ~

. : clients érkange and keep their EPSDT appointments. ,

. . » . . . . . '.-*?.n,

- R
- -~
'1
¢
®
’ ]
/ | 3
) ‘ / .
4 .
. 118 2?1




. WORKSHEET

\

N .
This worksheet is pr0v1ded for any notﬂs you want to make about

presermting LPSDT information to clients. Note the settings and the

Qecific clyes to look and listen for as }ou.try to premote your 7
_program, |

L4

- Setting . ' ) Clues

THE WELFARE OFFIGE o . ’
(including the Medicaid

or tPSDT unit; the wait-
ing room, etc.)

A CLILNT'S HOME " ' ) ' ‘.

A PROVIDER'S OFFICE
(including doctors,
dentists, clinics, other
social servides)

OVER THE PHONE
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_ Exercise
- No. 12
v WAND.@ li
TELEPHONE COMMUNICATION CHECKLIST . 7

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

P ( g]ient, do you:

SOME | .
Time | NO -

‘ YES

Greet caller or person called pleasanthy?

Identify yourself properly?

. Ask tf convenient to talk?

Explain purpose of your call?

I |~

L 4

Ask client to write down 1mportant data,
i.e., appointment time, dates, addresses,
phone nlmbers? Explain wa1ts?

P

6. Maintain a pleasant tone of voice?

. Empathize and/or sympathize with client's
- problem?

Listen?

"~ 9. Use the client's full name often and
pronounce it correctly? -

10. Offer to take the message for absent co-
worker?

A

: T . 11. Leave word with swjtchboard where you are
, P going and when you will return to your desk?

12. Keep pencil and paper handy?

13. Repeat agreements reached’réfore ending the
- call? L2

14. Speak directly into transmitte#?

. . 15. Anticipate data you may need and hdve it
: handy? .

s : , .

——— -

Keep this by your de;k for a handy reference.
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" Exercise
12

e e = e+ - —n

o WORKING IN DIFPERLNT SETTINGS oY
SQtt]nq ) ~NJ~‘—w~ﬂ5;;6£;§és . 'Di§gdvantages L f’ :
~ » R "ML . R . |

Saves worker s time | Client may feel threatened . o

IN WLLFARE OFFICE
{including Medicaid/EPSDT
unit, waiting rooms)

A1l necessary information is read1ly

ravailable
May seem like a morg¢ offic1al program

Claent may not be able to get-there
“Welfare Office may have a bad image far’

some clients; this may rub off on =
. EPSDT programs: . -

"OVER THE PS&N{

P . —— PA 3
4

Saves worker's time _ .
Gives client more distance; ‘room to
make a sensible decCision

IN CLIENT'S HOME

’

h——-o——;———-—-—--—-.--—-..—.-:-. -.—-.-...._...1.. ~

Saves cl1ent s time

Client feels more comfortable ' .

Shows worker's interest because extra
effort 1s made

- B T R it

Y 1

1e

Impersonal . ' o .,
Easier for client to say no™ = * -
Many clients don'ty have phones ..,

Non-verbal communication is out

Requ%fes extra’effort of worker
May be noisg, too many d1stract1ons
from children, etc.

—ar

IN OFFICE OF SOME OTHER
SERVICE -PROVIDER

K

May be easiest place to contact some
clients ,

EPSDT may have more pds1t1ve image if
related to another serv1ce in this
way -

Can utilize support of other service
provider

May not be an available setting
May be noisy, no place to have;/a
discussion . g

AT GROUP MEETING OF EPSDT
ELIGIBLES IN SOME OTHER
SETTING

Can reach a number of eligible cli®ents
at once ’ :

Clients may be less threatened in a ;
group

Some group members can help conv1nce
other of benefits of EPSDT ot

™~ v

7
More d1ff1cult to answer jndividual
concerns

Some group members can d¢iscourage others

/"
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Client:
l_—‘.—l‘

Worker:

' -

Client:

Worker:

Client:
e

&

[/,lsljpptﬁ
Worker: .

Exercise .
No. 14 -

AR
P N

. i . ,'. .‘..‘ - )
/ ‘ . - R :)'. *
. ' * . R Y PR
. R
.o N .
LI
4t
L L. -
& . - . .- -

1
. .
. . . . ]
{ . - : A
'I . :.‘ -

'SCENARIO - APPROPRIATE RESPONSES®

(to self, approaching door)’ 1 hope Mrs. Cox is home today, \ ‘i;:‘:ﬂ
[t's important that I talk to her. . (knocks confidently). R
S ' N~ A
(opening door) Hello. What do you want? | o ) A
Hello. TI'm looking for Mrs. Cox. 1233
& b
['m Mrs. Cox. . 2N
) ' ) o

Hello, Mrs. Cox. It's nice to mget you. My name is ' ’ '
. B .

and I work -at the Welfare Dapartment. I want to talk to you about
a health_program.,available without cost for your children. (without

_hesitatig:s- nd enthusiastically) . :
A1l right,\come on in. = : . ' ¢
_ B ' . .
Thanks. . ) ’ . . v
Well, whgt about my children?.... .t
'y , .
“ 4
¢ -
o j ’*
~ o .

.

BTV M

Adapted
for EPSDT:

from John L. Simon and Patricia McArdle, A Self-Instructional Module

Markéting EPSDT to Clients. Harvard School of Public. Health, 1975.

L J
- *
- 14
N . A N
4 -
. N \ &
s 1222 o '
RE . ‘



- . D . ‘ ) Exerctse
~ . . No. 15
| . u
- ’ ’ . -
< N : _
" USUAL QUESTIONS ASKED BY CLIENTS
f ' |
I. Why take the kids -to the doctor before they are sick?
‘< 2. | have b.een taking my"chﬂdren to the doctor regularly for years. why'-

' should 1 go to a new place? . ) ,
ﬁ\_-i. * . . - . . . ‘
i N 3. How 'much does it cost? S
1; " 4. MWhat's in it for me? - N ' '
4\ ‘ S B Co :
/{q’*; .7 5. Do I have to participate? Cs
:."*\- \ e . -
Q:‘(’ {}é/ 6. Who does the screening tests? = , ) -
" \ . 7. What are these screening tests? Whiat do they mean? *
f" f' " 8. Howgare we sypposed to get there?
é’ﬁi . Y. Who will look after the other children when 1 go off to a screening
oty ., appointment? ‘ ) : '

.,_}_.-*;.;' {3’\;' 10. Can't.l just take the kids to my regular doctor?

v ¢ . . Can you think.of more questions? o ’

-/

~

. 2 27




Exercise
No. 15

-~

© HANDOUT

PROMOTION CHECKLIST
(What to include in an EPSDT [nterview)l o

-

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

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

3. After screeniné, the ‘need for diagnosis and treatment .
4. The importance of periodic rescreening.

5. EPSDT is a service availqble without cost to elegible children and youth.

4

6. EPSDT is absq]utély Voldntary.. N

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

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

’ . : 4
ot s e e ®
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 comiunity 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,.




Exercise
No. 20

- | . RESOURCE FILE — /\ : |
3 x 5Card Format: - . . Looseleaf Format: L

o ,
Front
. . . 5
Name of Organization/Agency/PetSOn/Group/etc. , Name of Organization/Agency/Person/Group/etc.
- . O
Address: - _ Phone: Address: ~
Contact-Person(s): _ ‘ Telephone: |
Elfigibility Requirements: - o Contact -Person(s)::, .
Financial Arrangements: ) Services Offered: Description:
. ' . £ ‘
P 52 Special Information: 1. .
2. .
3.
e _ fq 4,
— o o . Eligibility Reguirements:
Back Financial Arrangements: ‘
, Special Informatioq:‘
Services Offered: - Description: '
‘|l 1. | |
2
3 * ~ . . * L4 s
4, _ . . y
5 .
| |0 .
A ¥ 1
» Fi

Pl




\ R B T a
GOAL: Follow-up/ c .
Case Management .

. WORKSHEET

<

Exercise
No. 21.

TASK ANALYSIS

*

. OBJECTIVES : — | TASKS .
- -~ (clear and specific) (Who does what to whom and why)

w

Recontact Mrs. Lee who was unsure about : .
EPSDT on the first contact. N

-

“| Reschedule a dihgnostic appointment for o .
Brenda Wase who missed her scheduled
appoingment.

—
n
o

Arrange a screening appointment for Jimmy ]
Barrett who was screened a year ago and | - .
now is scheduled to be screened again.

L)




Exercise
No. 22

HMANDOUT =

127

c o3y T

“f‘E‘.F
- Jﬁ‘;‘{.

L

~ 8y
. ‘e

7

. . SAMPLE FOLLOW-UP PLANNING “SHEET
(From Follow-up Notebook)
"ﬁ:;": | check 1f
Client Purpose Taken
Date: . _Care Of
n] :
2 Jill- Johnson Did keep treatment appointment?
3 B
4"
9 Kopeck' children Did keep screening appointment?
6 . , o
7f Bobby Bliss Did keep diagnostic‘;ppointment?
8 Roy Pickering Is mother now interested in EPSDT? | "o ?
9 Morton family Now interested in EPSDT?
10 Margaret Spencer Did keep screening appointment?
w 1! ' - L | Y
12 '~1’. .
13 : »
14 ] '
15 o . Yo —,
16 magyiénd Martha - Rescheduled appointment arranged?
cNe. .
. 17 ” :jﬁhm*fif .
etc.

1
| I

SUS QOVERNMENT PRINTING OPFICE:197) ~ 730.73¢ 1.3
. . d



PROBLEM SOLVING
I N
EPSDT

'TRAINING GUIDE.B
) Trainer Instructions ‘.w*_fw”'/ﬂ————’//
Trainee Workbook
Aids for the Trainer : :

by

Carla Overberger, M.S.W.
with contributions by

- . L N

Armand Lauffer

Lynn Nybell .

Michael Sherraden _ .

Prepared by the EPSDT Training Materials 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.



SPLCIAL NOTE

Since the Child Health Assessment
Act qf 1977 (CHAP) is currently
pending in Congress, the require-
\ ments of this new legislation
1 have been reflected in the final
editing of this document, ’

S »

oud

-

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 ERSDT Training Materials Development Project
at the University of Michigan, a collaborative effort
. of the School of Public Health (Department of Medical
Care Organization and Program in Maternal and Child
Health) and the School of Social Work (Program for
Continuing Education in ‘the Human Services?
Co-Directors are Eugene Feingold, Ph.D., Armand
.Lauffer, Ph.D., and Ruben Meyer, M.D. A1l products
were prepared under grant number 47P 90036/5-01
from Public Services Administration, Office of Human
Development, U.S. Department of Health, Education,
‘ Zﬁd Welfare, under authority of Section 426 of the
social Security Act. ’

[

& : -

] .
Addftiona] copies of this and other project materials

are available from the U.S. Department of Health,
* tducation, and Welfare, Health Care Financing :

Administration, The Medicaid Bureau, Offtce of Child
Health, Washington, D.C. 20201

. Project - -
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7 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 discuss.some of the

features of the Medicaid Early ‘and Periodic Screening Diag- |

nosis and Treatment program which are common to all states
and {llustrates some variations in their implementation.

Although the term EPSDT 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-Check in I1linois, Project Health
in Michigan, etc.). .o

o
v

e,

5?69911 | -
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TRAINER

~

INTRODUCTION TO TRAINING GUIDE B

) ) Vrey
Problem Solving in EPSDT is part of a comprehensive: tr ning program

. designed for EPSDT workers. The complete: pragram includes six informa- .

tion booklets on EPSDT and related"programs, plus Training [Gitde A,
Orientation Taining for EPSDT Workers. Guide B is designQd for use
with experienced EPSDT’workers familiar with !'L basic req 1r¢ments of
their -jobs. It may be used as fo¥low- up to orientation tra“ning, but
it is not dependent upon it, '

The 1ﬁformation bookTets 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
training. For example, the booklet, Delivering EPSDT Services can--

tains_so]g}ions that have been found useful by workers in dealing with
problems encountered while working in EPSDT programs. The booklet, Child.

Health Information, contains information on children's developmental

stages and life cycles

The problem solving approach used in Tra1n1ng,Gu1de B presumes -

that the participant brings both experience and knowledge to the
learhing situationj Each participant is a potential trainer, serving:
as -a resourte for his or her co-workers iMgthe trainipg group.

The activities in Problem Solving SDT.may be used to:
- prov1de EPS?T worke?s and. supervisors with a means

>

of systematically reviewing what workers do or
should do in performing their jobj;

- provide EPSDT workers with a mechanism for identi-
fying problems that emerge from try1ng to meet Job
requirements;

- assist EPSDT workers and supervisors in generat1ng
desired or "ideal" solutions to’ those problems; and

-- select from among alternative strategies for "doing )
the best job possible "

/ . - A . : .

10



} ;pd feasible solutions to those problems. Since the
' %— s 1mp1ementat10n of a change, training activities

" . i

X’Fé YO@&ARE A supeawsor#of several EPSDT workers, you might:
ﬁﬁ_this ‘training with your work unit;

it with another unit in a nearby
together w1th the other super-

)'

1

vis \
- cond:&§ this traintng with workers in your unit
and stMcted relatsd health and social services

staff % asdécrﬂﬁping ?f‘“‘c nurses. -

IF YOU AF
EPSDT program ‘¢

night: ¢ N
- conductr@dsitrainind with .EPSQT workers and their
superv Jaepr . \ .
- 1nv1te5wawkérs aﬁﬂ supervgsors from another agency
to a combined train‘ng session, .

IF YOU ARE A REGIONAL OR STATE OFFICE STAFF DEVELOPMENT PERSON or

EPSDT program specialist, you might~

- invi¥€.Séveral local agencies to send representa-
- tives ,of work uiiits and supervisors; or :

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

STAFF DEVBLQ?MENT PERSON in an agency’ that has an

3

« v

-

The training program is flexib]e and sqdaptable for use in"numerops
settings. Use your imagination! ' *\3 ) ]

o t

. .
hd . < L ’

- TRAINER

1

~

* BYS
ye !



OVERVIEW OF THE TRAINING PROCESS

”

TRAINER

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 gidn the most- from the éxperiegte,

R B all ‘§ix should be used as an 1n{égrated and sequential pvocess. Each

activity, the estimated amount. of time needed to conduct it, and the

o)

/

issues discussed are summarized in ghn—d*ﬁgram below. Use it to decide
how you want to-schedule the training program.

S

Time Needed on Problem Solving Activities v
- * * .
Activity | Estimated Steps .
Time . - ' i
NI 2 hrs. TASK ANALYSIS . {What do I currently
: L do?)
2. | 30 to 40 -
' i min. PROBLEM IDENTIFICATION | (What isn't going
. : ' as well as I want it
J'.'." ’.. 'to ? ) .
3, " 45 min. PROBLEM SELECTION (This is what to work i
¥ to 1 hr, AND CLARIFICATION on!) .
a | 1172 to PROBLEM ANALYSIS AND | (Where does the prob-
1 3/4 hrs. DECIDING ON A GOAL lem come from? What®
; . -+ goal do I really want
. it to achieve?)
5 11/2 hrs. CREATING AND ‘| (what might I do?
SELECTING ALTERNATIVES [ I'11 do it this way!)
6 1 hr., IMPLEMENTATION,,, (Give it a try!)
s\ . -,
20 m¥n. .
s -
. 3




TRAINER

'I_‘ \ : \

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 dgency's operations? \
Option ll ‘Conduct three part-day sessions,,either consecutively or
R over a period of three weeks. ~
R o
Dav 1 1. Task Analysis
y 2. Problem ldentification
e B i h e e e e e
Day 2 3. Problem Selection
y ¢ 4. Problem Analysis
5. Alternatives -
Day 3 6. Implementation
Options ~Conduct two part-day sessions. ‘ -
2 & 3 : _
Option 2 = ' Option 3 (
1. Task Analysis '

Day 1 1. Task Analysis Oay 1
: 2. Problem Identifi-
cation

Day 2 | 2. Problem Identi- {| Day 2 | 3. Problem Selectien

fication and Clarification

3. Problem Selec- 4. Problem Analysis
tion" and Clari- and Deciding on a

. ~ fication Goal . . N
¢| 4. Problem Analy- 5. Creating and Select- {
. . sis and Decid- | ing Alternatives h
‘ ' ‘ ing on a Goal v ’ .
' . 5. Creating and | 6. Implementation |

Selecting Lo . _ , .

Alternatives
6. Implementation
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Option 4 Run one full-day session and work through all six activi-

ties. You will have to shorten and/or modify some of .
the activitiés in order to complete g1l six in one day.

-

Option 5 Set aside time for reyularly 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
shorter sessions. If your are a regional or state level staff dévelop-
ment person or EPSDT program specialist, training workers from many
agencies, you may want to run the training in one or two time blocks.
Be sure to allow tiMle for at least one ‘warm-up activity before you
start the training. You may choose one or more from those described in

Section ‘Il of this guide.

Tﬁe rest of this guide 1s'd1vidgd into two main parts: trainer
instructions for each step of the problem solving process; and a
traineé workbook that 1ncludps worksheets and handouts for each step.
The last section of this guide, "Aids for a.Traine}," contains general

. . information about ﬁlanning, preparing and conducting training as well
as abolit manaqing training resources and setting up a file of such

"

.information.

, If the trgining is run for a group, each particlpant ghould 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 ﬁﬁy 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. .
' A




TRAI&ER

" FOLLOW-UP TO THE TRAINING EVENT

-

Identifying problems workers facé performing their jobs and
~— selecting well considered strqtegies'to implement’solutions are the
ena 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 éctually do get implemented? (Rememben, you
have dlready considered thg feasibility of these plans...)

« v What is ﬁeeded now are some activities or mechanisms to help
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
out'one or more of these suggestions or modify them to fit your
agencf’s needSa‘

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

- Establish a problem solving referencg‘g§gg9; composed,
for example, of EPSDT workers, an admin strator, and a
supervisor. '

.

- Set aside an occasional but routine problem solving -
B g " hour for the work unit and supervisor to if?ﬁ‘things
vET over. : )

- Develop a trainingrfesources file for responding to
workers' needs (see Section IV of this guide, "Aids
for a Trainer").

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

- What else could you do? .
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BEFORE vou\?eem TRAINING

) Problem Solving in EPSDT requires considerable interaction amopg
participants. A group works together better if its members feel com-
Qy%ub]v with one another. Lven when members of the group know each .
other sTightly, it may be worth an extra few minutes to do one of the

following four warm-up exercises.

Warm-ups are most etfective at the bggjnnipghpfhg“§g§§qu or
right after lunch. Select one or two of these activities for usd in

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

the first training activity. S -
» X
Warm-up Exercise #) ) ) “ADJECTIVES"
Props: ~newsJ}int N L T,
markers / .
tape
' The purpose of this exercise is to get members of the group to
interact with one another early in the training event.

Have the group divide into two or three subgroups. Give the
subgroups newsprint and markers, and ask.them to take 10 minutes to
write adjectives describing their work environment.r_lt will not

matter that they work in different places; a work .environmént is.'a
work environment. < /

At the end of 10-minutes, ask the subgroups to tape their news-
brint 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 describing their work environ-
“ment . ' h ' .

P : :
Conclude with a statement generalizing everyone's experience,
. €.9., the work environment is important not only for the performance
ofbﬁggkﬂf’but also for the way we féel about our jobs. T
-9 ;’ . . ¥
Q »

ERIC, o »
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Warm-up Erercise #2 . "NAMES"

R

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

names.

Explain that each person is go{ng to learn the names of everyone
else in the training group. Tell them that they will go around the room
one and one-half times, introducing themselves and learning one another'

¢

names. ~

~ Begin by introducing yourself. The person on your left repeats you
name, and states his/her own. The third person repeats your name, the
second person's name, and his/her own, etc.

I3

TR : '
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 names. If the total is, larger than ?0,°do this

S

r

|
activity in two subgroups.
S .

Warm-up Exercise #3 : . . "TRUE OR FALSE"

Props: pencils .% ~
pins . .
largé size name badges or pieces of paper L
The purpdse of this exercise is to learn something abput the
participants in the group, and to help develop an atmosphere'conducive

for learning and exchanging information.

Ask'the.participants“to write‘Fwo’things on their badges that are
true about themselves and one thing thatlis'false.' Encourage them to
mingle and speak with. one another for about 10 to 15 minutes. The in-
formation on the badgeE and an innate sense of curiosity will probably
.prgmote'cénvefsatiqn. If the group is larger than 20, do. thts-activity
in two subgroubs. |

Al

X - = N

48
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Warm-up Exercise #4 ' “MOVE 17"

The purpose of this exercise is to help participants 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, a;\\€39£¥.9ﬁh92n92£§92 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 tusn to the person next to him/her and conducte
a five minute interview of any kind--it need not be a standard name,

' rank'and serial 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.

‘1f the group is larger than 12 to 15, break into subgfoups.

[\ ]

n 49
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\\
1 fIASK ANALYSIS 4 YOU ARE HERE
2 | | PROBLEM IDENTIFICATION ‘
3 . PROBLEM SELECTION ’
AND CLARIFICATION
4 ' PROBLEM ANALYSIS AND o
‘. . ; . DECIDING ON A GOAL .
}. . . . o
5 CREATING AND St UICTING
e AL TERNAT | VES
6 ' IMPLEMENTATION o, !
Activity Overview: Task Analysis
Part ' , o Activity . : . Time"
A Introduction: "Task Analysis Is..." 720 mip.
Newsprint Exercise ' i ‘ )
B . | Analyzing Ycur\QQQ_;,/// o _ ..
Handout: Problem Solving Process _ ', I 71 hr., 40 min.
-Worksheet; Job Description ' ' '
Handout: Job Description . . : <
Sample: Task Statements : . .
Worksheet: Task Statements x4
Sample: Task Analysis ‘ ’ \\
Worksheet: [9sk‘Analysis N
TOTAL TIME 2 hrs.
!

* - .

Note that some trainers and trainee populations may require less time.
Jthers may prefer to stretch activities over a longer period. Be
flexible. Do what works best for you. : .

l-
| ‘ J{)
O ‘ . ’ i ] 2 LI
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w \‘\
?
- s .
. " *° .. TASK ANALYSIS .
Estimated Time: 2 hrs: , o S
) | Props: : _newsprint, markers, ' : ) —
' tape, Workhook, pp- 46-53 . '
Instructions: .

Part A: (20 min.)
: '1. Instruct trainees to lqok at the first page in their
* Warkbook , Handoyt.: A Problem Solving Process. Be
sure they read the two paragraphs underneaty the dia-

greg. T e
2. Ipfroduce the material ;n Task Analysis Is..., p. 16y
y summarizing the content verbally or by reproducing
it and reviewing the written materfal with trainees.
3., Ask participants to describe the th1ngs they qQ eve2t7,
) day in performing their jobs. Write their response
! " (tasksJ on a piece of newsprint or 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-
form.

4. “Explain that these statements will be used to help
_group members analyze their jobs 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 subgroups to three to five

" 4 "members. It is best if subgroups consist of both workers
\(ZE? - and supervisors. (It may not be necessary to break into-
C ‘ sdbgroups if a work unit trains together.) "Mixing workers"
' , with superviéors has the advantage of ﬁncreasing the
S comiitment to 1dent1fy1ng real’ problems and generat?ng

rea]ist1c solutiOns

o b
123453' | : C ‘ o //”Fj‘*’
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they have finished, have them tur
in their workbook and look at the two sample joh -
descriptions. ' The first Sﬁa;ie include$ three cate-
gories of tasks. These will be used to order the

to the pext page

‘task statements you have collected.

Review with trainees the Guide to 'Task Statements,.
p. 49 of the Workbook. . These can help participants
write spetific and clear task statements.

The next step involves the creation of an 1deal job
description within each subgroup. Refer back to the

list you generated earlier, Part A, No. 3. Ask pa§t1~'

cipants to categorize the items on this list under
three major headings-- “clients,“ "other service pro-

lders" and “"paper.™" . B ? .

"Then ask them to think about what EPSDT workers

swould 'do to guarantee EPSDT services for eligible
clients if there were absolutely no restraints on:
money, time,.rules, etc. Encourage participants to
write down all of the tasks that could be performed
in the providing of services Haye them look over

the Sample: . Task & tatements, p 50 of the‘Wbrkbook,

. before they begin. Use the Task btatements Wbrksheet,

p. 51 of the Workbook, as a quide;
" Encourage trainees to suggest a wide range of

"activities. - At a later point in the training,.they

will examine the difference between the ideal and the

actual. Ask the subgroups to identify some.tasks uhder
" each, df the three headingé Although some persons may

want fu concentrate on only one, enqourage them to-
, ‘!k

TRAINER
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' consider tasks under all three. It 1s important that

workers be aware of the range of tasksg that must be
performed to do the job well. R

Now ask the subgroups to.select a single task heading

to concentrdte on--"clﬁents," "ather -service providers,"

S or "paper " Using the Summary dnalysis Worksheet, p. 53

of the workbook, ask them to create as complete a 1ist
of task statemenes as time allows. The Swmmary Taak
Analysis u«mzple on p. 52 of the Workbook qives trainees
examples of the kinds of items they. should consider

If this activity generates more ideas than there is

time for, you may want to schedule additional sessions
Some tasks are more 1mportant than others and some take
up a larger part of the work_week . "Importance" and
"time spent" ( frequency) fay not be tﬁE‘samei 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 later wheni

el

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

>

problem solving exercise. .~

L 3

* * x

When task analysis precedes the rest of the training,
it serves-as a basis for 1dent1fying tasks that are
not performed adequntely and with which help is needed
If the task analysis exerctse is usedxalone, it can be

_used to clarify performanCefexpectations for an EPSDT

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

pecthtions shared'between worker and supervisor provide Lk

‘a basis for mutua}*invo19enent_in'performance evaluation.

Individuals then know what they expect of themselves

- and what others expect of "them. Unfortunately,'mutuaf1y'

undepstood expeit&tions do not always result in effective:
work performance. Problems are. bound to arise. Activity
No. 2 will help you 1dent1fy them.-

15 -
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’ T " (may be duplicated as
a trainee handout)

| | | ( @U@ U@ .
L, U@J\; ANALﬁ ooo
‘ » a fancy term for looking at what people DO and ARE REQUIRED TO DO on

theik jobs. It consists of writiny down, in an orderly fashion, all
the activities involved in performing a job. '

v

A task anélysis_has several functions. 4t can hefp you thin§

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. *
[t 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_té identify broblems in job performance. Then
solugions to.ghose problems:can be generated. '

.The stfﬁ%s of task analysis include: _ g
S - a general description of theXob you are analyzing; |
. - a written series of statements defining a specific
» . .unit of work withjn the job; and
* . - a combining of these statements to form a specific
jgp description. - : :

-

To help you interpret the informgtipn developed by doing a task-
analysis, consider two important dimensions of tasks: the frequency
of occurrence and the importance of, the task. - -

"Frequency" may be defined by the number of times a task -

s done, either in a specific time period (every day,

once a week{ once a month, -etc.), or in more descriptive -

terms (“"rarely," "occasionally," “constantly"). - .

" “"Importance" may be defined by your perception of a task
anasor by the requirements of your job. .Importance may . - y
\\,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.) . . . ' v

These two criteria-~freduéncy'and importance-~may help you in deter- -
mining how you use your'time. An unimportant task, occurring infre- .

quéntly, will not be of as much.concern as one that is important,
occurs frequently, or both.

Q «* . . ’ : ]6 R ' 54




ACTIVITY
NO. 2

v - v e

TASK ANALYSIS

PROBLEM SELECT ION
AND CLARI F ICATION

PROBLEM ANALYSIS, AND
“"DECIDING ON A GOAL

CREATING AND SFLECTING
ALTERNATIVES :

IMPLEMENTATION

7

‘Part

Activity

e e ——

"TRAINER -

PROBLEM IDENTIFICATION | 4 YOU ARE HERE

Time

—ta

Introduction: "Problem Identification
Is..."

" 5210 min.

Problem Identification

_~

Sample
Worksheet '

25-30 min.

i ’ TOTAL TIME

30-40 min.

_,:,‘.‘3 i



TRAINER

ACTIVITY
NO. 2

PROBLEM. IDENTIFICATION

Estimated Time: 30 to 40 min.

Pr§R§;

Newsprint, markers, tape -
Workbook p. 54-55 extra
Problem ldent! fication .
Workshec ts ’ \

Instructions:

Part A:
~ 1.

3.

(5 to 10 min.) : : . ,
Introduce the material, Problem Idbntijic&tion 1" c
from page 20. Summarize it verbally or reproduce it as

a handout for use by the trainees. - .

If possible, divide the participants into subéroups
consisting of people from the same work unit. *It is a
good idea to use the same subgroups you used in Activity
No. 1. (If }he group contsins.only supervisors or other
people from different units, you may have to spend more
time on the "Implementation" stage later.)

Have participants turn to the Task Analysis Summary
Sheet déveloped in Activity No. 2. Uéing the 1n?ormat}on
on these summary sheets, tell participants to transfer
the éppropriate information onto the Problem Identifi-
cation Worksheet. As in Activitj No. 1, hawe 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 problem, and note brief[y-what that problem is.
If supervisors participate, they may make a judgement

" .either on the problems found by theig work units, or

"
in their own performance. ’ .
&
26
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Part B:

TRAINER

(25 to 30 min.) (

Give the subgroups an extra Problem Identijiuaéiun
Worksheot and ask them to combine their answers. As
subgroup members provide input, they should indicate
briefly "what" the problem is. After problems have
been identified, it is time to select one or two for

- concentration and clarification.

2



TRAINER
(may be duplicated as
a trainee handout)

. PROBLEM
IDENTIFICATION (S

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 hotes 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 which your performance is consistent with your list - O
) of ideal tasks. Success stories‘are often overlodked and you deserve ,

a little reinforcement. Second, you may use this process gp.systema—

~-ljcally identify problems faced on your Job.

A problem exists when there is a gap between what
N you are able to do and what you ideally should or
~would like to be able to do
j4f 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 superv1sor, think about tasks that give trouble to
the workers in your unit. . For superv1sors, problem identification
. , may be.based on a review of case records, case conferencges, observa-
' tion, and client aqd worke( feedback ,

~




~ B _— : TRAINER

LY}

i |
9. | " TASK ANALY SIS
-~ . & . .
' 2 PROBLEM IDENTIFFCATION
\ , PROBLEMSELECTION
3 AND CLARIF ICATION ¢ YOU ‘ARE HERE
o PROBLEM ANALYSIS AND
. 4 DECIDING ON A GOAI
) 5 - | CREATING AND SELECTING
! ) ) ALTERNATIVES
6 IMPLEMENTAT ION
¢ . | . . '
Activi{y Overview: beblem Selection and Clarifi tion
Part | Activity Time
A | Introduction: "Problem Selection and o 10 min. .
) Clarificdtion Are..." . )
B Selecting a-Problem 15-20 mip.
" Handout
C Clarifying the.Problem 20-30 min,
" Sample
Worksheet .
TOTAL TIME , | 45-60 min.
.
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ACTIVITY
NO. 3

.PROBLEM SELECTJON AND CLARIFICATION

A

-

Estimated Time: 45 min. to 1 hr. . ’

Props:

newsprint, markers, tape,
Workbook p. 24

¢

Instructions:

-~ Part A:

Part B:

(10 min.)

Introduce the material, Problem Selectiorn and Clari-
fication Are... . from page 24, either by summarizing
orsreading the content, or by reproducing and re-
viewing the material with participants.

(15-20 min.) ' :

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

_ the Workbook, review the rules for achieving group

Part C:

consensus. Each subgroup is to select one problem to
work on. Most §Dbgroups will begin by identifying
several problems. You will have to help them decide
which one to work on first. Lo

(20-30 min.) - o

Once the 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 discussed in Part A

" “above.

by
. 22 .3
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~ 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
i ¢ share its problem statement with the whole group

You are now ready to move on to problem analysts--ﬁinding out what
the p em really. is. -



) TRAINER
- S ~ (may be duplicated as
. a handout for trainees)

L4

PROBLEM SELECTION
& CLARIFICATION AR[Ewx

selecting something to wokk on, and then stating as clearly as possible \""'

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

cannot give inmediate attention to all the problems you have 1dent1fied
s You may never get to some; others may be outside of your control or

dbility.to change. So, selecting the problem to work ofi is important.

Two questions may quide your choice:

1. IS THt PROBLEM IMPORTANT?

That is, does it.have a real impact on you as an EPSDT
worker? Does it staop you from doind something you qr
your supervisor thinks is important? For example, do
cliants receive\poor service because of this problem?
Lookihg at it from a slightly different angle, ask your-
self: "Am I going to be motivated to deal with this *’“i

* particular problém?" Carefu]ly consider your interest (
level in finding a solution. Some amount of self- C
discipline is necessary for problem solving. .Without
it;'problem solving is not 1ike1y to be a successful
activity. ¢ '

2. WILL YOU HAVL THE I}ﬁi, ENERGY AND RESOURCES TO DEAL WITH

THE PROBLEM?- ‘
Problems are. deceptive--some may look small but hide endless
complexities. Making a "best guess" determines whether
the problem solving effort will effect any constructive

. Change. Some problems are totally outside of the worker's T
control.» Others may seem unsurmountable, but with effort
can be solved. N

£0
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In the fo]]owiﬁg dctiVity. you will select a problem to work on.

Having selec(éd a problem, you will have to get it down to size
it you are going to deal with it succeséfully. Begin by identifying
. who or what is involved. Then specify where it is located, and when

- it occurs. The more specific your problem statement, the easier it
will be to zziect an alternative to solve or contain the difficulty.

As'you rk through the process of sbecifying the problem, you

may tind that you are actually dealing with multiple problems. Break
, these down into separate and specific problem statements, and,_work

each one through individually.
/
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. -
/
1 TASK ANALYSTS
L. -~
2 PROBLEM IDENTIF ICATION
3 PROBL EM SELECTION
AND CLARIFICATION
PROBLEM ANALYSIS AND
4 DFCIDING ON A GOAL - 4 YOU ARE HERE
5 CRUATING AND SELECTING
ALTERNATIVES
6 IMPLEMENTAT ION
R T T 4 & . .
Activity Overview: Problem Analysis
Part Activity T.imé
A Introduct%on: “Problem Analysis Is..." 10 min.
The Case of the Pokey Elevators y _\(optio?al)
B Analyzing a Problem - 50-60 min.
Handout ‘e
Sample S
“Worksheet ’ .
. - .
C setting a Goal "30 min.

Introduction/Review
Sample

' Worksheet . o

TOTAL TIME -,

s

90-100" min.

5 O
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ACTIVITY
NO. &4

PROBLEM ANALYSIS AND DECIDING ON A GOAL

Estimated Time: 1 1/2 hrs. to ,
-1 hr¥, 40 min.

Props: Worksheeta, p. 59-63 0@ Workbook

Instructions: .

Part A: (10 min.) . P
Introduce the material ¢ Problem Analysis Is, p. 29,
either by summarizing the content dr by reproducing and
reviewing the material with trainees. )
If you are comfortable doing so, rpad or tell the .
story "The Case of the Pokey Elevators," which illus-
trates in a humorous manner hew -varying perspectives of
problem\analysis may lead to different conclusions (p. 29-31).
T

Part B: (50-60 min.) | .
) 1+ Have partiéipants refer to the Handout, p. 57 of the
Workbook and review with them thé guidelines for problem
/analysis. Have the subgroups identify a problem étate-,_
ment they will work on. Then, have them look at the
© Problem Analysis Sample, p. 60 Of the Workbook. B
2. Using .the Problem Analysis Woz*ksh:eet:, p. 61 of the o
°  Workbook, have participants analyze their proﬁ?em state-
ment. To do this, each subgroup 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 causes of the differ- ' [
ences. . h . T
By discussing the EXTENT TO WHICH the causes may

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

,\. ) . 276‘5 '. -
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- '.‘o' ‘ |
test their hunchey. The'regult of. this exer%fsé should /"
\ be the selection of the "mos t probab]e cause or causes". )

/
of the prob]em plus a direction for participants X !
problem solving energies. * . PECE '-_*!

v Part C: (30 min.) - E

1. "Review with participants the material on p. 32; Review |
and Writing Goal Statements,. either-by summarizing‘the“

«content or by reproduc1ng and reviewing the material

with trainees. - . -

- 2. Have participants turn to the Goal Statement bamplb and
Worksheet and review the sample with them, p. 62-63.

3. Ask the subqroups to first identify whether, for their co
problem, the goal will be designed to: )
- éliminate or reduqe the problem; ' o s
- adapt to the effects; or ; e

- buy time. o

4. MWith that decision made, have d‘l'tﬁé subgroups generate

a goal statement for the problem they have identified

and analyzed.

7
. ¢ -
N
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. S . . . - (may be duplicated as
N ' N a handout for trainees)

PROBLEWV ANALYSIS S

pinpointing causes for a partlcular problem and decidinq on the desired
¢ - outcome. Locating the most probable reason for-the gap between where
- you are and where you want to be, and then clearly stating.,where you
want to be are the steps involved ‘in problem analysis. Many of us have
our own pet problem causes, but we'have"often drrived at our conclusions
.o in a very unsyétematic way. Intuition sometimes is right, but sometimes

we are very mistaken.

* * * * ¥ . * * * *
¢

THE CASE OF THE POKEY ELEVATORS (opt{ona]’ .

dnce_upon a time, a very responsible manager of a 20-story office
bui]ding:in New York City was besieged by complaints from his tenants. TN
“"The elevators are too ;low'" tﬂey comp]ainodp:j\é\chekus 8e1ng a.
responsrble maﬁhger he immediately called. an engineering firm to have
a look at the prob]em :

, After an exhaust1ve study uti]1z1ng stop watches and traffic flow . .
-harts, the engineering firm gave him a proegsal for the instalklation
vt two newer and faster elevators in the existing shafts. The price
.taq was $100,000 for an average time gaxn of 3.335 minutes from top to
bottom for ‘each e]evatow This saved an average of 20 seconqs
off the waiting time on each,flogr. "My, that's alot of money,“ he
said, "and 20 seconds is not a lot of time. ['11 let you know "

BN ‘ : Since he was also responsible to the bu1ld1nq owners, he’ ca]led .
another firm.  After another exhaustive study, they made their pro-
posal. What he.should do, fhey said, was. leave\ERE\ncggent elevators

~ alone and add two new eleVagors at t
This so]ution,;they said, would cost a

ends of ‘the central corridor.
\l{tle more, $150,000 to be-

"precise, but would save tenants much more ime\an average of 35 seconds

N
’ S
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shaved ofﬁ\ﬁhe poriting tihé_onJeach floor. "My, that should do the trick,"
he said uneasily, "but 1 will haye to consuTt the owners. 1I' 1t let you
know. " /// | ‘ | '4/".. \\

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

owners would not Spen&'that much, and- complaints from tenénts were grow-
ing louder and more angry. In a fever he went to the Yellow Pages lookiﬁg

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

- "Probabilities".

- “Probers" X

- “Problem Consultants." ‘ .-
“That's what I.need," he sa1d “a problem ceonsultant!" He.quickly dialed
the number.: ‘ . . .

Now this problem consultant was a.stéange fellow. - He practically
went to sleep while the building manager described the problem. And
for the nexf few days he wandered aimlessly through the building, doing
nothing as far as the building manager could see. On the'third‘day he

wandered «into the manager's office gnd slouched into a chair. ﬂ
A} . . -

' z
"Well," he began, "you told -me that your problem was slow elevators. -
That suggested that your solution to tenant complaints was faster eleva- '

- tors.. But 1 did some checking. Slow elevatBrs wasn't really yoq”pr lem.

s

"of what, where and when the problem IS--and contrast this with what,
- where and when the problem IS NOT. Face-to-face with some important

What those folks were trying to tell you is that they are bored stiff qa
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 _Women straightened their .hair, men their ties.

There were no more conplaints.,
* * * Kk Kk * * Kk * * Kk K

In this step we will take the problem:statemgnt-—the description
4

distinctions; you may then begin'wondering about causes. Why does the
. “ - .

C 30 .
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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 actounts for-the prob-
lem. Checkinngut a cause is accomplished 6& applying it go.thé dis-
tinctions ou have generated. 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 as¥'the most probable
cause;" that's the one you wirk on. - C B
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(may be duplicated as

- a handout for trainees)

REVIEW

You have identified a problem.

You have identified the most probable cause of the problem.

WRITING GOAL
. STATEMENTS

Once you have identified the most probable cause of your problenm,
you may select one of'three Qoals. First, you might try to ELIMI”ATE
or REDUCE THE CAUSE of the problem. Sometimes, however, eliminating
the,gause is not practical or desirable. You may choose, then a second
method--ADAPT TO THE EFFECTS. That is, adjdst_your,work to the conse-
quences of the cdusg. Third, your goal may be directed toward BUYING
TIME.® Some causes will die a natural death or cannot be changed for a

. period of time. - .

At this point, you need to arrive at goal statement to help guide. -
your action. A goal statemepnt should"identify three thinds:
-«
- the target of your activity (who or what);

- the specific results or actions (6ytcomes) you want
to achieve in relation to the target--ones that can -
be measured or observed; .

- a minimum criteria for success of the activity--the -
quantity and/or quality of change you are aiming at.
This includes knowing what to measure, how to measure ° Tee e
and how'to identify,;and evaluate changes. '

x

The idea is*to determine who or what (person, place, thing or
.condition) gets %xamﬁned to see if change takes place. A clear goal’.
statement will direct your problem solving effort . You then will be
ready gigfons3der alterqatiyes and select one which to work. .

. s

. ' , _' ' %Y) . d
L 3 & o
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TRAINE R
1 ‘ TASK ANALYSIS )
2 PROBLEM IDENT HFICATION
3 PROBLEM SELECTION
AND ClI ARIFICATION 1
PROBLEM ANALYS IS AND
4. DECIDING ON A GOAI
. - CREAIING AND SELECTING YOU ARE HERE
"‘,5 S ALTE BRNATIVES ‘ o
; . 7
. L /
6 IMPLEMENTATION
Activity Overview: Selecting Alternatives
¢ N - — R : ‘ R
Part. e Activity Time
' A | Introduction: “Selecting An Alternative" d 10 min,
B Getting ldeas .~ ' 35 min,
Sample ) ° -
' Worksheet l
. . . * \
C .. | Selecting Alternatives - . : 45 min. ]
Handout S s
: Sample
: - Worksheet =~ R /
M -‘ .. ..- ’ V ‘ . . . - - * .
" . ' _ TOTAL TIME hr. 30 min,




CREATING AND SELECTING ALTERNATIVES

~
"

TRAINER

Props:

tstimated Time: 1 1/2 hrs.:

newsprint, markers ~
tape, Workbook, pp. 64-68

Instructions:

.Part A:

Part B:
R

(10 min.)

Introduce the.material, s&lgcting an Alternative ls...,
pp. 36-37, either by reading or summarizing the content or
by reproducing and reviewing the materiql with trainees.

(35 min.) o .

Explain that two methods will be used to generate ideas,

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

cipants to turn to the Lilcas sSample, p. 64 of Workbook,

and review with them the rules for brainstorming,.~

For the-first step, ask trainees to generate any and all

ideas about ways to reach their chosen goal. This can

be done fn the,group as Q\ZFOIe or in subgrqpps. nge

trainers like to "brainstorm" in a larger group. .
Stick to the rules for brainstorming: no criticisms

-or judgements. The more ideas generated, the better.#®

Write each idea on the newsprint and leave them posted
or have a'group recorder do_it. ' ’

A second method for listing more ideas is to-consider
what others have doné. If you brainstormed with the

whole group, return now to your subgroups. w . -
~ T ) . e . ’\ '-c
) ' " "‘ . AJDE o~
< lI . . -
* by LIEREY L . ]
P - Qo
(2 & ': »
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Using the !deas Wovkahewot, p. 65 of Norkbook , ask -
the subgroups to think about whdt‘EPSDT workers in
other agencies, counties and states have done to achieve
similar goals. Encourage the groups to:

- recall what they read in the booklet .
Dalivering KPSDT Services; and

- consider what workers in programs
~other than EPSDT do to solve Similar
kinds of problems. . . -

These two steps should generate many ideas. ) !,, g

Part C: . (45 min.)

1. Review the criteria'for SQIeétinq-an alternative using
the handout Cviteria for Sclectiny Alternatives, p. 66.
Refer participants to Sclecting an 4 ternative Sample,
p. 67 of the workbook, and'revieW~it*njth them.

2. Ask the subgroups to review the altefya;iyes generated R
from brainstorming and from looking at what others have -
done. Have them record their commients on the worksheet (p. 68).
On the basis of this analysis, they shauld be able to ‘
select the most desirable alternative.

’ . Sometimes it becomes'tlear that.the most desirable
' , T o alternative might, be a new combination of several exist-
* . ing idea§: Remind trainees to be alert to this p0551b111ty

2

You are now ready to consider jmplementat1on

”

W {
° .



. TRATNER
. (may be duplicated as
a handout for trainees)

" N:s_g Eﬂﬁg TUN@ -
AN ALTERNATIV o

requires creating lots of ideas and then choosing a favorite or "best”

way to reach your qoals{ The tirst step of this two-step process is
- .
generating IDLAS!

» ldeas are your ticket to reaching a goal. 1f you have ‘10'; been
able to detine clearly where you want to go--that igs 1t you have not.
devolopeh a clear goal s%atemcnt—-then ideas cannot work for you.

s\ Jemember, you are generating ideas about how you might solve Your
stated problem. .

L3

Tdkinq special time to generate ideas i;‘; highlight of the prob-
. lem solving procégs. [t's a time to let all tm; thoughts in your mind
run wild,-a time to let out some of the ideas that formed while you '
were ea%efully working through the steps of problem identification,
problem statement, and problem analysis.

) ¢ Thé first part of this session will be used to help you air yuur'
“ ideas. Following that, we will help you select the alternative yau
think represents the "best" way to reath your stated goals from the o
ideas you have generated.

Ideas may be analyzed by using some general criteria--appropriate-
ness, effectiveness, efficiency, side effects. Tlhese criteria guide -
" the decision making process. -
™ - L ,
> To_decide ' Think dbout... .

appropriafeness Is it right for us to use this kind of stra-
v . Q\ - T tegy? This question inciydoq whother or not

. ¢ the strategy is appropriate in light of the
“mission of the LPSDT program.




TRAINER

»
To decide | -
. effectiveness Given the size or scope of the problem, wf;;~
' 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
benefiﬁf you will obtain? Is it worth the -
time, nloney and energy to be expended?

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

as a result of the strateqgy?

e
A

Let's get some ideas on the table and then formulate a plaﬁ.
o. e:
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gpe VN | TRAINER
ACTIVITY
NO. 6 -
\\
v  TASK ANALYSIS
2 . PROBLEM IDENTIH ICATION

3 | PROBLEMSELECTION
- AND CLARIF ICATION

.
r
\ y

PROBLEM ANALYSIS AND

4 - DECIDING ON A GGAL
. 5 CREATING AND SELEGTING ) - . .
K /}LTERNN IVES . »
’ ) < ] ' X
'B.. ~ IMPLEMENTATION 4 YOU AREHERE
Actiy)ty Overview: -~Implementation " i
Part 'KZ T A;tivity ‘ Time
A "Introduction: kﬂmplementation Is." ) 10 min. _
~ ) . '
B An Action Plan: _ ' ' | 40 min.
“ " : Handout g ' : o
' Sample g f C _3<
. \ Worksheet - - ' _
. . - o
C | Summary: ' 30 min.
“"Review and Discuss..." ) '
TOTAL TIME 1 hr. 20 mig. o) "
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_ACTIVITY

NO. 6

IMPLEMENTATION ' :

Estimated Time: 1 hr., 20 min. ‘
Props: Worksheots, pp. 69-71 of Workbook oS

L

Instructions:

Part A: (10 min.)
Review the material on 7nqﬂcnmntaiion-ln..“. p. 41,
either by reading or summarizing the content or by
L réproducipg and reyiewing the material with trainees.

Part B: (40 min.) .
1. Ask trainees to.turn to the Sample, Implementing a
Change, p. 10 of the wWorkbook and review it with them.
Refer them also to the Implementation Hahdout, p. 69,
of the Workbook . | ,
2. Review with the trainées the Rules For Making an Imple-

mentation Plan.

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

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

: - o s o> ' ~ hd
. e : - Use your Wbrkahect to guide yaqu through
ol C your_ implementation action.

3. Ask the subgroups to develop an Implementation P]an..
, ) ‘ .using the Wkaaheét, p. 71 as a guide. Allow them --3“‘
* Y-, 0 about 30 minutes. =, v EERE
e '« 4. Ask each subgroup to share its plan with the others
| | s Let part pants review the plans and rate them for
.feasipil$\{ '

P




) . : ' : TRAINER

To rate the plans, establish a scale fr5m 1 to 10.
. The object is for a plan to get the lowést score since
a low score indicates there are few blocké to implemen-
tation. Ask participants to consider each plan carefully
as it is presented. Allow the whole groug five minutés
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 éach 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,peop1e'1eave feeling that plans with high
*scores are destined to failure. Some pariicipants may
need to'spend more time working on their -implementation
plans. Let t%e session run a bit longer. Finally, using
the two ideas below as a guide, conduct a general discus-
sion to coﬁsider 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
o~ effect the jimplementation plan-in both positive
and negative directions. :

S SR S * . *x %k K %

A B - ’
v . . .
-

This is a good time to sat up a follow}up to the training event.. -
See p." 42 of 'this manual- for suggestions about training pyent}fal{bv-up.
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;] TRAINLR
- (may be duplicated as
a handout for trainees)

L4

MPLERENTATION [S...

doiny 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 devg]oped
a clear godl and have selected the best alternative for achieving it.
What remains is to decide what needs to be done, by whom, when, and
how. | ' '
When you have finished this step of the problem solving process,

you will have ﬁn 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 procesg is a tool
that may be implemented effectively in one's personal life as well as
on the\ﬁpb. You may not always want to stop and work so carefully
through ﬁhe process on a worksheet, but the process itself is a gqod

one to remeerr and to use the next time a problem rears its ugly head.
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Raise the issue of follow-up with your trainees.
Share the above suggéﬁtlons with them. .

‘Ask them for their Jdeas about how to relnforce
their action p

Decide upon ways to reinforce changes.

Consider ways to adjust the implementation plans
along the way.

~
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- - - TRAINER

A NEXT STEPS | /

section [Il, which follows, contains all of the work sheets and handouts
a group will need to participate in this tréining. These same pages aré °’
contained in the Trainee Workbook. If for some reason you have an inade-
quate number of trainee work books, you may duplicate the pages you need
from this section for your trainees. "

Section IV contains a way of helping ybu organize your thinking before
beginning the training event. This might be a géod time to review that
process. The page which follbows is provided for you to jot down notes or
ideas you may have about these materials or the planned. training session.
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G{JAN

(«\A PROBLEMSOLV PROCESS
1. <[ 1ASK ANALYSIS i
2 CPROBLEM IDENTIF ICATION
3 . PROBLEM SELECTION
. , < AND GLARIF ICATION' -
\ - i
A 4 k . '
, 4 PROBLEM ANALYSIS AND | |
: DECIDING ON A.GOA
. " CREATING AND SELECTING { -
ALTERNATIVES - f
7'6\ IMPLEMENTATBION . .
' Y
. ) . . 5

DOUT

/

(What ayl doing?)-

!(Letfs work on;t9154é§§7

. come from?
do 1 rea]‘)y want to ~

’ t\gn
11 do if, this way!).,

. TRAINLE

L ]

4

(What's nat going well?)

. ]\..

¢
L
3

(Nheéc-ﬁoes the'ﬁroU1em
What goal: -

achleve7§
0
RS o

(N\th a]1t&k*1maglna-
\f )

) .
‘ % -
. ~ L4

(Ahgf

AN

This is.a diagram of a process yoy“ﬁiil Lﬁif":tﬁ use,

\O‘

- Give it a try!)

L
. . .
: »

The goél of . .

the -gap "between an idea] and a rea1tst1c ver§1od'of your job.

In the folliw

samples that yod will use to identify, state and analyze a probﬁém and
toselect a strategy to change what is cqrrent]y a prob]em onthe_job.

-

~ . Gook 1ucE!“

ing pages you will find worksheets, handouts{ and

4

< . ”

this activity is to help you 1denthy real problems that hinder you in

. carrying out your job as an EPSDT worker This process invodves flnd1nq

-y "

«

o« -
L Y
L4
* . A‘rﬁb’-
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e
. <, it

N
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- % - Cproviders; and X KN
! ) ‘ . » . l.-‘
. \\_ﬁ : handllnq paperwork b, o - . S *
. ) Uskfthe spaLe below to°wr1te a general description of‘ybur job . ;-h .’ ‘;{’
b > ln(orv'fdtlnq ‘the above tpree areas in which you work. The description TN S
. .. shou' - 17 short—«d sentence or two--and will be used to organize the * o
' ¢ pecic . tasks you ‘dasevery day., ~ - . PR : T
f“- ~ . * - - . -
. - St , } N \Z-_"&‘ s
w T _, —
: : S T
O : JOB DESCRIPTION FOR AN EPSQT SERVICE NQE\FR‘ Y S
. N N f \‘ Sx » 6"
~ e g v ‘e - . & = ES .
ve : ‘( o . ’ . .. : o R LA S
. ' R 1] L4 N . . ., (7., o ~. b " ‘
” IR e . ! /... ., v - -.’\ v :, \J N . - :r~'.'. '; i 1
, . " . »~ .-» \ LN * l"\ , . . l“ ;‘o
N \ ‘.’ T A , . . - ' ”“' . e
- ﬂ"‘ ‘m:: Lt * N‘ o~ . LY. 5
RN ' : e i ; . :
4. . " N e " ‘? * v ° . . -°
. J _ . .o . ) s ‘_,( SN .. ,
: SRR i e %g- DA R e s
[ * ! : ’“ “' . n . ’ ‘ ¢ ‘ v t . - ¢
: 5 T » : . . " ' _ ¢ : ‘:\:‘ 3 T “
- : ‘(_/\- . A - . _\", 1 -
C . S o ' .o :
2 I+ % ' one part of your total Jjob is providlng EPSDT - services, think —
- ’ that portion of your work within he EPSBK program. : '
) [ 3 L) - \ * ‘ - ."‘ . ’ S'Jﬁ;“' ‘1 i
: . - R Y v hd ‘. * '
; " ’ . - . . '\s O . / ot
oo 4’ L ) .48 . . : p N . .,:‘ .
. . . B ¢ . e

GLNLRAL JOB DESCRIPTION FOR.AN EPSDT WORKER

*»

= WeTare now looklng at the job‘of an EPSDT worker

of
) spo(ltI( ]uh dosgrlption for EPSDT workers will ‘vary from county to
(ounby and state to sqate certain tasks are common to workers around

the country
Careds: , .
- deaiunq with people/rllents,

. 'k - working with other®health and SOLla] services

ERTR.

ACTIVITY
NO. 1B

Nhi]e the

e

In general LPSDT workers ' tasks fall. 1nto thres\bas1c v
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. h : , ACTIVITY

~

: - ' : SPRREN M ‘ NO. 1B

*

* Your job-description might look something like this:

- .- . Lt
’ ‘ o .‘l N ( .
d ]

"+ SAMPLE JOB DESCRIPTION FOR AN EPSDT SERVICE WORKER

St oo ) N A-:' ;:orker identit;ies and informs eligible clients about
. . EI;SDT services including screening and treatment; works

¥ with other health and social services personnel to ensure
“ clients get those services;. and maintains up-to-date and

accurate records on each client. .

~ . Y
o . . . " 4

e - .
. . or . -, . -
: * ”~» -

- © .,
[N - ® -

',.\ _ . SAMPLE JOB DESCRIPTION FOR AN EPSDT SERVICE WORKER
. Coe - R\ ~

. : L . . A hea]th screeninq worker adn11n1sters scregning tests,
. . :‘ , r%ords%su]ts of. the tests and makes them available to
i, , > -] clients ang the D&partment of Social Serviees EPSDT case

[N

“ ?nanager : o e : -

s . . a~

.- -.-. ( - S L T . f ’f - vr
R . , " These- genef*al Job descriptions can be used as a guide as you write \

. ) .eﬂ" "

B more s,pé)jﬁc task statements. -For each btﬁ)ad area of wark (clients,

bt o other pro;dd‘ers, papen) you identified on the general job description,

et list t}\ tasks that f‘] under that area. L ' ’ o~
& . ‘.' . ." “ . ' | ‘ p@ ) \ .
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A GUIDE TO WRITING TASK STATEMENTS

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

- the 4 Ws and an H:
\ Lxample )
1. Who . . .Thé astronaut . v
2. Performs What Action rockets .
~ 8 3. To Whom (or What) " . to the moon . . Z_
4. Why (for Nhatﬂpurpose) to get green cheese |
- - - .
_ ; . 5. How Often ( upon-request
{:; As you think about the tasks you perﬁorm.iuse these*five criteria : e
to help you write clear, specific statements. "
14 . . -
L4 o ‘ \
! II
¢ !
» » O .
b - - . S
_\. *
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- « i‘ v .
- ° ) ? ’ '
v . - ,\
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(TR T ) . ACTIVITY

NO. 1B

. ’ v '
General Description -
of job: ) ! _

_ TASK STATEMINTS

A FerT Wonsko: S— e e e - e e e ey e
_ : g - —
WHO | PERFORMS WHAT . T0 WHOM Y| FOR WHAT PURPOSE
b e e e i e - IR %5 SN - B o JEU DU Sy, —- [ —
identifies and informs | an EPSDT (Welfare, | Provides information| to potentially to encourage them
el {gdtle Family Services) |about the local. elgible clients ' to make a screening
- worker EPSDT program appointment
ChEN _ . . - s A
qabout EPSDT | |
services; I
o - \ _' »
works with : : ) . .
COTHRR SRV ICE a worker contacts (phones, health screening to make screening
OV I DI : .. |writes, visits) providers (c1inic, | appointment for the
- PR _ , ‘ MD, nurse, dentist)| client L
e - 1

. ~»
to ensure-clients - .
receive services; : o
- and - - - x - Lt '}} ‘
S . K ’I’ o ~ A
13 R L v~w£$n—~—~fv~~; - . X x ‘ >

[ maintains uy -to-date, : _ ; _ . - : 1
accurate an EPSDT worker | receives and | screening form to update client's |
N 4 re@rds - | from health file (record) -
CPArER N , S screener . :
. _ records of a | ‘ . - 7
client's progress - . , . -
. . ’ .oN ' . 4 ‘ ‘e
* -»
4 nud g AP ). > ‘_‘_;\ \ ot 4
¢
L d N . , ~'




v
%3
. ee TNV
P
*
.

e e | N ooty \
. . . . ' NO. 1B
General Description — .
Of ‘iob: * A s . .
TASK STATEMENTS A '
/: ..! .“ ..‘. ‘_:. , : ':l,‘_ , . NaA ee chem JO P, —————— ......-: . ) . PN R e I IR S B e SECC L TETT N gt e em Ay .
ot WorKe WHO PLRFORMS WHAT f TO WHOM FOR WHAT- PURPOSE . .
P —— L - . te e e et smeemsemn e S e . et B | '*. ¥ ) :‘ ' . .'
identifies and informs ~ i ' o . ! Ao e
. eligible . \‘" . A B
I ‘ ’ 4 * 8 ‘.‘ 1 ]
- '."/ l."..:‘v: ,. .. v N " . .
about tPSDT 4 . " : »
®sorvices; . , .
e 1
L_....._._.......__ —— —— .‘_{_ PR S ———— s — e e — e+ — . —— e e ot ot g e — - * ! ~
. - - .. - . .T
» works with L ‘i s . ) R
o : N
CSHER SRRV / . . .o ) *
& OV L DR " .
to ensure clients s ) ( . .
receive services: T
and . ) -
r-- —— - '- . \....._._.......,:._...,__._,........ e veoa - DS, R .‘\ PRSI — Y X
maidtains up-to-date . 3 </,
accurate R
. - A
< LAPER \( . o) oo
recards of a . : , . ’ .
client's progress R ) . o o -

] - R ' A
< PWhd - < ey comm ey e - ‘ \() l
i) .. e - .
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on this sheet to selest an area or a task during the
problem solvzng section of this tra1ning

-

92

A

' Freguencx
* .| Thaw often you

C <:f\” ) : CACTINITY
_ . j:;;g:)“ ) [l -Eggi g . "\ NO. 1B
r : e - f t--f\f_ \\<
SUMMARY--TASK ANALYS IS h
GENERAL DESCRIPTION TASK STATEMENTS | ' FREquﬁNCY IMPORTANCE
ot : . _ (who does what to whom, why) ™ : - (how often)
the EPSDT (Welfare,” Family Services) worker provides in fl. .
formation about lbcal EPSDT program to a client to en- 2 1,
1 .. courage him/her to make a screening appointment.™ . ’
BN A worker contacts (phones, writes, visits) health screen- 3 2
An EPSDT worker 2. ing providers to make screening appointment f, ent. | R
identifies -and ‘ An EPSDT worker receives and. records screéning form from Y 3.
infarms eligible * | 3, health.screener to update client's fite-(récord). B :
. . ' ' - 3
CLIENTS ‘. i - . § ,
. . . ' 2
about EPSDT ‘“/// ' .
- . 5 : . . -
services s x - A
- t N . »
6.' 14 N ’
. A e U]
s7.‘ - N :
et — e \
Yoy may want to Juse the tasks identified and summar1zed : . KEY: " '

Impoftance:
(its importance for you; for

do it) a client; for the.program)
) , 1 = constantly 1 = very important”
' 2 = frequently 2 = important o
3 = rarely 3 = less important

-~



(Ca
>

EERER!

o o

TRAINEE

WCE‘%K@WEET

SUMMARY-—TASK ANALYSIS

GENERAL DESCRIPTION TASK STATEMENTS FREQUENCY | IMPORTANCE
' (who does what tb whom, why) (how often) -
. . — . ” :
] - L
An EPSDT ‘worker 2. /
identifies and - .
informs eligible 3. T .
. .
CLIENTS 4. . )
about EPSDT °5.
services
6. ’
-) 7 .o, = 3
You may want to use the tasks identified and summarized | KEYS ™ L
on“}his sheet to select an area or a task during the Frequency: Importance:
problem salving section of this training. ow often you (Tts -importance for you; for
> ) , o . do it) a client; for the program)
. l_= constant]y 1 = very important
", Y , 2 = frequently 2 = hmportant '
v 3 = rarely 3 = less important .

95
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0\.

ACTIVITY
"'NO. 2A

P . -
AT . ‘ ' PROBLEM IDENTIFICATION ’
Ed N . AN . . ¢ . . - N
_ TASK - STATEMENTS > PROBLEM? WHAT?
CLIENTS e , \ ves | Mo -
1. The worker‘nrovides'1nf6rmat10n about local "X [ . Clients aren't "sold" on the program.
EPSDT program to potenttally eligible clients :
to encourage thgm to make screening appointments. | o
2 * » . .S A r .
2. & L I o | .
- . o e ‘ A0 p
3. . . - o\ 1 '
OTHER PEOPLE '~ ) O ‘ l . \ : N .
. A worker contacts health screengrs to make 1 x v
v screening appg%;;ment far client, | . <
£ o | - .
3, .\ , ! | o, g
N R \ , . . ' , | ', v . / ,
PAPER - Q . - ‘ , : . l " . ’ ' \
1. An EPSDT worker receives screening form to X | Health screeneng_don”t-automatically
update client's file. - / send . the forms,. . :
Lo - . * 1 ) ,.. !; 5
2. i e | . R . ‘ '
, R
; , . ;
96 - ’ ! . * ..
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97



m . ) » 1:-\'_ » ' ". ‘ . . f N g .
% W.RK@[H]Ié 5“ ACTIVITY
s : A NO. 2A
. X “ PROBLEM IDENTIFICATION ~ AND 28,
. . . o E . " . K
) TASK STATEMENTS PROBLEM? - WHAT?
CLIENTS . ' Yes No -
1. - SRR
’ S
2. | - |
\ , ( oy ! ‘ b
. ) 1 A
3. v , .
[3,] - \ y ) [ ] \
o OTHER PEOPLE . o .
1. . |
| ,) :
2. |
PAPER . l ‘0
1 ' Co
K ’ . . ' - . b‘
- ' .
1. ‘
x \ ' )
Ky .
‘ 3. | -9
1. 98
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HANBOUT

IS IT IMPORTANT? .

TRAINEE

g

ACTIVITY.
NO. 3B

£ . -

. (. - Lot e o
DO YOU FEEL MOTIVATED,TQ‘NORK ON IT? ) - .-

DO YOU THINK YOU CAN HANDLE 177 -

1

“RULES FOR ACHIEVING

-

CONSENSUS (agreement within‘d group)

Achieving consensus is a decision making process, that makes use '
oflalliavailable resqurces and resolves conflict creattvely.

: psui]]y. consensus is difficult to reach. 'One:person's-ideas
about a problem may not meei with everypne else's approval.
Complete*agreement is not the goal; it is rarely achieved. But,
each individual should be able to accept group d@cisions based
on 1ogicfand feagibility, - i ' '

Avoid arguing only for your own choices. Present

1. _ .
_your arguments logically, but consider the opinions e
' of others before you push‘further, “w .
2. Don't assume sqmeone must win ahd someone must .
lose. If discussign reaches a stand-off, look :
. for acceptable alternatives. . ) : v
3. Don't change your mind just to achieve.harmony.
. ‘4. Avoid achieving consensus by such means as
_ majority vote, coin flips or drawing_straws.
Lo ' ; )
- offer L ik
"I’ll .make yOu arel Of:j:’. ) ,Lf . O¢ .
) v you gan't refusé-:r ‘ o 199 L %
. : o {,ﬂe L . % ) ¢
\ . a,ga' \
Y - R
uA hoxo*" ot : . . R e

ooV - B .

"o heads mre better than none."

»r
4

.
r’'S

{ :
Lo oawdoo :



o : TRAINEE
/ ' )
L] ~ o
- §AM}PILE» -

PROBLEM CLARIFICATION

- L. L - L el . ..
- Problem Glarification ~_Problem Clarification
M . N . .
L, WHAT? x About one-half of . |
' ' -, | eligible clients con- | -
What unit, person, thing, | tacted by EPSDT workers ~
group of people, condi- - | dp not make appoint- . .
- .tion 1s invo viiZ/yﬂ mgnts faor screening..
* What's wrong with it? . _ R -
- ne et ‘ N e
. . ca B . - : " 1 ] . . . . ..-l
NHERE? . In X county Welfare - R T

Office, with family
Where does it occur (in Jsservice. workers;
-sone physical space, in. John Doe.

some’ sequence of events, S | v
etc .) ‘- . " : ‘ , :
S ' Since EPSDT program ’ ,
A “HEN? was started; . - .
Wher (in°clock or calen- | @SPecially:bad during - g
dar tine) does 1t ocour? iE‘;‘I.'ﬁ”o'.‘,‘Zﬁﬁﬁ'?f"L‘??em; O
. What-units or peop o N ‘.
_are involved? | refuse S a ‘
o, . L_
@ ¢ A}
v 1 e -




~  TRAINEE

. . ‘ e
-
- W@F&K@&U SET
PROBLEM CLARIFICATION ' \
A
Problen Clarificatiph " problem Clarffication
N WHAT? . N .
What' unit, persan, thing, L . lo. ' e
group of peop]e condi- \ . . .
tion is 1nvo]ved? v .
g What's wrong with it? _ S DAV .
. T Yoy ' l i ‘ . l .
. v - . . . R 3 ) ., \ . -
~ WHERE? . ' ~ o ) '
Where does it occur (in - . .
some physical sspace, in 1 t : R
some sequence of events, . ‘#
. etc.) | : ..
I . —— . - | ’3
' ’ L ~ 1 l
. .l ,.,_._-_:..'-'""" - . - ) o.'
NHEN? . - . ‘:‘-.-#" wd RS } . . .
} .—---"' 4 < - - .
' when (in c]ock or calen- . | ) B
D dar time) does it occur? . L e , ] R
What units or people \ ' L ] R
. are involved? SRR A ' .
. s . ¢ ‘ - ! . \ ’ .
. : N . . N
‘.) '.
Vi | - , ) -




ACTIVITY
NO." 4B

. - . . e - . :
ANALYZING THE PROBLEM ° . . N

T
1 . Y

© ASK YOURSELF... . ==, - e,

' "Nhy does it occur at some times of the year- and not

v " K RS .

J e ;

'why does the problem exist in some units an\d not. i~ .
Pthers? . ) "

> -

- ‘others? - . :
Why does it efist with some people and; not bthers?

- Does it go away and then return? - : N .~ -
What are some explanations for these differences?

. ' b |
* ] : D ¥
s N * . . .;’ N . .-
b /

1] N

>

~IF YOU ARE LOOKING FOR REASONS. .. “

v

— - —— oty — - v

Does a particular cause accpunt for where thg prob]ém
is? Is not? When the problem is? Is not? . How? st

Which cause seems to best "fit" the problem?\ -

Tof learn:

into your mind \and compare it with £ .

something 'that 18 alveady there. / ' . 9__,?0 f,,"’a’ .
. 60 .

d‘)

A . _
%0&95 {geeb 3/‘0" ZOQ'{,?:,IQ -
. . re 13)

L Y . A ¥
about something ie to take it

1n. S T
g .
Ny i . . N

: L] 0.
. -
- %

. .
s .
" ; 1 4.
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" PROB ANALYSIS

B

~ ACTIVITY

NO. .48

WHAT "the Probtem
. S OO .

oo

-.wHERE'the-PrdBTEm
R T

WHEN the Problem
" IS R

—~ .
clients do not engoll in the
program

N

' X County | .
Fainily Service worker. John

Doe

Y 04
t

L &

since program began
mostly during summer

NHAT the Problem
1S NOT

WHERE the Problem

-

NHEN the Problem- .
IS NOT

olients,showing for screening

A

+~ IS NOT

]

-Protective Services worker,

.Latty Boop N ..

x

iess'in winter

[4

q-

Possible Cause(s)

Yossible Cadse(s)

L ¥

v."

» Possible Cause(s).

- There may be conflict with

practiceés,
- Cligpts have preyious bad

| system:
- Screening c]inics are out of
+ the neighborhood

- ethnic or religious, medical |

experience with health care'.

1 - dohn is- a'new worker. -

- John is male.

- Batty uses follow-up calls

to discuss the<program.

< John has never had training

about EPSDT services.’

-~ X County. is multi-&thnic.

-

- A1l kids are at ‘home. in .

‘summer.

" = Kids look healthier in .

summér,

- Screening ¢linics. in schoole

closed {irf sunmer.

- Teenagerd have summer’ jobs.

- Client and worker speak . \
different native langudges. ! }
- “ ;.‘_—;_‘J - F- e
- JT - " "_"‘"‘"‘"“'t”' s rd N ;
. N - - — 7 ; S "l-:'
. Most Probable Cause(s):. = . N

*. Conflict between ethnic or
religious practices, .
*. Language barrier,

or

Joha ha. d no EPSDT
training. -

.

S

4,

.ﬁ'
]




~ WoRmKSH

PROBLEM I\NALYS I S

CACTIVITY -
-NO. 4B

v ’/ ¢ .
L - ~ ’ * .
FILL " NHAT the Problem . NHERE the Prob]em N WHEN the Prob]em. . .
: IS - ' IS v © IS : .
- IN - — e — ' !
PROBLEM / . VAR “ L
TATEMENT . . - : N / ‘ A N ,‘.ﬁ\
WHAT - the ‘Preblem . WHERE the Problem L .' WHEN tlr’ oblem - - f
y - S NOT. - IS NOT . ' IS NOT - N B
- o P r , " ., .. “ r’ \J
. ‘. | ) S : |
\ % n;,\' .,. . ~(- . - -
e"' . . | ) v * ' ' !
g -~ ‘ " Possible Cause(s) Possible.Cause(s) Possible Cause(s) .
l *\ ¢ .-'7 ' - e ..*" . . W :
61. * . . ' ' . Y 4 '
R . ) ~ : R
‘.\/\. .
- . " '/ (~— ' i -
. . l" 1 ;l:, , ’ e .
. : -~ —~ : - — -
. _.[ ): i (. p— ~
v( v “ 7 L » L o N 4
. " Most Probab]e Cause(s) - - . e L,
SELECT ONE TO WORK Nt : oo S 1oy
' s, '\ ‘: . ; ' K ) ~:
0 " B ' . . - . ' "1. . N
... R ’ N N S



GOAL STATEMENT *

v
. -
PR

"

v
a -

/
Oﬁservable

(Resul fs or Icfions)

..’_:.

{ ACTIVITY
S\ NO. 4C
. ,:i&_(-‘" 4

- Minimum Criteria
v 7 of Success -

“(How do you; know?}
(Measured by What?) -

j'_‘l

v A. . > '.-'::‘. .
S R
. ~Q0AL !

will
appoin ment. .o

%

ke. a streerﬁng‘ ‘75% of the time after

' at le»ast two: com:acts.

L
-

appointment for’
Cl gibles... -

l‘
Will make a screehi_ {‘~-;.,75_% of ;tr.;‘e ~t1n3e'.' b

. A
PR e
. . : C .
“w, . & . - N
L) -

-.

o]

' .gram 103 sHeﬁts’ in

their own angua e...
. % guage™sy |

to- encourage. thert to E
make a screening . - .
‘appointment...

n3

'\}:N ) L . 2\-’};: ‘ ' . e . \"'\_ . ‘ ' ‘ 'ﬁ:‘
. .® - | . ‘ ) ) $;‘ . '-.‘ | . e \ K . . 4 .
R R . w - \.l . ) - . . . .‘. e
Lo ‘ . " ¢ ‘. o
B S ’ . ¥ < .
ST kYRR I L—-\g o - -
: R T : o " . )
, s ~'.. ’ : ) T : E . . N *%? o s - . S
» e . : . o I . R
.\ S To. show clbants.... : EPSDT health éerviqes -sothey wil1 make p
i ,GOAL : o do not- conflict wi! screening appoint- .
- s e 1 ethnjc’ religi ments 75% of the .
STATEMENT - : pkEEZ beliefs... o time.
. - 7-.‘ . PN v rd ‘ N +
% . - 1!4 L
“ < 4 . . ) ° :. . Py o .
‘ | o o . ,:M ) _ | N ~r\, . ‘
2. ) - e — A_L;ﬂ S o 'y prN . N o i
N . 7\. . 'ZY_Q‘~ - ae . - "
o T o, N DR < e :
. . - - ’ . doz - . )
oo

e
,

to oha

%ou gct

<ﬁ§w¥ummss,zg

on the bua, you ought

1‘-# ze going.
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IDEAS BY BRAINSTORMING

TRAINEE .

 ACTIVITY
“NO. 58B

GodlStatement: * - R
To get workers to explain EPSD “1in native "language

GETTING TDEAS FROM NHAT 0THERS-HAVE DONE
Goal Statement: b
Clarify for clients: that EPSDT does not. conf11ct

with religious or ethnic peliefs. : o}

\'

to encourage é\ients to make aPpointments. -
Y )

3o P

N . T~ -
L] 4 -
. .

1 How To Bradnstorm* ‘ .

Brainstorming is a method for a few peop1e to
generate lots of .ideas about how to reath a goal
in a short time. The rules are simp]e ’

1. Limit any brainstorming session to 10.m1nutés.
2. Many ideas are desired. .
3

. Free-wheel: Toss out any .idea, even if 1t
seems impractical.

4. Tag-on: . Make a new idea out of the 1ast one
T by changing it somehow. . . : '

| How To Reca11 Nhat Othgrs Have Done

PN
-

A, Think of 'somé of the ways EPSDT workers in -
‘Other states tried to achieve the above goal
« as 11lustrated in the book1et. Delitvering EPSDT
‘Services. ; . N

_“Tag-on“ {deas you haye from réading about
- other solutions.

\2,

4

3. Nhat -are some things you have already tried?

4. Defer 'judgement, criticism of those tdeas.

’

ar
-

- Print’ materials in Spanish (or Chinese or.what-
ever). -
- Hire “bi=11ingual- workers.

' - Hire paraprofessionals to speak with cHents ,

" of different backgrounds.
- Go..to 10€¢al churches and present talk 1n

.1

5. Defer judgement Criticiéﬁ of ideas comes
Tater. ‘ :
\/ 4 . i ‘
: _ ) a Ll
| 1DEAS!: ) “| MORE IDEAS!:. )

‘- fet support of natural hea1ers
1 - Convince a neighbor to talk to c11ent

e

Spanish (Ch1nese)




Y
J

. WORKSWE!

b e e ......“_‘;_.,__ L LTI

ACTIVITY
. 5B

\2 -Many ideas are desired.
13,

‘1 4. Tag-on: Make a new idea out o
by changing it somehdwf

oo S weas L | .
IDEAS BY BRAINSTORMING EL ) I ‘ +  GETTING IDEAS FRGM WHAT OTHERS HAVE DONE\
Go&ﬁ,Statement . : ' | Goa) Statement ‘ . N\
. - D , . , ~ \
. : . ’ . ‘ .
< : » . 1}. _
~~ - - ) 2 \"" . ; * iy
How To Brainstonn e . R | How To Recall Nhat Others Have Done .,

Brainstorming is a method for a fewlheople to
generate lots-qf ideas about how to reach a goal
in a short tfie: The Jrules are simple

Limit any brainstorming session to 10 finutes.

-

Free-wheel: Toss out any idea, even if it
seem impractical

he last one -

5. Defer judgement: Criticism of Teas comes
ater. | - :

L

§ - ]

N
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

Sermvices. ,

2. "Tag-on" any ideas -you have from reading about 1
-other solutions.

4, iffer judgement. criticism of those ideas. s

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

IDEAS!: © T -

- . \‘

MORE IDEAS!:
v

ERAGE |
5
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el e e | SELECTING ALTERNATIVES . S ,:»—""~

N “ .
. . < L e .
. N - . - .

CRITERTA FOR SELECTﬁlG _AL'TEkNA‘rI,vés e y

To decide: - To_think about: - - LN

a : appropriateness . Is it right for us tp use this kind
v . o0 of strategy? (This question includes.
“dealing with whether-or not the stra-
o tegy is appropriate in light of the-
- mission of the EPSDT program.)

M , E effectiveness Given the_size,or scope of the prob-
. : B Tém, will this strategy make enqu
\- . difference to make it worth doin

: Will it reach the stated objective?

efficiency How costly is this strategy compared '
to the benefits you wil] obtain? O
" Is it worth the time, mohey, energy ’ :
to be expended? : _ R

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

..

wet w8 It a'ounds good, but,..” ‘ B

A winning idea haa played *king-. | N
" of-the-mountain 71 won." ng '

. - . \




CAUSE
#1

CAUSE .
- #2

* " TRAINEE '~

R '
- SAMPLE
SELECTING AN ALTERNATIVE E ‘
- 1. ' . - - - 7 -
STRATEGY - APPROPRIATE? EFFECTIVE? EFFICIENT?\ SIDE EFFECTS
(Idea) - (Is' 4t "right"[ (How close (Compared to (What might
L .} for us given |will we'come |the benefits, | happen as a
-1 the mission | to the stated | how costly  {s | result of |-
of EPSDT?) [ goal?) ’ it.in terns of | dping this?) -
.- i . | time, money -
and energy ex-
: pended?) .
A. Print® yes QP hard to say
- materials in
: Spanish. ' _ | . 1. «
B. Get suﬁert - yes +solves many yes; uses re-4 increasg in
~visor to workers' . 'sources at. programg-
start "bi- N problems hand scope
. lingugl" - i
program. . ‘e
Hire bi- - . yes no; dard to
11n94al  find, train
workers. T
C. Hire para- -yes ! slow, but none
~professionals ' may be most -
to talk with effective .
some clients. , ‘~g}f
D. Visit local maybe long range, cosfly*fﬁ-}': he may-cause
natural maybe energy, risk | you to lose |
healer for - | face or fight
support. . ) you .
E. Eplist aid of yes on individual] costly in . increased - |
neighbor to cases, may | time, but may | visibility
talk to y work have long run | in a neigh-
client. ° ] efficiency borhgod.
F. Discredit no not at all clients may
- natural ' not come to
healer in EPSDT at all
eyés of . .
community. ;
.l . - 'U( . - LY
s ‘ 68’ v 1 1 5 ) }
o ' :




« CAUSE
#1

CAUSE _

#2

WOE‘%KQ&E\E ET

SEﬁECTING AN ALTERNATIVE

e

~

.{ ACTIVITY

" ~TRAINEE

NO. 5C -

STRATEGY"

APPROPRIATE?

EFFICIENT?-

|- stoE EFFECTS | 1

\ | 1§FFECT}VE? .
(1dka) (1s 1t "right"| (How close. {(Compared to (What might
S for us given ‘| will wk.come ~| the benefits, | happen as a
the-mission .{to the stated |how costly 1s . resulpof - |
of EPSDT?) goal?) ,-_ ‘|1t in terms of -'doing this?) 1 7
. : - time, money - v
v . © + |and energy ex-
| penlled?) )
N " g
. -~ » “ "_ .
a 'v
\ '\

69
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[H]A[NJ D@@T

~ MPI:EMENTATION |
R =

ACTIVITY
NO. 6B

RULES\FOR MAKING AN IMRLEMENTATION PLAN

."Decide the tasks and resources needed forfyour ;
-.plan . AN '\
. -Determine the. time, each task will take oot

Assign people. dates andnevents to those ..
tasks. . Q >

Use your ubrksheet to.guide you thrdugh’ your '

s implementation -action.

rd

BEEF UP SUPPORT FOR_YOUR PLAN! : 2
REINFORCE YOUR EFFﬁTs' - T

(For yourself) Do you have misgivinbs? Fears?
Do they-keep you from forging ahead? "STOP..
Reconsider the .1ogic of your plan. - (Pretty good
yes?) Examine those fears. Consider your moti-’
vations. . This road map was a good one. This wi
1mprove your: work 1ife! . - »~

.- Again, specify those things you want to achieve

from.your action plan. You are specifying per-

. -formance! You know what you want. ' 1&
X"‘

Help your idea to help itself. Advocate it.

. plain_the benefits to others. Get ﬁhem‘to pull

while you push from behind.

Live up to your plan. Name. 1f. Identify it.
Make a pun to identify 1t then try to-1ive up
to it. .

n e

w’ "Stnoe abt'z,
Wonrds,
Your mouth )

A

MEvery- problom has hzdden aontingunaies...thc
moment thinge are settled, the world shifts and

" new thinga ocome up."

4 -

1)

{dea n{Lght . foet in try not to 8ardam m:th your

» -




»f "] . . . . . . . : . . /5 ‘ . v :
- w ’ , = { . .
. ' , . ' " ' i * ACTIVITY
R ‘ . - NO. 68 .
P * T IMPLEMENT&G A CHANGE | _ .
e . 1B S j . * . ‘\ 4 [N . . f' ', "; A . : :
©elr S Strategy: work witb superviSor to set up bi~11ngual- awargmess program ‘ R <L
) . S RS P . > S I T\r« LT TT B . R
___TASKS: R w1 _,uue? T |7 7en] RESOURCES .
'..' R - . ¢ . ] - Y: D "l, . ,a‘ . T ‘n . ] .'1;!: | '.' ¢ { . _0._/" .
1. Print materials in Spanish. by December ° - . Jack Sprat & - qost ef pr1nt1ng N

S I C e _,f'h ' -7- - : R A —secretarial time
‘.,' =N 2. Hire t?o para-professionals N by October 1 unknown,, e |- Community Outreach
B part time to'use for foll‘ow-up.. - . N . ..l -Agency - = -
* . . . y T . ‘Day Care fenter N

- -], Speak to s&perwsor in next ..| by November— ~ ', | supervisor: Jopn T. V Sylvu D. who knows.
* ., .. |: county where they have a l - - 3 oL -John* T.
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n ‘Sﬂ% objecthes | 1. Estabiish a time-1iné |1. Review checklist for
' . ) -} event’ ,
2. Estab]ish content - |2. contact trainees  |2. TRAIN ) ,
3 Select~methods ' "1 3. Acquire organizational 3. Evaluate - : .
1 ' _ : o support - -
R L Selecﬁ trainers = 4. Arrange for: 2 K <
R "\ e - - equipment . ' ' o
- rooms " : .
L , -~ materials JEEE ~
NERTNY 1 Design or- order train- |5. Review conteht with K
et ing. mater1als 3 trainersy or practice - - '
‘1 ' tra1n1ng yourself
o >
.. ’

o ~_ TRAINER

-

] .
’ . N i A

* ORGANIZING YOUR TRAINING EFFORT
‘Training 15.6 place to share ideas, meet peoJQe and fihd reinforce-
ment for successful performance. Since a trainer can help set the climate
for any training session | grainer who allows people to talk, whe listens 1
when trainees express ideas or confusion, and who provides sﬁecific feed-

“-back ta-them about- their involvement. in the program’ is setting the proper N

climate for the session. Allowing individuals an active role in the
'sessions - yi]l probab]y increase their’ 1nvolvament. reinfgrce what they
have learned,.and make the trainer's Job easier.

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

planning. preparing for the’training event, and rememberjng all the M
"Tittle details while conducting or producing-the training‘event. "These .
three phases in the training process are i1lustrated below.
. Steps in the Training Process _ _ e
1 S 111 \
PLANYING . [ \PREPARING |— ! CONDUCTING

the train’ing event *__,'

e




d : B TRAINER

PLANNING \: -
_ for training \

Py

) The first thing to determine are the training objectives. These can '
T 77U be stated as "outcomes." Objectives establish the content and ‘method of
1 ~ presentation. Once you have identified them, you should have little
~ trouble filling in the Planning Worksheet.

At a later stage, these obfBctives wi]l help you evaluate your
effort.” If you have stated clearly WHAT yﬁu expect to accomplish by the
training, you will have 4 basis for looking at Whether or not. the train- £ ‘
ing has accomplished your aims. )

L L ),
. | ) When you come to the‘last step~--evaluating what you have done--your . .
| training objectives will provide you with the basis foi' determining e i
whether or not you have dope what you set out to do. Co
N . A + .
o d . ‘ '\ R |
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PURPOSE : i;,& . )
_ - ‘ 123 s z
. Outcome You Want: Knowledge ]:giaﬁﬁlls to be References: Learn!ng Points:. Method of
Your objective- _ | Resources: ”essence: of Pre?gstation:
. | -Required: _ "’ Developed ' . content, oup
be bg;;::g:glly (tg do task/outcome "desired) Equipmgnt. knowledge/ski11 | experiences)
-~ - ‘)
N . ) .
n ‘ . . . ‘ :
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”'pédﬁTe"aﬁdmtﬁihas ~ Advance” pIanning is’ the key o Yatting everything ~

. t BY o B . . ‘-vs
" || - erepaRING -
O for training
" ;f ’ )

® - \ @
e

.
LLe - . .
. «

A training event usually requires the gathering together of many

fogether, at one place, on time. To help you establish a time-1ine for
‘each of the parts necessary(for your tra1n1ng. see the Prepargtion ..
Worksheet on the next page. 7 : o .

The 11st of quest1ons\below can help you cons1der sonte of the

"TRAINER . -

*

organ1zat§ona1 factors that may have an effect on your training euent..-*¥*~
- How clear are purt1c[pants ;ihectations of the training euent?

Do they know why they are being asked to take part? U .
N 4
., . - What are the levels-or jobs of your tra1nees? Are ‘they all on
the same Job rung? - M L - :

e

,‘/{ - How relevant is this tra1n1ng toKactual Job_performance?

Y
- How clear are your objectives for this train%ng?-q

- Other than tneinees. who else in the agency is 1nvelved 1n th1s '
training. event? Have they helped plan it? Will they help run

T 1t? Do they openly’ support it .
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TMINER
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O PRE PARA i] [].N
- —— l . 5
. ' TIME—LINE | '
, months, weeks, days)
| (years mi)n $ ‘e
S . e — T T .l s —
«  |conTen: o L ' e
— 1 I l
, Develop and T |
- ) | l ' '
2 [Review Content N | ! E |
‘ % ‘Arrange;: for | ' o . -
& |Trainers ey y 4 '
e — 1 T | A
| E Develop. | ) |
G |Materials I l N
C ' 1 | -
Practice’ |
. | 1|
/ ' -
7 T l | |
LOGISTICS: ' )
.- l - !
: v . ) l ! ! v
Contact }l . | * | |
Trainees . /] l : .
' ) ] ’ 1 1
o Agency"-/&]- ] | | :
. § Support l N ' ' ! l
# |Rooms® and - g | :
g Equipment l | L
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. you have covered everything you have planned.
. ' subsections for each session or activity -These subsections might include'

training, you may want to begin developing a‘resource file to N this,.

" of train%ng résources..

ilavailable.

needs. _
- of a train.r's resource file. | - y Lo

, TRAINER e
. ( Y . . i ] . —__}

T . . . y

A AW a2 .
CONDDGXING/ \ - T el
PRODUCTNG - ; e
the training S ' y e
- ? ‘ ~
-, . ’/_N:—-—'—\

N . . 3

v

- If you have adaquately planned and prephred the training event itsalf

'-snguld run smoothly. Use the Event Guide to make cartaln you have every- : T
- thing necessary for the training session. R o SRR R

\ \ - _‘ - \
Some trainers also find a trainer's notebook hglpful The notebook . N
can be an aid in organizing the training event as well as making certain o

Your ndtebook might hava-

- the objectives for the sessfon; . - : _— .
- an agenda for the'session, . g : - " a
- an_outline of the content to'be presented; ’ . T e
- a copy of any handouts you are using; . o ' «
- a few brief closing or summarizing of points covered; and \ }_ KA
- gpace to make notes. on bart{cipants‘ responses to the session. “; )

"+ f*one of your.on-going responsibilities is to conduct or facilitate T |

need.

Nhat follows 1s a suggestion of how to develop your personal notebook
l Use it to: o Ty :“ S
- halp you think abo?t kinds of resources not previously utilized

one way of organizing training: resources. and .

- sérve as a model o
'« provide a structurg for sharing informatioh about resources

with other supervisors, both in and outside this training .- "o - ,
session. _ , . o )
) N

Location can and does affect the kinds_and quality of resources
‘Some resources, however, may ué implemented on & regional basis, Co
and ilt regional staff deyelopment specialist or program specialist may - _ iﬂﬁf
know auout resources appropriate for your staff.development and training :
rollowing ‘the Event Guide you will find a dascription and sample




. ST - . . | lRAINER
] . ’ ’ ' . . h . - .
- EVENT GUIDE -

o . 1. PROGRAM \ SO (::\ - . -
| Name: ..~ ' N - ‘ -

Type of training: workshop ( ) A‘fﬂecture () ° orientation ( )
St .. voluntary () mandatory ( ) pre-registration () =

[ M iy

II. PRE-PLANNING SCHEDULE
NPT Need &ssessed: . ) P ‘
‘ . Target group: ' '
Key administrative contacts:.
I1i. LEAD TIME SCHEDULE
.~ Selection of site/facility:
Location: __ - Date: . Time: ____
Spqakers:' ] i Contacted: ____ Confirmed: ___
Equipment needed: _ !=
. " Handout material:. to be drafted: ) already drafted: __
' . date to typers: ) datq'returned: A
¢ . Registration forms/memos: . - s
N o . : ) to whom sent: deddline date:
o Agenda prepared:. - . i ' "~ y
Y " date sent: . __ to whom sent:
N Number of sessions: o -
s . +Size of group expected: <
R IV. EVALUATION AND FEEDBACK PLAN. '
i )
" — ¥
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’ . TRAINER .
V.* LOGISTICS - e-" 0 ~
' Sign-in sheets: ) ' . yes () no () .
Agendas:. v yes () no ().
~ -Handouts (am@:t/s): . ‘ yes (). no (.) .
Blackboard: : - — Chalkeeeo ..
e e e _.téft_e_'_‘ﬁ.:______'__.___._:_-..._ e e e e e e e e - “—*y_e*é_()no ( )_ R _'___.__
" Water pitcher: yes () no{ ) '
Glasses: - ‘ ~yes () no ()
. ‘Microphone: I yes () no () |
, _Check Tighting: - ' converters: . .
‘Check outlets: extension cords: )
* ROOM ARRANGEMENTS SN - S |
Theatre style: . classroom style: ... — L
‘ Table: __ ., ___° chairs: e ashtrays:____° -
'Posters/§1gn~s: -, “yes () no () :
'Bul}etm board} - o 7 - yes () no( )& ' )
IR - " (post notice if change in program) ~ -7 T . 7 C B
. Pencils: e . paper;: . —___ note pads: —.___
.t Badges/name tags: table for handouts: .
Music: . ' N yes () no () _ N
Guests or dignitaries: - - e -
. “; ' ‘ 3 - . ( )
: o . IR . . ' (
. ‘.‘ P




"~ to help workers -or other staff in your.agency receive training foe identi- . .-

. : TRAINER

S

N ‘ l : .‘ ’ . '.
: Aj.TRAINER’S RESOURCE FILE: MANAGING TRAINING‘MHCES

A3

e

Many'of the materials have been provided for thtis training However, .
as people develop on their jobs and as new workers Join the agency, new
needs arise for add{tional traiping, * If one of your: responsibilities is

fied needs, you may want to begin developing a resource file that indicates

where some skill and knowledge can be had : L

s

What' follows is one supervisor s notebook of training resources. This
materials 1is designed to: . o

- help.you think about kinds of resodrces you have KSt ~
used before; o

- segve as a model for organizing training resources. ) : S
_and . - o

- provide a structure for sharing information with
. other supervisors .

C e

People and agency resources available to you and your~unit vary in .
different areas of a state. However, some resources may be ehployed on ._ e e
a regional basis. The regional staff development specialist or program S '

specialist may know about ‘nesources within the region dhat-meet your “ s |
staff“development and training needs. On the following page is a 1ist of . ‘
"informants" or potential stockpiles of information about training T _
\ e
resources. ., _ . T B e T -
i Fn \| T o S
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T "4 TRAINER
/

. ~ INFORMANTS ON TRAINING

e

POTENTIAL SUPPLIERS OF
... TRAINING RESOURCES

“r

WHAT'S ACTUALLY AVAILABLE TQ YOU
(f11k=this_1in)

- Stake office staff development
1fbrary
ocal public 11brary

¢ .

| Staff development and training

Regional staff deve]opment
specia]ists

Regional’ program specialists

Child welfare and social work
Journa]s, such as: )

© . Child Welfare ‘-
- Public Welfare
- Children Today
‘= Health and Social Work (NASN)
» The ‘Health Care Financing

Administration Record (HCFA/HEW) -

UniVersity/co]Iege/community

college libraries
film or media centers
college faculty
graduate students

Other DSS program supervisors

L 2NN B S |

Journa]s such as:

--Journal of the American' '
Society of Trainers and
Developers .Y

Ogher agency staff .
Public Health Department staff

+

€
.. H

L4 .
(AN

When yod have compIeted this 1ist, go to the néxﬁ pygé and examine a

- sample page that might go into your own trainer's resource file.

.
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v RESOURCE FILE S “ . Y
i | ‘ N
TASK: I S ' "o
EXAMPLE: Interview poteptial clients - i L e A
I i} i - e _.! ‘L
‘ © EN .
- . 5 .
9 L] G . . ~
, Resources: : _ , T
- _ (name, agency ) (address, phone)” (training need S P
b TN ‘ - -~ 'y * S
. 1 or (name, book or location) . - addressed) - :
. ~ |[Examples: ' N - - | ) AN\ ' ;
- [ * a N

t

. ¢ |oss Training DSS state office outreach skills’
: "Interviewing Clients" Staff Development. Unit | interpersonal skills . .
- y attn: John Doe o interviewing skills |- ..

L)

o 3

- |Pfeiffer, J.J. and oublic lbrary-or | Sonmunication skills | |
John E..Jones, . state office .o appropriate feedback | "

R ~ |A_Handbook of Structured see‘John Doe S N _ Lo
. _ |Experiences for Human _ . R . g

. ‘ Reﬁgfions Training, . - o T oo
ppo XX. OWQ y. ) ' ) . ' L \ ’ - . ,':
{University Associates | , . : - N ES "
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.. AWITIONAL EPSUT THAINING MATERIALS v L
[ . s . .
* - : - - lc%
e m s miteim e e m b e seian e e mm s e s s el rememn N T —_ e VO VO POV g3 S —
. . i

L " EPSDT: \Overview of the Medicaid Early and Perfodic’ etk
L . ' ~ . Screening, Diagnosis and- Treat:nent Program o o BRI
)

Orfentation to Ensori"_'.rmmng ddeh

- . “ [

A " EPSDT: A Brieﬁistory of‘the Medicaid Early and . | | Sy
- Periodic Screening, Diagnosis and Treatment ' e o

e B ,«Qfogram '

N ﬂ . - ’ » ’ ' - ’ .3

. . . . e

“ 4 \ . N C A
Y - L

. S B A &

EPSOT: « The' Adninstrative Org\anization of the Medicaid T e R

| T | - Early and Perlodic Screening, Diagnosis and o

g N - Treatment Program . T

¢ . EPSDT:  The Clients of EPSDT Mrhei.r Exoeriénces o
' 1 - with Medical Services _ if . Toe L e

ST
' € - < -

EPSOT: -Child. Health Information For Norkers in the B T

® dicaid-EPSOT Program . .

4 "+ EPSDT: ‘Delivering EPSDT Services
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