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Training Notes

· Display:  Module 1, PowerPoint slide 1

· Instruct all participants to sign-in at the beginning of the class.  We will use this sign-in sheet to make a point in Module 4.

· Introduction of Trainer(s)

· Brief introduction to include:  name, professional background, and training experience

· To deliver effective training, it is essential that the trainer have a high level of content mastery.  The trainer must know the subject matter in depth in order to relay the information needed by the participants in fulfilling their job responsibilities.  Trainers may opt to have a training team of two or more individuals who bring the combination of essential training skills and content mastery to the training experience.

· The training manual is designed as a trainer manual with extensive trainer notes on the left-hand page.  To create participant manuals all that is necessary is to remove the pages with the trainer notes.

· The information on the TRAINING NOTES pages is designed for the trainer to be able to provide additional information to the participants.  

· Information that the trainer should tell the participants is in italicized text on the TRAINING NOTES pages.

· As we work through today’s training it is important to keep in mind that the purpose of the training is to become aware of the many security issues facing today’s child support worker.  As we explore the many ways that security can be breached, questions of local policy may arise.  It is the job of the trainer to acknowledge those questions but to refer them to the appropriate person.  We suggest that, prior to the session, the trainer establish a policy contact to whom questions or issues may be referred.
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TRAINING NOTES

· Explain the purpose of this course emphasizing:

· Expanded FPLS

· How much confidential information that child support workers have access to

· The importance of raising security awareness

· Security is everyone’s responsibility (point to banner in room, if available).

1.1 Purpose of Curriculum

Welfare reform legislation has mandated many changes and new requirements to the child support program, such as the expanded Federal Parent Locator Service (FPLS), financial institution data match, and state disbursement units.  These major changes use electronic technology to communicate, exchange information, and affect financial transactions in ways we would not have imagined ten or even five years ago.  For the child support world, as in so many other areas of business, knowledge is power.  As part of the Federal Office of Child Support Enforcement's (OCSE’s) ongoing effort to provide technical assistance to States, we are especially interested in exploring the wonderful opportunities for faster and better communications with automated resources within the child support program.  With added resources, come added risks surrounding security and confidentiality issues.  

Our training course—The Child Support Enforcement Program:  Securing the Future—is designed to give trainers an overall sense of the real need to focus on and make security a priority in the child support program, the office, and in your personal lives.

Over a one-day period, participants will receive information on security issues, which are critical but may not be a priority in some agencies.  We will cover the benefits as well as the downside of technology, the impact on the Child Support Program, the rules governing requests for information from the FPLS, system security measures, and confidentiality. 

We welcome your participation. This gives us a chance to exchange experiences and learn from each other before returning to our respective States.

training notes 

· The entire curriculum can be covered in one day for up to a maximum of 25 participants.

· Discuss the target audience.  Reinforce our slogan:  “Security is Everyone’s Responsibility”.  Make sure the banner is displayed and call attention to it.

· Equipment/Supplies:

· Transparencies and overhead projector or;

· PowerPoint slides, computer with MS PowerPoint (version 97 or higher) and a projection system

· Projection screen

· Flipchart stand with 2 pads of paper

· Markers

· Masking tape

· Flannel boards (2)

· Sign-in attendance roster

· Course evaluation forms

· Certificates (if applicable)

· Name tents

· “Security is Everyone’s Responsibility” banner (optional—available from OCSE)

· TV

· VCR 

· “The Child Support Enforcement Programs—Securing the Future” video (available from OCSE)

· Video of “48 Hours” episode entitled “Nowhere to Hide”.  This video may be ordered from CBS at 1-800-934-NEWS.  “Nowhere to Hide” original air date 4/28/98.

1.2 target audience

The target audience for this training is caseworkers, high-level policy staff, program staff, systems staff, and all staff in child support offices.  The curriculum can easily be adapted to State-specific use and policy, enabling trainers to tailor the material to meet a specific audience’s educational needs and interests.

training notes

· Allow 5-10 minutes for participant introductions.  Have each participant provide their:

· Name

· Name of the agency/unit they represent

· Position and/or area of responsibility 

· Advise participants to be considerate of others and turn off beepers and cell phones

· Be sure to cover all administrative tasks

· Explain the Participant Manual and how it should be used for note taking and as a guide.  Be sure to call attention to the resource and reference material in the Appendix.

· Point out to participants that copies of all of the PowerPoint slides we will present appear on each page in the participant manual.

1.3 IntroductionS and administrative issues 

1.3.1 Student Introductions

Introduction exercise

1.3.2 Training Schedule, Facilities, and Administrative Tasks

Class hours

Announcement of breaks

Time and length of lunch

Lunch/snack facilities

Location of phones

Location of restrooms and water fountain

Smoking policy

Emergency phone number

Attendance roster

Name badges or name tents

Participant Manuals

training notes

· Display:  Module 1, PowerPoint slide 2,  then 3

· Ask participants to indicate what they hope to get out of this course.  Record their expectations on the flipchart.  When finished tape the flipchart pages around the room.

· Be sure to give ample opportunity for discussion.  Establishing a comfortable environment now will give the class the confidence they need to participant throughout.  It will also give you valuable information about the participants’ feelings about security.

1.4 Goals and Objectives of the Course
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Today’s Topics 

u

Introduction:  Overview of Today’s

Objectives

u

Module 2:  The Information Age and

Child Support

This course is designed to increase the participants’ awareness of privacy and security issues in the Information Age as it relates to child support enforcement with a special emphasis on the FPLS.  Participants will learn why security is important, the rules governing requests for information from the FPLS, and what steps the participants can take to improve the security of their offices and protect the privacy of the individual data they access. 
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Today’s Topics 

u

Module 3:  Protecting and

Safeguarding FPLS and Other Child

Support Information

u

Module 4:  Protecting the Personal

Security of the Child Support Worker



training notes

· Display:  Module 1, PowerPoint slide 4
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Today’s Topics 

u

Module 5:  The Next Step

—

Creating

an Action Plan

Goals and Objectives of the Course (Continued)
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