TRAIN Florida — APD
How to Locate and Manage

the TRAIN Florida APD
DCCC Training Plan

The Agency Supports Persons with Developmental Disabilities in Living, Learning, and Working in Their Communities.




& 88 & CONNECTING YOU TO THE COMMUNITY

Table of Contents

1 Introduction

How to locate the TRAIN Florida APD DCCC Training Plan

How to access and register for the TRAIN Florida APD DCCC Training
Plan

How to manage the TRAIN Florida APD DCCC Training Plan

TRAIN Florida APD Training DCCC Training Plan FAQs

Who to contact for questions and problem solutions

APD Technical Support and Communication

We are just an email away!

If you cannot find the answer to your problem or require technical assistance, please do not
contact the PFH technical assistance or FDOH; instead, contact the TRAIN Florida APD Support

Team at apd.Imssupport@apdcares.org

TIP!

You can locate the APD Training Plans
from your Home Page. Find the Search Q, Search
feature, and click on the Browse Training

Plans.
& Browse Courses

! Browse Training Plans

f Browse Events



mailto:apd.lmssupport@apdcares.org

® 9 8§ CONNECTING YOU TO THE COMMUNITY

Section 1
Introduction

What are APD-Training Plans

Training plans are groups of training courses put together by TRAIN Florida APD site administrators for
learners to locate courses that may be required of them. APD use training plans for the following
courses: Direct Care Core Competencies (DCCC) and Zero Tolerance:

e An APD Training Plan (TP) is a group of APD courses
O Training Plans shorten the steps for locating courses
O The learner can locate a Training Plan through the Browse Training Plans Search
feature, which is located on the Home Page
O Learners access, and register for assign trainings using the Your Training Plans
feature in TRAIN Florida.

The following sections will help you locate, access and manage the TRAIN Florida APD DCCC
Training Plan.

| Additional help for the TRAIN Florida APD training resource, instructions, or tutorials are

available and located on the APD Training Portal web page.

If you have any problems and require technical assistance, please contact the TRAIN Florida APD site
administrator by sending an email to apd.Imssupport@apdcares.org.

Section 2
How to locate the TRAIN Florida APD DCCC Training Plan

This section will help you to locate the TRAIN Florida APD DCCC Training Plan.

Step 1
You can locate the TRAIN Florida APD DCCC Training Plan from your Home Page.

Locate the Search feature and click on the Browse Training Plans link.

& Browse Courses

0—> Browse Training Plans

g Browse Events

Image 3
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Step 2
You should be on the page below.

A. The APD-Direct Care Core Competencies (DCCC) Training Plan should be listed in the records
found section:

TR/\IN Florida &5
HEALTH
HOME COURSE CATALOG YOUR LEARNING CALENDAR HELP Q

|Use this page to search for any course or document on the TRAIN Learning Network site. The results may be limited by any groups

you have joined within TRAIN (see your profile for delails).e e 6 o
Q n

= Sort by relevance

Search TRAIN e

|Filters 23 record(s) found.

Search By
Training Plans %
€ _Any Search By

Training Plans APD-Direct Care Core Competencies (DCCC) H

Image 4 I
Autism Case Training 9

(1) Click on the Training Plan name to see the Training Plan’s full description and instructions. Click
the Back button to return

(2) Use the drop-down arrow to see a brief description of the Training Plan

(3) If you do not see the APD-Direct Care Core Competencies (DCCC) Training Plan, enter APD into
the Search feature

(4) Click the search icon

(5) If the APD-Direct Care Core Competencies (DCCC) Training Plan does not display in the records
found, click on the (see your profile for details) link.

a. On the Your Profile page, click the pencil icon

b. On the next page, locate and click on APD Providers - (Do note select the Florida —
General group)

Click on confirm these selections
On the Your Profile page, click the Save button, then click on the Close button

You will be returned to the Training Plan page; the APD-Direct Care Core Competencies
(DCCC) and APD-Zero Tolerance Training Plans should be listed in the records found
section

(6) Thisicon | allows you to save your search
(7) Thisicon := allows you to view your saved search
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Note:
You can use this page to search for any course or document on the TRAIN Learning Network site. The
results may be limited by any groups you have joined within TRAIN.

¢ Most training plans have an expiration date. Once the expiration date has passed, you will no
longer have access to the training plan. The courses will show incomplete on your TRAIN
transcript and the TRAIN Florida APD site administrator will remove the training plan from your
My Training Plans.

If you have opted-in to receiving from TRAIN Florida, you will receive an email from TRAIN
Florida notifying you that the TRAIN Florida APD site administrator has removed you from the
training plan.

Section 3
How to access the TRAIN Florida APD DCCC Training Plan

Step 1
From your Home Page, locate the Search feature, and click on the
Browse Training Plans link.

& Browse Courses

Browse Training Plans —a

f# Browse Events Image 5

Step 2
Click on the Training Plan Name — You will be taken to the APD DCCC Training Plan page.

TR/.IN Florida

| =1
HEALTH

HOME COURSE CATALOG YOUR LEARNING CALENDAR HELP Q

Use this page to search for any course or document on the TRAIN Learning Network site. The results may be limited by any groups

you have joined within TRAIN (see your profile for details).

Search TRAIN Sort by relevance

Filters 23 record(s) found.
Search By

Training Plans %

€ Any Search By
Training Plans IAPD—Direct Care Core Competencies (DCCC) :f. Training Plan | D

Autism Case Training Training Plan ]
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Step 3
A. You should be on the page below.

APD-Direct Care Core Competencies (DCCC)
O— =

1D 3662
The frainings available through this Training Plan provide you with the necessary information about the roles and responsibilities of

direct support professionals. There are five courses that must be completed in sequential order in this training plan. Each course
consists of leaming objectives that will be assessed at the end of each course.

The five DCCC courses are listed below:
1. Basic Person-fegtered Pl
more: "q

Name Completed Date Score Hours Status

APD - Direct Care Core Competencies (DCCC) i

APD - Direct Care Core Competencies (DCCC) - Module 1 | Not Started

APD - Direct Care Core Competencies (DCCC) - Module 2: E Not Started
APD - Direct Care Core Competencies (DCCC) - Module 3: 4 Not Started
APD - Direct Care Core Competencies (DCCC) - Module 4: . Not Started

APD - Direct Care Core Competencies (DCCC) - Module 5 . Not Started Image 7 |
Do not skip this part. Click on “more” and read the full Training Plan description and
instructions. .

Download the instructions, they will help you complete the courses in the training plan.
Do not click on the links vet! You must first reqgister for the DCCC Training Plan

e This is the list of courses assigned to the APD-Direct Care Core Competencies
(DCCC) Training Plan. You must take the courses in the assigned order. To
complete the APD-Direct Care Core Competencies (DCCC) Training Plan, you
must complete and pass the assessments with a minimum score of 85% for each
course and complete the course evaluations.

To register in the APD-Direct Care Core Competencies (DCCC) Training Plan, click
the Register button.

Section 4
How to manage the TRAIN Florida APD DCCC Training Plan

You now assigned to the APD-Direct Care Core Competencies (DCCC) Training Plan, the following
pages will show you how to manage and complete the APD-Direct Care Core Competencies
(DCCC) Training Plan.

Step 1
You now assigned to APD-Direct Care Core Competencies (DCCC) Training Plan. The training
plan is in progress.

APD-Direct Care Core Competencies (DCCC)

E=—a
== —<dg

The trainings available through this Training Plan provide you with the necessary information about the roles and responsibilities of
direct support professionals. There are five courses that must be completed in sequential order in this training plan. Each course
consists of leaming objectives that will be assessed at the end of each course.

The five DCCC courses are listed below:
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Step 2
Click the Back button.

Step 3
You should be on the page below.

A. Click the Home link. You will return to your HOME Page.
TRAIN Florida e

HOME |#@@BRSE CATALOG ~ YOURLEARNING ~ CALENDAR  HELP Q

Use this page to search for any course or document on the TRAIN Leaming Netwark site. The results may be limited by any groups.
you have joined within TRAIN (see vour profile for defails).

‘ Q L] = Sort by relevance v

Filters 24 record(s) found.

Search By
Training Plans X

& Any Search By

Training Pians APD-Direst Care Core Compelencies (DCCC) -
Image 9 I

APD-Zero Tolerance -

You should be on the page below in Step (C).

How to locate the APD-Direct Care Core Competencies (DCCC) Training Plan
Click on the YOUR LEARNING link

TRAIN Florida o
HEALTH
woue  course caraoo [TOTRIERTRE ememors  Hewe a

ik 2 Your opinion Is mportant to ust

Announcements

APD Resources for Finding and Navigating Courses on TRAIN Flonda

APD Leamets wil find guices and resources for finding and navigating courses o0 TRAIN
Flonda

Searching for TRAIN FI
Navigating APD Courses: Direct Care Core Competencies and Zero Tolerance
(instructions) and (Guige)

Navigating the APD-HIPAA course on TRAIN Floridaiinstructions) and (Guide)

< Image 10 J

On the YOUR LEARNING page, click on the Your Training Plans tab

TRAIN Florida m

HOME  COURSE CATALOG  YOURLEARNING CALENDAR  HELP Q

This page contains relevant information about your coursework on the TRAIN Learning Network site. Check your current status
within courses and training plans, print cerfificates, or access your transcript

Your Current Courses | Your Training Plans BUPCEMMicates  Your Transcript Image 11 I

[ll.  Your assigned Training Plan is located on the Your Training Plans page. To access the
courses, click on the Title link.
TRAIN Florida | &7

1
HEALTH
HOME COURSECATALOG  YOURLEARNING CALENDAR  HELP Q

IThis page contains relevant information about your coursework on the TRAIN Learning Metwork site. Check your current status
within courses and training plans, print certificates, or access your transcript

Your Current Courses Your Training Plans Your Cerfificates Your Transcript

Title Status Target Date Completion Date Format

“ IAPD-Direct Care Core raing Pian
ICompetencies (DCCC ¢
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D. How to complete the courses in the APD-Direct Care Core Competencies (DCCC)
Training Plan

1. You should be on the page to the below:
APD-Direct Care Core Competencies (DCCC)
[ < oo | * Windiaw

The frainings available through this Training Flan provide you with the necessary information about the roles and responsibilities of
direct support professionals. There are five courses that must be completed in sequential order in this training plan. Each course
consists of lsaming objectives that will be assessed at the end of each course

The five DCCC courses are listed below:
1. Basic Person-Centered Plannina

more +

@ Completed @) Not Completed

Name Completed Date Score  Hours  Status

APD - Direct Care Core Competencies (DCCC) [T

1
i IAF‘D - Direct Care Core G ies (DCCC) - Module 1: £ | ). Not Started
E

i APD - Direct Care Core Competencies (DCCC) - Module 2: | E Not Started

i APD - Direct Care Core C (DCCC) - Module 3: . Not Started
i APD - Direct Care Core Ci ies (DCCC) - Module 4: | ). Not Started |

i APD - Direct Care Core C (DCCC) - Module 5 ). Not Started lmage 13

2.You must start with APD - Direct Care Core Competencies (DCCC) - Module 1.

A. Do not skip this part. Click on the APD - Direct Care Core Competencies
(DCCC) - Module 1 link. You can also download the APD DCCC training plan
instructions here, they will help you complete the courses in the training plan.

You should be on the page below:

APD - Direct Care Core Competencies (DCCC) -
Module 1: Basic Person-Centered Planning - FY
18-19

0‘- W Save For Later

ID 1076458 | [ 05 | | Course Number 1078468
Fede s (2 Ratings)

Welcome to APD-DCCC-Module 1: Person-Centered Planning
2 = Person-Centered Planning emerged from a desire to serve the best interests of indi-
— viduals with disabilities by first changing the way we think about disabilities.
Person-Centered Thinking is the philosophy of Person-Centered Planning. It is choos-
ing to think aboyland focus en the person's sirengins, at
more +
= a

Details

Learning Objectives
Al the end of this module, you should be able to:

1. Identify the key elements in successful person-centered planning

2. Provide examples of p tered planning and seff-direction. |mage 14
3 Recognize of seff direction and

. Recognize the bartiers to empowerment

1. Click on “more” and read the full Training Plan description and instructions.
2. The APD contact information and course reviews are located here.

How to Register for the course and watch the presentation:

3. Click on the Order button and the course presentation will begin to play.

4. When you have finished watching the presentation, close the presentation
window
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How to take the Course Assessment (test)

5. You should be on the page to the below:

M APD - Direct Care Core Competencies (DCCC) -
Module 1: Basic Person-Centered Planning - FY

18-19
—i

InProgress uter-| Tai 1D 1078468 | | 0.5h | Course Number 1078468
e (1 Rating)

Welcome to APD-DCCC-Module 1: Person-Centered Planning.
= Person-Centered Planning emerged from a desire fo serve the best inferests of
= individuals with disabilities by first changing the way we think about disabilities.
Person-Centered Thinking is the philosophy of Person-Centered Planning. It is

choosing to think about and focus on the person's strengths, abilities, and aspirations,
rather than focusing on the person’s disabilities.

Note: You must complete this medule and pass the assessment with a minimum
score of 85 points before moving on to APD-DCCC-Module 2.

less =

Click on the ? Mark Completed button
When the window appears, click the OK button

Assessment

Are you ready to proceed to the assessment?

Cancel

The Assessment Button will appear

M APD - Direct Care Core Competencies (DCCC) -
Module 1: Basic Person-Centered Planning - FY
18-19

3¢ Withdraw

= Course Number 1078458

ek (1 Rating)
— Welcome to APD-DCCC-Module 1: Person-Centered Planning
=3 Person-Centered Planning emerged from a desire to serve the best interests of indi-
viduals with disabilities by first changing the way we think about disabilities.

Person-Centered Thinking is the philesophy of Person-Centered Planning. It is choos-

ing to think about and focus on the person’s strengihs, at
more + Image 17 |

Click on Assessment button

You should be on the page to the below. Follow the instructions to
complete the Assessment

Assessment

APD-DCCC-Course 1 of 5

You must pass the assessment with 3 minimum score of 85 in arder to pass this course.
Click ‘Stant Asseszment’ button to start the assessment.

Please note: the number of attemets you have to complete may be mitzd. If you are unabis to complete the pre-assessment for any reason such
lochnizal v, posr cue, e v window promcl rEVy:! )ammmwmu ot To oo s i ssemsmont when Pz, plosas wihdeaw o e Gooree o 1e-
regster.

= Image 18 J

After you have completed the Assessment, click the Close button, and go
to Step vii.
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o Please follow the steps below if you do not pass the assessment:

= You will see the Retake assessment button, click the Close button
jse, Neglect, and Exploitation - FY18-19 E

Assessment

Image 19 |

= Return to the training plan, the status will show pending post-
assessment. Click the Post Assessment button

Name Completed Date Score Hours

APD - Zero Tolerance [ e e ]

APD - Zero Tolerance - Module 1: Defining Abuse, Neglect, -

APD - Zero Tolerance - Module 2: Recognizing the Signs anc Not Started

APD - Zero Tolerance - Module 3: Reporting to the Abuse Hc Not Started

APD - Zero Tolerance - Module 4: Prevention and Safety Pla Not Started
Image 20 I )

= You should be on the window below

M APD - Zero Tolerance - Module 1: Defining
Abuse, Neglect, and Exploitation - FY18-19

([PosEAssEssmentPentingl | computerbased Training | | 1D 1078546 | | Skill level: Introductory

0.15h Course Number 1078546
Fede ke ik (4 Ratings)

Welcome to APD-Zero Tolerance - Module 1: Defining Abuse, Neglect, and Exploita-

tion. In this course you'll learn what actions can be defined as abuse, neglect, and ex-
ploitation. You'll also learn about some reasons why caregivers mistreat those in their
care. Finally, you'll learn about how the desire for power and control can contribute to

such mistreatment.
l 21 Blndas Vst it bt dhin mandidn and nace the neenes
mage oy

= Click the Assessment button to retake the assessment

The “Please Submit a Review” page will appear

Please Submit a Review

6. You should be on the page to the below:

i. Click on the stars to rate the overall quality of this content, then, click the
Post button

Please Submit a Review

* 7& ﬁ * ﬁf Click on the stars to rate the overall quality of this
content

Your review helps content providers and fellow colleagues.
When writing your review try to be descriptive about the quality of this

content and what was good or bad about your experience. Your feedback is
important for us!

¥ Show my name on the review
s ez |
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The page will appear with the Course Evaluation button

How to take the Course Evaluation

7. You should be on the page to the below:

i Click on the Take Evaluation button

APD - Direct Care Core Competencies (DCCC) -
Module 1: Basic Person-Centered Planning - FY
18-19

— Computer-based Training | | ID 1078488 | | 0.5h | | Course Mumber 1078468

e dededke (1 Rating)
Welcome to APD-DCCC-Module 1: Person-Centered Planning.

Person-Centered Planning emerged from a desire to serve the best interests of indi-
viduals with disabilities by first changing the way we think about disabilities.

Person-Centered Thinking is the philosophy of Person-Centered Planning. It is choos-

ing to think about and focus on the person’s strengths. a
more + Image 23 |

You should be on the page to the below. Follow the instructions to
complete the Evaluation

Module 1: Basic Person-Centered Planning - FY 18-19

Evaluation

APD - Generic Sel-Paced Evaluation

WVielcome to the AFD Course Evakuation.
You

‘Yeur znonymous critique of the training course content wil help the Agancy to assess the quality of our irainings. Please provide APD with pour honest critique of the training
conent, not the i 2 s working on improving the TRAIN

Remember, your evaluation resuls will be kept ananymous.
Click 'Start Evaluation’ bution to start the assessment.

TRAIN Florids APD

For assistance. please use the APD Support and Help Desk process
i y sanding 10 20d

son about s also available on the APD Training Porisl

The evaluation results will be anonymous.

— Image 24 J

After you have completed the Evaluation, click the Close button
You should be on the page to the below

This page shows that you have completed the APD - Direct Care Core

Competencies (DCCC) - Module 1: Basic Person-Centered Planning - FY
18-19 course

APD - Direct Care Core Competencies (DCCC) -

Module 1: Basic Person-Centered Planning - FY
18-19

— | @ History - M Save For Later

1D 1078458 | | 0.5h | | Course Number 1078468
e (3 Ratings)
Welcome to APD-DCCC-Module 1: Person-Centered Planning.

Person-Centered Planning emerged from a desire to serve the best interests of indi-
viduals with disabilities by first changing the way we think about disabilities.

Person-Centered Thinking is the philosophy of Person-Centered Planning. It is choos-

ing to think about and focus on the person’s strengihs, ab
Image 25 I

more 4
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vi.  Click the Back button
vii.  You should be on the page to the below:

APD-Direct Care Core Competencies (DCCC)
% Withdraw

The trainings available through this Training Plan provide you with the necessary information about the roles and responsibilities of
direct support professionals. There are five courses that must be completed in sequential order in this training plan. Each course
consists of learning objectives that will be assessed at the end of each course.

The five DCCC courses are listed below:

1. Basic Person-Centered Planning
more +

@ Completed () Not Completed

Name Completed Date Score Hours

APD - Direct Care Core Competencies (DCCC)

i |AF‘D-Direct Care Core C ies (DCCC) - Module 1: £ Jun 28, 2018 . Completed|

i F"D - Direct Care Care Competencies (DCCC) - Maodule 2: 1 he X Not Started

i APD - Direct Care Core Competencies (DCCC) - Module 3: R Not Started

i APD - Direct Care Core Competencies (DCCC) - Module 4: | . Not Started

i APD- Direct Care Core Competencies (DCCC) - Module 5: . Not Started Image 26 I

Your course status shows completed. APD - Direct Care Core
Competencies (DCCC) - Module 1: Basic Person-Centered
Planning — FY 18-19

How to find the other courses in the Training Plan?

viii.  Click on the APD - Direct Care Core Competencies (DCCC) - Module 2
link.

Follow the Steps in Section 4(D)2(A) to (B7) for each course listed in the
Training Plan
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Section 5

TRAIN Florida APD Training Plans FAQs

We have provided a list of Frequently Asked Questions.

If you cannot find the answer to your problem or require technical assistance, please do not contact
the PFH technical assistance or FDOH; instead, contact the TRAIN Florida APD Support Team at
apd.Imssupport@apdcares.org

Question 1 | did not complete a course module in the Training Plan. How do | go back and find the course
module?
Answer 1 1. Locate the Your Training Status section on your HOME page and click on TRAINING
PLAN (IN PROGRESS), You will be redirected to the YOUR LEARNING/Your Training
Plans page. Go to page 7 of this document: How to complete the courses in your
TRAIN Plans. Follow the steps in section 4 (3 C lll) to (3 D 2 B7 ix).
Question 2 | completed courses in the Training Plan and accidently clicked the Withdraw button. Do | have to
start over?
Answer 2 No! Go to Section 3 of this document and follow the steps. After you click the Register button, go
to Section 4 and follow the steps. Your completed courses will be listed in your Training Plan.
Question 3 | entered APD into the Search feature and do not see the APD-Direct Care Core Competencies
(DCCC) and APD-Zero Tolerance Training Plans. What do | do?
Answer 3 Your account is not assigned to the APD Group. Go to Section 2, Step 2 (5) and follow the steps.
Question 4 | clicked the Register button and got a message that my profile is not updated. What do | do?
Answer 4 Click on the Update Profile link. On the profile page, enter an address in the Address field. Next,
go the Time Zone field, click on the dropdown arrow and click on (GMT-05:00) Eastern Time (US
and Canada). Click the Save button, then, click the Close button. You will return to register page.
Click the Register button.
Question 5 How do | check the course status in a Training Plan
Answer 5 Locate the Your Training Status section on your HOME page and click on TRAINING PLAN (IN
PROGRESS), You will be redirected to the YOUR LEARNING/Your Training Plans page. Click
the Training Plan name for your Training Plan of choice. On the next page, locate the Status
column. Completed courses show Completed and are highlighted in green.
Question 6 | did not pass an assessment; can | retake the assessment?
Answer 6 Yes! You can retake the assessment. Please follow the steps in (D)(2)(B)(5)(vi).
Question 7 How do locate my training certificate?
Answer 7 Your training certificate is available after you complete the last course in the Training Plan. Click

on the Your Learning link. When the page appears, click on the Your Certificates link.

Rev.: 7/23/2018
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Section 6
Who to contact for questions and problem solutions

APD Technical Support and Communication

We are just an email away!

If you have any problems and require technical assistance, please contact the TRAIN Florida APD site
administrator by sending an email to apd.Imssupport@apdcares.org.

As a TRAIN Florida APD learner, | promise not to contact the Florida Department of Health or the
Public Health Foundation for assistance. Thank you for supporting TRAIN Florida APD.
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