STATE OF CALIFORNIA ~ HEALTH AND WELFARE AGENCY ROMNALD REAGAN, Governar

DEPARTMENT OF BENEFIT PAYMENTS

744 P Street
Sacramento, CA 95814

September 26, 1974

- ALL-COUNTY LETTER NO. 74-190
: TO: ALL COUNTY WELFARE DIRECTORS

ALL COUNTY STAFF DEVELOPMENT SUPERV1SORS/COORD INATORS

SUBJECT:  INCOME MAINTENANCE STAFF DEVELOPMENT PROGRAM STATEMENT FOR 1974-75

REFERENCE: OPERATIONS MANUAL SECTIONS 14-600, 14-610

Attached Is the Income Maintenance Staff Development Program Statement for
1974~75. 1t reflects requirements of the Staff Development Regulations for
county welfare department staff development programs.

The signature of the county welfare department director or authorized
representative on the statement indicates the county's commitment to fuily
implement the elements cited therein. Please complete, sign and return the
program statement to the Departmental Training Bureau by November 1, 1974,
Please retain a copy for your records.

In recognition of the separation of income Maintenance and Social Services
programs a new format for the County Staff Development Program Statement

has been developed in cooperation with the County Welfare Directors’
Association, Staff Development Committee. Space has been provided on the
right half of the statement for you to indicate the type of documentary
resources available to substantiate the various elements. The attached list
of suggested types of documentary resources may be used as a guide for
completing this portion of the program statement. The statement also requires
an indication of the location of the staff development records and the person
responsible for these records.

Compliance reviews of County Income Maintenance Staff Development programs
for the 1974-75 review cycle will be conducted in response to specific county
welfare department requests or on an as-needed basis in accordance with
departmental priorities. Departmental Training Bureau staff are available

to assist county welfare department staff in their continuing efforts to
improve the effectiveness of their staff development programs.
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If you have any guestions or comments, please call Edward Salt, Chief,
Departmental Training Bureau at (916) Lki5-6271.

Sincerely,
Q//M‘% A
WILLIAM J. TZ Uj?\
Deputy Director

cc: CWDA

Attachments
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I.

II.

III.

Suppested Documentiary Resources

Staff Development Policy (14-200)

8.

written staff development policy

Personnel Development Policy (10-221)

e

b.

C.

d-

viritten personnel development policy
record of interviews with employees on performance
record of individual employee goals and career development plans

employee evaluation or appraisal forms

Staff Development Personnel Plan {14-200, 14-800)

e

b.

Co

written plan

rersonnel employment and classification records

organization chart

Budget Appropriations for Training (14~620, 10-221)

e

budget records

Orientation (14-300, 21-003)

8.

training records
instructor syllabi
lesson plans

instructor training ﬁotes
employee handbooks

training activitiy reports, calendars



vi.

ViI.

VIII.

Ix.

Inductiocn (1L4-31C, 2L-225)

a&. training records |
b. instructer syllabti I
c. lesson plans

d. instructor training notes

e. employee handbools

f. training sctivity reports, calendars

Functional In-Service Training (14-400, 14-510, 14-420)
a. record of in-sgervice training

b, instructor syllsbi

c. Jlesson plans

d. instructor training notes

e. training activity reports, calendars

Changes in Repulations and Introduction of New Programs (14-420.3)
a. training records

b. instructor gyllabi

c. lesson plans

d. dinstructor training unotes

e+ training activity reports, calendars

fo unit meeting reports

Other Continuing Training Programs Required by Special Regulations (14-420,4)
a. training records

be. instructor syllabi

Ca leséon plans

de dnntructor troinine notes

e. enployee handboulio

f. ‘treining wctiviiy reporils, calendars



