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Illinois Department of Children & Family Services


9-27-06

To:    All Private Child Welfare and DCFS Supervisors & Management            

Effective October 1, 2006, the DCFS Office of Training is implementing changes in both the Foundation and SACWIS/Office Automation training courses and the Child Welfare Employee Licensure ( CWEL License) process.  If you are not the supervisor who should be receiving this, please give it to the appropriate supervisor.  The supervisors receiving this letter should have an employee entering a Foundations/SACWIS class in the near future.

These changes will help streamline and shorten the time it takes from the hiring date of a new employee, until they are fully ready to be assigned either a direct services caseload, or supervise a worker with a caseload.

The changes for new employees who MUST complete training and Licensure are:

1. The forms attached to this message (CFS717-G, CFS 717-F) - will be expected to be completed and submitted to the Office of Training- 227 S. 7th St., Springfield, 62701
 prior to your new hires entering Foundations Classes.  

The 717 F & 717 G, as well as the 718 E ( below)  must all be printed on ONE  sheet of paper- double sided.  Two sheets of paper for any of these three forms WILL NOT BE ACCEPTED!!!!
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The NT account needs to be completed and submitted using the link below or the one that is also in the body of this email.        http://10.112.60.195/dnet/Security_New/Security_Forms/Request%20for%20New%20NT%20Account.asp
This will enable YOU  to obtain the employee’s computer network ID prior to the first day of the required Foundation Training Course.  The network ID will be needed on the first day of training
For POS agencies staff ONLY: the CFS 718E document below is to be done at the time of hire.
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The POS new hire MUST take this completed form with him/her at the time of fingerprinting and leave it with the vendor.  

Additionally, please make sure that your new hires immediately order a copy of their official college transcripts.  Only transcripts that are sent directly from the college/university, and display the conferred degree, are acceptable.  The transcripts must be sent directly from the college/university to:
The CWEL Office

Station # 122-DCFS 

227 So. 7th St., 

Springfield, Illinois 62701.

Also the 717F & 717G must be sent to the above address.  Remember the 718 E DOES NOT GET SENT TO THIS OFFICE, BUT MUST BE LEFT WITH THE FINGERPRINTING AGENT.
Also, please continue to request your new hires CYCIS ID as soon as you hire your new 
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 staff person.  Complete form attached above and either fax or mail to the person on the bottom of this form.

2. The forms packet that is attached to this message will be sent directly to the agency supervisor/designee at the time the new employee is registered for training, together with the training registration confirmation letter.  You can also download these forms from the Department’s D-NET.

3. The Office Automation and SACWIS training course has been incorporated into the Foundation training course for direct service caseworkers and supervisory staff.  The Foundation training course has been lengthened by two days ( from 11 days to 13 days) to accommodate this change.  The result will be that the new hire who successfully completes the CWEL and training process will be fully prepared to be assigned a caseload at the conclusion of the Foundation course.  The Foundation Course schedule (through December 31, 2006) is posted on the Departments’ D-NET under the training link).
4. For all new DCFS and POS employees, Office Automation training needs will be assessed using a new on-line format.  This assessment will be completed ON-LINE and will include the following standard DCFS computer applications:

· MS Office

· Internet Explorer

· MS Outlook and 

· Windows 2000.

You will be able to register for this on-line course by mid-October.
5. The Office of Training will continue to schedule SACWIS training for non-direct service casework and supervisory staff. 

Completing all of these tasks early in the process will enable your employee to be able to carry cases sooner.  

 If you have any questions about these matters, please feel free to email me or call me.  We are hoping that by streamlining this front end process, that it works better for all of you.  

LASTLY, AS A REMINDER, WHILE YOUR WORKER IS IN TRAINING, S/HE CANNOT WORK, BE ASSIGNED OR CARRY CASES.  THEY CANNOT DO HOME VISITS.  THEY ARE IN TRAINING STATUS.

thank you,

Mary

Mary Ochman-Ahmed

Senior Manager-DCFS Training  

Mary.Ochman-Ahmed@illinois.gov 

 217-785-5689
Division of Training and Development Services

10 West 35th Street ( Chicago, Illinois 60616        227 South 7th Street ( Springfield, Illinois 62701

                   312-328-2828 ( 312-328-2870 Fax                              217-785-5689 ( 217-782-9301 Fax
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