Indiana’s Unified Training System (UTS)
Collaborating Entities and Partners

Protocols (May 2011)
I. UTS Protocols

UTS protocols outline operating procedures that enhance seamless coordination among collaborating entities participating in Indiana’s Unified Training System (UTS).  Protocols clarify roles and responsibilities to expedite rather than impede the responsiveness of collaborating entities to system consumers.  UTS collaborating entities are those training entities that receive funding through the UTS system.  UTS training partners are those entities that do not receive funding through the UTS system, but who agree to provide training activities that adhere to the UTS protocols and purchase the services of the UTS connect office.

Revisions, additions, or deletions to the UTS protocols may be initiated at any regularly scheduled UTS meeting, by any of the following:

1) A recommendation by the collaborating entities, with approval of First Steps;
2) A recommendation from an individual collaborating entity, with approval of First Steps;
3) A request from First Steps, following notification and an opportunity to provide input regarding the change by the collaborating entities.

II. UTS Quality Indicators

Collaborating entities and partners agree to apply, to the best of their ability and resources, the following quality indicators for training:

a. All trainings are coordinated with Indiana’s Comprehensive System of Personnel Development (CSPD) plan.

b. The lead entity for a training event ensures that UTS maintains provider training profiles to reflect contact hours for each training event. A training certificate is provided only for training that is required for First Steps provider enrollment. When possible, efforts should be made to provide discipline certification or licensure credits to all trainees who participate. 
c. Efforts are made to attract an interdisciplinary audience.

d. Family members are strongly encouraged to participate in and/or co-train at UTS training events. 
e. Experiential activities and modeling/demonstration opportunities are provided as a part of every training event.
f. Handouts are available electronically for review of content by trainees before and after training.
g. Training strategies are varied and sequenced in such a way as to meet the needs of different learning styles.

h. Training strategies are used for embedding/applying the training ideas to the work place.

i. Trainees are asked to identify specific ideas or practices that they want to try in the work place.

j. The actual impact of the training on practices (individual, organization, and/or system) are measured or evaluated.

k. Training curricula illustrate cultural differences and their implications for service providers.

l. Training supports cultural sensitivity while enabling the audience to recognize their own value system within a broader cultural context.

m. Efforts are made to include non-UTS entities as collaborative partners and co-sponsors.

III. UTS Collaboration Meetings
UTS Collaboration Meetings are held semi-annually each year.  Each collaborating entity shall send a representative to the meetings.  UTS partners are encouraged to attend.  Recommendations will be made by consensus and with approval of First Steps.
IV. UTS Reporting
Each collaborating entity agrees to submit a progress report to the BCDS UTS Facilitator on a semi-annual basis.  The semi-annual reports will be due on dates to be specified by First Steps.  

1)  Each collaborating entity must submit an activity calendar which includes all required 

     contract activities for the contract period.  Changes to the calendar must be approved 

     by First Steps.
2)  The reports should reflect activities for the activity period.

3)  The reports should contain a brief, concise update based on the collaborating entity’s work plan for all UTS training activities. 

4)  Each collaborating entity will submit their entities’ monthly reports to First Steps electronically by the 15th of each month. 
V. UTS Billing Procedures for Entities Receiving Funding Through the UTS 

Activities are supported through various funding streams.  Funds are available to each collaborating entity as defined in their workplan in the form of a contract, subcontract, or subcontractor for each funding source contributing to the UTS.  Funds generated through the UTS contracts must be utilized for the support of the First Steps system as approved by First Steps.
The following procedures must be used by those collaborating entities that bill activities against subcontracts or subcontractors initiated with First Steps through Indiana’s Unified Training System or to request a transfer of funds from one entity to another.

A)  Subcontracts 

All funding allocated to collaborating entities that are not fiscally affiliated with the Fiscal Administrator are considered subcontractors.  
1) Subcontracts should be signed by the collaborating entity for each UTS funding stream that is supporting their UTS activities and returned to the Fiscal Administrator.

2) The Fiscal Administrator will set up a purchase order for the total amount of each subcontract.

3) Each subcontractor sends an invoice to the Fiscal Administrator that indicates the purchase order number they are billing against.  The following budget categories should be utilized on the invoice:  salaries and fringe, materials and supplies, travel, and other.  Subcontractors may only invoice one time per account in a 30 day period.

4) If payment is not received within 30 days, the collaborating entity should call the Fiscal Administrator to track the purchase order.

5) Invoices over $5,000 must be signed by the Fiscal Administrator.

B)  Subcontracts for the Coordination Component

All funding allocated to collaborating entities that are fiscally affiliated with the Fiscal Administrator are considered subcontracts.

1) Subcontract account numbers will be established for each UTS funding stream being utilized by the collaborating entity.  

2) Subcontracts are managed by the entity; all initiated financial activity is submitted for payment through the subcontractor’s regular fiscal system channel.
3) All initiated financial activity/signed paperwork should then be submitted for payment through the subcontractor’s regular fiscal system channel.

C)  Transfer of Funds between Collaborating Entities in the Coordination Component
1) In order for one collaborating entity to pay for the services of another collaborating entity, a formal letter of request must be signed by the initiating and receiving entities and forwarded to the fiscal agent.  

2) It is the responsibility of both the initiating and receiving entities to establish a clear written agreement about the work to be done for the dollars transferred.  As appropriate, attention should be paid to describing what, how, who and when the activities are to be accomplished.  This written agreement must be forwarded to the UTS Facilitator who will amend the UTS workplan to reflect all initiated changes.

3) The receiving entity must indicate how the transferred funds are to be distributed across budget line items (i.e. Personnel/Fringe, Travel, Materials and Supplies or Other).

4) Requests need not be limited to one activity

5) Signatures must be obtained from the person fiscally responsible from both the initiating and receiving entities prior to submission to the Fiscal Administrator.

6) Completed requests should be submitted to the Fiscal Administrator who will route the request to First Steps for approval and route First Steps’ approval through the Fiscal Administrator’s funding system.

7) The process will take approximately four weeks from the time the request is submitted.

8) Once transferred, funds become a part of the receiving entity budget until the end of the funding cycle.
VI. Communication Mechanisms

Strong communication is integral to coordinate efforts within Indiana’s Unified Training System.  Ongoing communication between each of the collaborating entities, the BCDS Facilitator/funder is necessary to keep everyone involved updated about the status of funded and related activities. 

To enhance communication, the following procedures and resources will be used:

1) A contact list will be maintained by the UTS Facilitator for all collaborating entities including the name, address, fax, and email address of all lead contacts for each participating entity.

2) All collaborating entities must have an email address that is checked regularly for messages.

3) All collaborating entities must keep other collaborating entities informed of UTS project activities.

4) Notes from planning meetings between two or more collaborating entities will be available upon request to each of the UTS collaborating entities through email, fax, or mail.   

5) All collaborating entities will contact the BCDS UTS Facilitator when additional input or facilitation is required to resolve an issue.

VII. Scheduling UTS Events

The following procedures must be used when scheduling UTS events:
1) UTS events must be scheduled in accessible meeting facilities.

2) Lead entities for training events must check Indiana’s Early Childhood Meeting Place Calendar to avoid dates of major events that affect the early childhood community.

3) In general, avoiding dates that conflict with other UTS activities is mandatory.  Exceptions must be discussed with the BCDS UTS Facilitator, and agreement must be given by the training entity whose activity will be affected.  

4) To avoid duplication of dates during planning phases, post dates immediately to Indiana’s Early Childhood Meeting Place Calendar.  

5) Attempts will be made to avoid conflicts with other scheduled training events conducted by other early childhood systems.

VIII. Marketing UTS Activities
The lead entity for each UTS funded activity is responsible for developing a marketing plan that will ensure participation in the learning opportunity by the target audience. Excellent quality in all marketing strategies is of utmost importance.  Spelling errors, grammatical mistakes, or poor organization of information reflect a negative image of the Unified Training System as a whole and compromise the integrity of the system.

To maintain excellence in all marketing strategies, the following guidelines are to be used:

1) All UTS funded events that require registration by participants must be coordinated with the UTS Connect Office.  The lead entity for any UTS funded training event is responsible for ensuring that the information in item #2 below is forwarded to the UTS Connect Office as soon as it is available but no less than four weeks prior to the event.  The information should be in a format that may be posted online or emailed to participants, if there are no plans to print an event brochure with the information.
2)  The following information must be available to the UTS Connect Office through email, fax fact sheet, and/or brochure prior to dissemination to the general public: (brochures must be available 4 weeks prior to registration deadline)


a)  Title of the event

b)  Date of the event

c)  Time of the event

d)  Registration fee (if applicable)

e)  Maximum number of participants who may register

f)  Event location, directions, map and phone number

g)  List of hotels in the area and phone numbers

h)  Availability of refreshments and lunch

i)  Event schedule/agenda (brief time and topic outline)

j)  Contact person for content questions including phone number

k)  Other pertinent information (i.e. special accommodations, graduate credit,      

     CEU/CRU availability)

3)  The Bureau of Child Development Services will publicize the Early Childhood Meeting Place website, listing all UTS training events, in their publications.

4)  In addition, lead entities may find it necessary to market their activities through electronic flyers, brochures, newsletters, newspapers, or other public awareness tools.  The use of printed materials is discouraged and must be approved by First Steps.  If the information will be printed in an event brochure, the brochure must be forwarded to the UTS Connect Office prior to distribution to the general public.  Any subsequent changes must be forwarded to the UTS Connect Office immediately.  When brochures are utilized, UTS partners must include the UTS logo.  Collaborating entities must include the following information:

a) UTS logo and wording must appear on the cover of all materials (collaborating entities should contact the Facilitator for an electronic copy of the approved brochure template).

b) The Unified Training System is to be identified as the sponsor for all training events.  Collaborating entities may be identified as partners for the training events.  The only time another entity is identified as a sponsor is if they give equal (or close to equal) funds to support the training.

c) Funder(s) must be clearly identified.  Wording at the bottom of the cover will be “This event is funded by…

(i.e. Family and Social Services Administration, Bureau of Child     Development Services, First Steps Early Intervention System; Department of Education, Division of Exceptional Learners; Indiana State Department of Health, Children’s Special Health Care Services, etc.)

d) The featured speaker for a training event may be included on the cover.

e) Information contained on UTS Registration and Demographics Form.  

f) Requests for special needs or accommodations.

g) Information on the availability of and process to access family stipends.  (see recommended wording on page 4)

h) “Make Checks Payable To” and purchase order information.

i) Closing date for registration.

j) Number for UTS Connect Office.

k) Contact person for information about the event.

l) If there is a minimum attendance requirement that must be met to avoid rescheduling the event, state the number and how participants will be notified of a cancellation.

m) If it is expected that the training will fill to capacity, state that registration is limited to the first “x” amount of participants.

n) Information detailing the availability/unavailability of walk-in registrations. 

o) Information about the last date for refunds if a registration fee is being required.

If a brochure is not designed, the above information should be included in the same format on the website calendar, or in other dissemination of the information. 

IX. UTS Mailing List Database
The UTS mailing list database is maintained and distributed through the UTS Connect Office.  The following guidelines must be followed to assure proper and optimum use of this database:

A) Changes/updates will be made by the UTS Connect Office as they receive them.  Collaborating entities that receive returned mail after a UTS mailing should forward the returns and address change notifications to the UTS Connect Office as soon as possible so that updates and changes can be made prior to the next UTS mailing.  Information should be sent electronically whenever possible. 

B) Collaborating entities are encouraged to request an updated copy of the database prior 

to any large mailing.  There will be no charge to the entity if the information is sent via 

disk or email.  To receive printed labels, a two-week advance request should be made 

to the UTS Connect Office.  There will be a charge assessed per label to cover costs. 

D)  The database may be shared with UTS collaborating entities for UTS purposes only. Other requests from outside entities who wish to share information with those in the UTS database must be approved by the BCDS UTS facilitator and must be disseminated from the UTS Connect Office. 
X. Central Registration and Documentation of Training Through the UTS Connect Office.

The following activities must occur to ensure a smooth registration process for UTS training events:

1) The UTS Connect Office will process all registrations through its online system. 
2) Checks and purchase orders should be made payable to the training entity conducting the event.

3) All purchase orders will be processed and invoiced by the UTS Connect Office.
4) The closing date for advance registration for all training events will be no more than seven calendar days prior to the event.  Registrations received after that date will be notified of their status.

5) The UTS Connect Office will send email confirmations to each registrant, upon receipt of registration if received within 7 days prior to the training event.

6) A participant list will be printed and mailed to the lead training entity with evaluation forms 3-5 days before the scheduled event.  Collaborating entities that will need this information more quickly due to travel schedules, large conferences or other reasons should call the UTS Connect Office and arrange an alternative delivery method.

7) The participant list will include the individual’s name, position, and a signature line indicating whether they were in attendance.  Entities may request name tags, printed participant lists, etc.
8) The training entity is responsible for documenting actual attendance for the registration database.  All walk-ins or participant changes must be documented on sign-in form.
9) Attendance at UTS trainings is entered into the participants Training Profile within ten days of the event. Participants can print their training profile, listing all attended trainings at any time.
10) Completed evaluation forms should be returned to the UTS Connect Office for analysis along with the completed participant attendance list and walk-in registration forms within 7 days following the training event.
11) The lead entity is responsible for compiling, and forwarding to the BCDS UTS Facilitator, a synopsis of the participant answers to the narrative questions on the evaluation form.  This information is provided semi-annually or request of the BCDS UTS facilitator.  The information will be reviewed by First Steps on an ongoing basis and utilized for the UTS semi-annual report.
12) The UTS Connect Office will develop a report summarizing attendance, participant demographics, and evaluation results. The evaluation summary report will beincluded in the semi-annual report.  
13) The services of the UTS Connect Office may be purchased on a case-by-case basis for training events outside the UTS Contract by contacting the UTS Connect Office at least 60 days prior to the training event.  All such training events must adhere to these training protocols, must not conflict with other scheduled UTS events, and must meet the criteria for training as determined by the UTS funding entities.  Fees for marketing, on-line registration, fee collection and materials (training roster, sign-in form and nametags)   range between $3 and $5 per registrant per event.  
XI. Walk-In Registrations

Entities may choose to accept walk-in registrations on a space available basis.  UTS Walk-In Form must be completed by each person who “walks-in” and whose name does not appear on the participant/attendance list.  Completed forms must be forwarded to the UTS Connect Office with the attendance list.  

XII. UTS Event Evaluation

Following each UTS event, participants will be asked to complete an event evaluation form.  Standardized evaluation forms will be used for all UTS training events. 

XIII. System Evaluation and Needs Assessment Information
To support system evaluation and the gathering of needs assessment information, the following strategies will be utilized:

1) UTS reports will be reviewed by all collaborating entities and First Steps including quantitative and qualitative evaluation data from events held during the period.

2) UTS collaborating entities will provide input based on their training experiences and implemention of activities for the prior funding cycle.

3) UTS funders will be provided information from the above sources to support the development of subsequent training activities.

XIV. Curricula/Materials Development

The following process should be utilized as a guideline for UTS activities that require curricula development:

1)   Utilizing existing local, state, and national training resources, an outline/rough draft is written that includes objectives, training strategies, major topic areas, and training activities to be utilized.

2)   A copy of this outline/rough draft is distributed to First Steps and/or stakeholder groups, including family members and providers, for reaction.  This process may take the form of written comments or may utilize a focus group.

3)   Lead entity meets with First Steps to review input.  Agreement is made about revisions based on input and close scrutiny of how the proposed curriculum will meet UTS quality indicators and enhance other curricula components developed through the Unified Training System.

4)   Revisions are made to the rough draft.  Training materials then are prepared for an initial training session or individual trial to stakeholders or other interested groups.

5)   Results of feedback from family participants and providers are continually incorporated into subsequent trainings.

6)   Revisions are made as necessary to the curriculum and train-the trainer materials are developed, as a strategy for implementation.

7)   Curriculum is approved by First Steps.  With adequate notice, alternative formats (e.g. independent study manuals, audio/video tapes) of all training materials are made available.

8)   A copy of the curriculum should be made available to First Steps and each collaborating entity.

9)   Standard UTS event evaluation form is utilized each time the curriculum is delivered.

10) Evaluation forms are reviewed and revisions are made and approved as necessary to strengthen training from both the trainers’ and First Steps’ perspectives.

11) Evaluation data are reviewed by UTS collaborating entities during quality assurance meetings and analyzed for consistency with quality indicators.
12) All documents, records, programs, data, film, tape, articles, memoranda, and other materials developed shall be considered “work for hire” and collaborating entities transfer any ownership claim to First Steps.

13) Curricula and training materials must be available online or electronically prior to training.  Participants are required to bring printed copies to the trainings as appropriate.

XV. Trainer Qualifications

Programmatic Training

The Bureau of Child Development must approve all identified trainers.  Trainers should represent the vision and mission of First Steps at all times, and possess a good working knowledge of adult learning practices.  All trainers must agree to use the curriculum as written without adjustment, follow all UTS training guidelines, while promoting current state policy and procedures in a positive manner.  
A)  Qualifications:  The Field Trainer must be an enrolled and credentialed Service/Intake Coordinator or Early Intervention Specialist with at least the equivalent of two (2) years full time continuous experience as a Service/Intake Coordinator or Early Intervention Specialist in the Indiana First Steps System.  

B)  Responsibilities:
· Remain current on changes to Part C federal and state rules, and be able to communicate this information to Service/Intake Coordinators and Providers.

· Attend all required First Steps training and regional meetings.

· Maintain First Steps credential as Service/Intake Coordinator or Early Intervention Specialist.

· Collaborate with the Programmatic Training Coordinator and the Bureau of Child Development Services in the planning and development of UTS Core Trainings.
· Attend train the trainer for First Steps Core Trainings.

· Attend any follow up training required for Field Trainers. 

· Maintain logs of training provided and participants in attendance.

· Complete claim forms and provide required reports/documentation in a timely manner. 

· Other activities as requested and negotiated into contract.  

C) Compensation:  Field Trainers will be compensated per day of training in addition to.  any related to training expenses as approved by the UTS Training Manager.

Other UTS Training

· Trainers must have a bachelor’s or master’s degree in a related field (i.e. education, social work, early childhood, child development, health care) and have at lease three years experience in providing or administering early childhood services.  The education requirement does not apply if the trainer is a parent of a child with a developmental delay or disability. 
· Trainers should represent the vision and mission of First Steps  All trainers must agree to follow all UTS training guidelines, while promoting current state policy and procedures in a positive manner.  
· All trainers should possess a good working knowledge of adult learning practices. 

· Trainers must complete claim forms and provide required reports/documentation in a timely manner. 

· Other activities as requested may be negotiated into the trainer’s contract.  

·  Trainers will be compensated per  day of training.  Any additional compensation related to training expenses must be approved by the UTS Training Manager.
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