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Training Journal
GA DFCS Education and Training Section
This Journal is to be used at the end of each 

class day to help you organize your  

thoughts about the training experience.  

It is also designed so that you can write down 
creative ideas to share with your staff.

This Journal belongs to:

_________________________________________________

If your actions inspire others to dream more, learn more, do more and become more, you are a leader. 
John Quincy Adams 
UNIT I:  DAY ONE 

Classroom Training

Journal Date:_______________________________

What I heard, saw, paid most attention to today:
How today affected me.  What I felt and how I am feeling now:

What can I take away from today (new ideas, tools, approaches):

What I learned about myself and my work?

What are my strengths and my areas of need concerning today’s training?

Strengths:

Needs:

Never tell people how to do things. Tell them what to do and they will surprise you with their ingenuity.
George Patton
UNIT I:  DAY TWO

Classroom Training

Journal Date:_______________________________

What I heard, saw, paid most attention to today:

How today affected me.  What I felt and how I am feeling now:

What can I take away from today (new ideas, tools, approaches):

What I learned about myself and my work?

What are my strengths and my areas of need concerning today’s training?

Strengths:

Needs:

Leadership: The art of getting someone else to do something you                                                               want done because he wants to do it.
Dwight D. Eisenhower
UNIT I:  DAY THREE

Classroom Training

Journal Date:_______________________________

What I heard, saw, paid most attention to today:

How today affected me.  What I felt and how I am feeling now:

What can I take away from today (new ideas, tools, approaches):

What I learned about myself and my work?

What are my strengths and my areas of need concerning today’s training?

Strengths:

Needs:

The real leader has no need to lead--he is content to point the way.
Henry Miller
Administrative Skill Building Activities

Interviewing

Additional Interviewing Questions:

Comments surrounding your discussion of interviewing questions with County Leadership:
You will never "find" time for anything. If you want time, you must make it.
Charles Bruxton
Administrative Skill Building Activities
Cadence Call
Notes:

Are the scores good enough?

Would the scores be good enough if you were emotionally connected to that one child that was not see, or not protected, or did not have his/her educational needs met?

Did you feel the discussion was about “ownership” or “compliance”? 

How does the message influence you and your work?

Does the data support best practice?
Points from discussion with leadership:
The higher our position the more modestly we should behave.
Cicero 

Administrative Skill Building Activities
Data Miner

Performance Item # _____________________________

What does the data tell you?

What is the value of this data?

How does the data for your unit compare to the regional data?

Are the results a reaction to compliance, or is the culture in your unit value centered to doing the right work?

Does a “victim” culture exist that is supported by “justifications”?

The art of being wise is knowing what to overlook.
William James
Administrative Skill Building Activities

Data Mining (continued)

Which of these things are within your circle of influence?

What can you do to support or change the culture?

What does the data tell you about individual performance?

What individual training needs have been assessed? 

Winning isn't everything, but wanting to win is.
Vince Lombardi
Administrative Skill Building Activities
	Identify Indicators that Support your Culture Hypothesis

	Value Centered Performances
	Reactive Compliance

	
	

	
	

	
	

	
	

	
	


They can because they think they can.
Virgil
UNIT II:  DAY ONE

Classroom Training

Journal Date:_______________________________

What I heard, saw, paid most attention to today:

How today affected me.  What I felt and how I am feeling now:

What can I take away from today (new ideas, tools, approaches):

What I learned about myself and my work?

What are my strengths and my areas of need concerning today’s training?

Strengths:

Needs:

Go to the people. Learn from them. Live with them. Start with what they know.                                                    Build with what they have. The best of leaders when the job is done,                                                              when the task is accomplished, the people will say we have done it ourselves.
Lao Tzu
UNIT II:  DAY TWO 

Classroom Training

Journal Date:_______________________________

What I heard, saw, paid most attention to today:

How today affected me.  What I felt and how I am feeling now:

What can I take away from today (new ideas, tools, approaches):

What I learned about myself and my work?

What are my strengths and my areas of need concerning today’s training?

Strengths:

Needs:

The ultimate measure of a man is not where he stands in moments of comfort,                                                 but where he stands at times of challenge and controversy.
Martin Luther King, Jr.
UNIT II:  DAY THREE

Classroom Training

Journal Date:_______________________________

What I heard, saw, paid most attention to today:

How today affected me.  What I felt and how I am feeling now:

What can I take away from today (new ideas, tools, approaches):

What I learned about myself and my work?

What are my strengths and my areas of need concerning today’s training?

Strengths:

Needs:

What you cannot enforce / Do not command.
Sophocles
Coaching Skill Building Activities
Peas & Karots

Peas and Karot # _______________________________________________--

Thoughts about the experience

Outcome with the unit

Discussion with Mentor:
Coaching Skill Building Activities
The Mentor

Case manager Stage of Worker Development 

Does your assessment of development agree with each individual?

Do you clearly understand how well each case manager is functioning in that area?

Do you feel that better outcomes are the result of case managers performing at the Middle and End stages?

What are the training needs of each of your case managers?

What does each case manger need from you?
Reason and judgment are the qualities of a leader.
Tacitus
Coaching Skill Building Activities

The Mentor (continued)
Do you still agree with you mentoring strategy you identified in the classroom activity for each case manager?
Outcome of the facilitation of one mentoring activity with a case manager:

Discussion with mentor concerning mentoring activity with a case manager.  

In absence of clearly defined goals, we become strangely loyal to performing daily acts of trivia.
Author Unknown 
Coaching Skill Building Activities 

The Clinical Supervisor

“Information transmission equals compliance – Thought transmission equals Commitment”  - Ferdinand Fournies

What does this quote mean to you?

Develop a plan for developing your clinical supervisory skills.

Discussion of this plan with your mentor:

Success is the sum of small efforts, repeated day in and day out.
Robert Collier
Coaching Skill Building Activities

The Clinical Supervisor

What information do you need from case managers during supervisory conferences in order to have confidence in the assessment of that Case Manager’s performance?

How can asking the right questions increase the Critical thinking skills of the Case manager?

Is the information gleaned during your conference evidence based?

Does it reflect that the right work is being done in order to achieve positive outcomes for families and children?  

Coaching Skill Building Activities
The Clinical Supervisor

Develop a staffing template or attach one that has already been developed for your county.
Success is the sum of small efforts,  repeated day in and day out.
Robert Collier
Coaching Skill Building Activities
The Clinical Supervisor
Clinical Conference with a Case manager 
Comments on the Experience

Results of Conference

Outcome of discussion with mentor

	Time Log

Name____________________________  Date__________________________
Time

Reading/ Writing

Interruptions

Chat

Phones IN

Phones OUT

Meetings

Work 

Emails

Other:  Specify

8:00

8:30

9:00

9:30

10:00

10:30

11:00

11:30

12:00

12:30

1:00

1:30

2:00

2:30

3:00

3:30

4:00

4:30




Where did the time go?

Evaluating the results

What conclusions have you drawn from analyzing your time log? Are there any surprises? What do they show or confirm? 
Look for time-wasters: are these under your control or someone else’s? For example, ask yourself the following questions in the light of your time log results:
· Did I do everything I needed to do? Was I often rushed?
· When was I most/least productive? Where did most of my time go?
· How much time could I use better?
· Did I accomplish the most important things?
· Did I have enough time to do the things I wanted?
Identifying changes needed

Identify the following:
· Activities that were of little benefit or value
· Specific problems that kept you from using your time well
· Personal behavior on your part that made it difficult to use your time wisely
· Any imbalances in your life (e.g. Work vs. Leisure; time on your own vs. Time with others)
· Where you can make more time for yourself to do the things you want to do
Outcome of discussion with mentor

UNIT III:  DAY ONE

Classroom Training

Journal Date:_______________________________

What I heard, saw, paid most attention to today:

How today affected me.  What I felt and how I am feeling now:

What can I take away from today (new ideas, tools, approaches):

What I learned about myself and my work?

What are my strengths and my areas of need concerning today’s training?

Strengths:

Needs:

To do great things is difficult; but to command great things is more difficult.
Friedrich Nietzsche
UNIT III:  DAY TWO

Classroom Training

Journal Date:_______________________________

What I heard, saw, paid most attention to today:

How today affected me.  What I felt and how I am feeling now:

What can I take away from today (new ideas, tools, approaches):

What I learned about myself and my work?

What are my strengths and my areas of need concerning today’s training?

Strengths:

Needs:

The quality of a man's life is in direct proportion to his commitment to excellence,                                       regardless of his chosen field of endeavor.
Vince Lombardi 
UNIT III:  DAY THREE

Classroom Training

Journal Date:_______________________________

What I heard, saw, paid most attention to today:

How today affected me.  What I felt and how I am feeling now:

What can I take away from today (new ideas, tools, approaches):

What I learned about myself and my work?

If you don't know where you are going, you'll end up someplace else.
Yogi Berra
What are my strengths and my areas of need concerning today’s training?

Strengths:

Needs:

Behind an able man there are always other able men.
Chinese Proverb
Supportive Skill Building Activities
My definition of Supportive Supervision

Forming, Storming, Norming and Performing
What state of team development describes your specific unit or team?

What stage of team development describes your overall agency?

If your team is at a different stage than that of your overall agency, can you give and explanation for the difference?

Impatience never commanded success.
Edwin H. Chapin
Supportive Skill Building Activities
If your team is at the same stage as the overall agency, what are the contributing factors?

What can you do as a team leader to energize and motivate your team?

I cannot give you the formula for success, but I can give you the formula for failure--which is:
Try to please everybody.                            

Herbert Bayard Swope
Supportive Skill Building Activities 

Building Your Team
Team Building Activity _____________________________________________________________
Describe the experience.

Team Activity Evaluation Form Outcomes Summary:
Discussion of outcomes with Mentor
To climb steep hills requires a slow pace at first.
Shakespeare 

	Team Building Activity Evaluation & Feedback

	Activity/Event Title & Date_________________________________

	
	A lot
	Some
	A little
	None
	Specific Highlights and/or suggested improvements?

	Enjoyment and 'feel-good': Did I enjoy the activity and do I now feel good about it?
	
	
	
	
	

	New knowledge and ideas: Did I learn and/or experience something new and helpful about myself and others?
	
	
	
	
	

	Effect on me and the team: Will the activity enable helpful change to the way I and/or the team(s) think and behave afterwards? 
	
	
	
	
	

	Effect on results: Do I think that any change(s) resulting from the activity will improve the effectiveness of me and/or the team(s).
	
	
	
	
	

	Ensure participants understand the purpose of the activity and check that people agree to participate.  Discuss the potential outcomes of team-building activities prior to the activity and evaluation so that participants understand: Outcomes are quite different to tangible knowledge or skills development. Outcomes include less tangible things such as developing self-/mutual awareness and respect, confidence, easier communications, patience and tolerance, energy and enthusiasm, and removing 'them-and-us' feelings. Team-building can also improve the alignment between people's individual aims and feelings with those of the management and the organization, and provide important feedback about how the managers and the organization can change as well.    
	
	
	
	
	Any other comments? 




Alan Chapman.  A free resource from www.Businessballs   Not to be sold or published.  
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Skill Building Activities Signature Page
	Supervisor Name
	Supervisor County
	Mentor Name
	Mentor County

	
	
	
	


Mentors: Please enter the date and your comments for each section of Skill Building completed. 

	
	Date Completed
	Comments
	Mentor Signature

	Classroom Prep
	
	
	

	Administrative Supervisor
	
	
	

	Educational Supervisor
	
	
	

	Supportive Supervisor
	
	
	


Rely on your own strength of body and soul. Take for your star self-reliance, faith, honesty and industry. Don't take too much advice — keep at the helm and steer your own ship, and remember that the great art of commanding is to take a fair share of the work. Fire above the mark you intend to hit. Energy, invincible determination with the right motive, are the levers that move the world.
Noah Porter
(
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