State of Tennessee
Department of Children’s Services

Administrative Policies and Procedures: 5.2

Subject: Professional Development and Training Requirements
Authority: TCA Code 37-1-601; 37-5-105 (3); 37-5-106
Standards: ACA: 4-JCF-3B-04, 4-JCF-6E-07, 4-JCF-6E-08, 4-JCF-6E-09, 4-JCF-6E-10, 4-JCF-

6E-11, 4-JCF-6E-12; COA: PA-TS 1, 2, 3.07; PA-AM 2.01, 2.02; PA-AS 13.03, 13.04,
13.05,14.04; PA-ASE 1, 2.01, 6.01,6.04, 7.01, 8.01; PA-BSM 3.01, 3.03, 4.01, 4.02,
4.03, 6.03; PA-CM 10.03; PA-CPS 14.03; PA-CR 1, 4; PA-ETH 5.01; PA-FIN 1; PA-
FKC 19; PA-HR 1, 5.02, 6.02; PA-JJCM 2.02, 3.04, 4.06, 6.01,8.01; PA-PQI 3.03; PA-
RPM 2.01, 3.01, 6, 9.03; DCS Practice Model Standards: 4-100A

Application: |To All Department of Children’s Services Employees

Policy Statement:

At minimum, employees receive orientation, pre-service, and in-service development training in accordance
with the policies of the Department of Children’s Services (DCS) and, when applicable, the American
Correctional Association (ACA), Council on Accreditation (COA), other accrediting entities, State and
Federal laws, rules, and regulations. As employees accept hew assignments, they complete new
professional development and training associated with the new assignment.

Purpose:

To ensure the continuation of a highly qualified and competent DCS workforce.

Procedures:

A. Mandatory training |1. All personnel are required to take a minimum number of annual in-service
courses for DCS training hours, as required by job category and outlined in the Professional
personnel Development Training Hours Chart. Refer to the Required Training

Chart for the list of all other required training per job classification.

2. The Pre-Service Certification Transfer of Learning Guide provides
detailed information regarding the certification process for new case
managers.

3. The Supervisor Certification Manual provides detailed information
regarding the certification process for new supervisors.

B. Documentation of The trainer (or DCS employee if off-site training is received) submits proof of

training professional development training (i.e., training hours required by profession,
DCS required, or mandatory training, etc.) and forwards it to the regional
Training Coordinator to ensure credit is documented into Edison.
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https://files.dcs.tn.gov/policies/chap5/ProfessDevHrs.pdf
https://files.dcs.tn.gov/policies/chap5/ProfessDevHrs.pdf
https://files.dcs.tn.gov/policies/chap5/ReqTrainChart.pdf
https://files.dcs.tn.gov/policies/chap5/ReqTrainChart.pdf
https://files.dcs.tn.gov/policies/chap5/PreServCertTransLearnGuide.pdf
https://files.dcs.tn.gov/policies/chap5/SuperCertManual.pdf

Subject: Professional Development and Training Requirements by Category of Employment 5.2

C. Written request for
professional
development waiver

1.

With the exception of job orientation for new employees and required annual
in-service review courses, the Office of Training and Professional
Development, at its discretion, may issue a waiver for any course of study
validated (i.e., BSW and MSW course of study, etc.) as meeting the
requirements of a DCS required pre-service and/or in-service courses. For
additional information regarding the waiver for new hires, refer to the Pre-
Service Certification Transfer of Learning Guide.

The employee submits a written request for a professional development
waiver. Refer to form CS-0840, Professional Development Course
Waiver.

Upon approval at the program, regional or facility level (i.e., Regional
Administrator or Superintendent, etc.), the approved waiver is forwarded to
the Office of Training and Professional Development by the Regional
Training Coordinator for review and disposition. Professional development
waivers are reviewed on a case-by-case basis.

The Director of Training and Professional Development or designee prepares
a written response to the Regional Training Coordinator as soon as possible.
The Training Coordinator notifies the employee and supervisor of the
outcome of the waiver request. All completed Pre-service waivers are
responded to within two business days upon receipt. (See Pre-Service
Certification Transfer of Learning Guide.

E. Notification

The Director of Training and Professional Development or designee provides
executive staff or designee quarterly reports on employee progress toward
completion of annual training requirements.

F. Documentation

All training is documented on a training sign-in sheet or form CS-0752,
Record of Training Participation and forwarded to the Regional Training
Coordinator and the Office of Training and Professional Development.

The disposition of the professional development waiver request becomes a
part of the employee’s professional development records and is maintained
in the employee’s human resource record and the professional development
database system.

3. Document waiver criteria for new hires according to the process outlined in

the Pre-Service Certification Transfer of Learning Guide.

G. License certification
requirements

Unless otherwise indicated, ALL license training requirements and/or
demonstration of professional competencies are determined as required by
each profession (e.g., attorneys, psychologists, registered nurses, etc.)

H. Compliance

Failure to comply with the requirements of this policy may result in disciplinary
action.
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Subject: Professional Development and Training Requirements by Category of Employment

5.2

Forms: CS-0840, Professional Development Course Waiver

CS-0752 Record of Training Participation
Collateral Professional Development Hours Chart
documents: Required Training Chart

Pre-Service Certification Transfer of Learning Guide

Pre-Service Meals and Hotel Guide for New Hires

Supervisor Certification Manual
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http://www.intranet.tn.gov/chldserv/Forms/Forms/0840.doc
http://www.intranet.tn.gov/chldserv/Forms/Forms/0752.doc
https://files.dcs.tn.gov/policies/chap5/ProfessDevHrs.pdf
https://files.dcs.tn.gov/policies/chap5/ReqTrainChart.pdf
https://files.dcs.tn.gov/policies/chap5/PreServCertTransLearnGuide.pdf
https://files.dcs.tn.gov/policies/chap5/PreServCertMealsHotelGuide.pdf
https://files.dcs.tn.gov/policies/chap5/SuperCertManual.pdf

