Management Training Schedule

June, 1998

 Proposed to William Silverberg


This proposal covers training in two major areas covered in your Management Plan: Personnel and Finance.  In keeping with the philosophy of supported living, training to be provided will be totally centered on your needs and desires.  As a result, the proposed timing in this schedule is provided for illustration purposes.  On-going feedback from you plus your retention of the material covered will be the determining factors in setting the pace of this instruction, and each session will begin with a feedback-oriented review of previously covered material.  Members of your advisory group will be called upon when and if we determine that they can add value to the material we are covering.  Finally, we will investigate the possible use of video as a more convenient media for you to maintain and review some of the material we will be covering.

WEEK 1

Initial Set-Up of New Business   [4 hours]

Establishing new bank account – Getting EDD Number – Getting Worker’s Comp Insurance coverage

WEEKS 2&3

Employer Responsibilities   [8 hours]

Overview of the role of an employer – Hiring/firing decisions – Legal requirements – Employment forms – Job Descriptions

WEEKS 3, 4, 5 &6

Employee Training   [16 hours]
Orientation, including Supported Living philosophy – Proper relationships – IPP goals – Rights – Health & safety Procedures – First Aid & CPR – Bill of Rights – Abuses – Socialization & Integration

WEEKS 7&8

Employee Recruitment   [8 hours]
Advertising – Screening – Employment forms – Discriminatory practices – Reference checking – Job Offers – Pay

WEEK 9

Employee Records   [4 hours]

Schedules & time records – Employee files – Pay changes                                     (We will work with your actual records)

WEEK 10

Insurance   [4 hours]

Review types of insurance & requirements

WEEKS 11&12

Financial Reports   [8 hours]

Review various financial reports – interpretation of results 
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