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Section C.  Staff Development

 PRIVATE INFOTYPE="OTHER" Overview

	In This Section
	This section contains the topics listed in the table below.
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	Maintaining and Providing Certifications for Rehabilitation Counselors Through the Commission on Rehabilitation Counselor Certification (CRCC)
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1.  General Information on Training and Staff Development

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains general information on training and staff development, including

· an overview

· background information

· the purposes of training

· the scope of training

· the responsibilities of Vocational Rehabilitation & Employment (VR&E) Divisions

· the responsibilities of VR&E Service 

· Veterans Benefits Administration (VBA) required training and

· reimbursement for training and development.


	Change Date
	June 27, 2006


 PRIVATE INFOTYPE="FACT" 
	a. Overview
	Vocational Rehabilitation and Employment (VR&E) Service is responsible for providing a program of ongoing professional training and development for staff to ensure that rehabilitation services for veterans with disabilities are provided in accordance with the most advanced 

· knowledge

· methods, and 

· techniques available.


	b. Background Information
	VR&E Service has placed a greater emphasis on training by:

· establishing a VR&E Training and Outreach team located at VA Central Office (VACO)

· identifying core training requirements for field staff positions

· developing and conducting centralized initial and refresher training programs and

· monitoring station training plans to meet core training requirements.

Note: To contact the Training and Outreach team, send a message to the corporate training and outreach mailbox at vretraining@vba.va.gov .


Continued on next page

1.  General Information on Training and Staff Development, Continued

	c.  Purposes of Training
	Training Transmits Knowledge of New Developments

Training is the primary tool for helping staff to be current and well-informed on new theoretical and technical developments in counseling and rehabilitation fields.  Training presents the potential for enriching and improving the quality of VR&E services as stipulated in the agency’s mission and goals located on the Department of Veterans Affairs (VA) web site. 

Training Corrects Operational Weaknesses

Dissemination of knowledge regarding counseling and rehabilitation developments cannot by itself lead to the most effective delivery of counseling and rehabilitation services.  When the performance of VR&E staff members does not meet the established standards, corrective measures must be taken. Through systematic staff development, the VR&E Program can

· eliminate identified weaknesses in staff performance, and

· improve the quality of services.


	d. Scope of Training
	In conjunction with Employee Development and Training (ED&T), VR&E Service provides:

· training programs (examples: VR&E Management Training Conference, Military Sexual Trauma Broadcast, etc.),

· training guides and referrals (examples: www.blackboard.com, http://nrca-net.org/, http://www.arcaweb.org/, http://ncrtm.ed.usu.edu/, http://www.counseling.org/, www.crccertification.com, etc.), and

· templates and examples of training plans (example: non-mandatory forms).

The scope of the training at each VR&E division is to supplement training provided by VR&E Service and to adequately prepare local staff to successfully carry out their daily tasks.  VR&E divisions should:

· identify staff development needs

· fulfill VBA core annual technical training requirements

· plan and implement an appropriate staff development program to meet those needs

· guide development of Individual Development Plans (IDPs) and

· provide periodic in-service training.


Continued on next page

1.  General Information on Training and Staff Development, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	e.  Responsibilities of VR&E Divisions
	The VR&E Officer in each Regional Office (RO) is responsible for staff development and training, to include

· monitoring and reporting training and staff development activities

· reviewing local performance data

· identifying performance gaps

· identifying local training needed to improve performance

· identifying available training resources

· developing training plans

· requesting help for obtaining or developing training material(s)

· notifying VR&E Service of major training needs

· requesting Certified Rehabilitation Counselor (CRC) credit from VR&E Service on behalf of staff members

· promoting mentor relationships to improve the transfer of knowledge

· providing new staff comprehensive training in a timely manner

· providing frequent refresher training to seasoned staff, and

· allowing opportunities for staff members to attend professional training outside of the RO.

Note:  The VR&E Officer plays a key role in establishing an office climate that fosters attitudes, concerns for, and interest in professional self-development.


	f.  Responsibilities of VR&E Service
	VR&E Service provides oversight of local station training plans and develops relevant centralized training products.  VR&E Service:


· reviews national performance data

· identifies performance gaps

· identifies training needed to improve performance

· identifies available training courses/modules/materials

· develops new training

· provides training or training materials, and

· reviews training results. 


Continued on next page

1.  General Information on Training and Staff Development, Continued

	g. Veterans Benefits Administration Required Training
	VR&E Divisions are notified how and when VA/VBA mandatory courses will take place through a VBA letter issued to their Regional Office Director.   Some example courses are listed below.  The Regional Office Director may add other mandatory training requirements.  Please refer to the most recent VBA letter addressing these training topics for more information on the courses.

· Alternate Dispute Resolution (ADR)

· Ethics

· No Fear Act Training

· Cyber Security 

· Prevention of Sexual Harassment

· Privacy Awareness

· Reader-Focused Writing

· Whistleblower Protection


	h. Reimbursement for Training and Development
	VR&E staff at the regional offices should see their VR&E Officer for reimbursement guidelines for employees’ training and development.




2.  Providing Training and Staff Development

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on providing training and staff development, including

· policy for providing training and staff development

· areas in which to provide training and development activities

· interagency coordination for planning and providing training

· resources for providing training and development

· identification of staff development needs

· preparation of Vocational Rehabilitation and Employment (VR&E) portion of the station training plan

· core annual technical training requirements

· core annual technical training requirements for VR&E

· developing a training plan for individuals, and

· monitoring training and staff development activities.


	Change Date
	June 27, 2006


 PRIVATE INFOTYPE="PRINCIPLE" 
	a.  Policy for Providing Training and Staff Development
	Under 38 CFR 21.382, the most advanced knowledge, methods, and techniques to provide rehabilitation services for disabled veterans should be used.

As a result, knowledge and skills should be maintained and upgraded on an ongoing and systematic basis.  At a minimum, in-service training must be provided annually and meet the core requirements for each position.


Continued on next page

2.  Providing Training and Staff Development, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  Areas in Which to Provide Training and Development Activities
	The areas in which training and development activities may be provided to enhance staff skills include, but are not limited to

· evaluation and assessment

· medical aspects of disability

· psychological aspects of disability

· counseling theory and techniques

· personal and vocational adjustment

· occupational information

· placement processes and job development

· special considerations in rehabilitation of the seriously disabled

· independent living (IL) services

· resources for training and rehabilitation

· utilization of research findings and professional publications, per 38 CFR 21.382, and

· administration of rehabilitation and counseling services

· professional ethics

· rehabilitation philosophy and history.


 PRIVATE INFOTYPE="PRINCIPLE" 
	c.  Interagency Coordination for Planning and Providing Training
	To plan and provide training for personnel

· VR&E Service may coordinate with the

· Commissioner of the Rehabilitation Services Administration (RSA), and

· Department of Labor (DOL) Assistant Secretary for Veterans’ Employment and Training Service (VETS), and

· the VR&E Division coordinates with state vocational rehabilitation agencies and state employment services, as provided in local or state agreements.

Reference:  For more information on planning and providing training for personnel, see the

· RSA website, and

· VETS website


Continued on next page

2.  Providing Training and Staff Development, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	d.  Resources for Providing Training and Development
	To carry out training and development activities for VR&E staff, VA may

· conduct training through an in-service program or other on-site training

· employ the services of consultants

· make grants to, or contracts with, public and private agencies, including institutions of higher learning, to conduct 

· workshops, and

· training activities, and

· authorize individual training at

· institutions of higher learning, and

· appropriate facilities, such as the Rehabilitation Institute of Chicago (RIC).


 PRIVATE INFOTYPE="PRINCIPLE" 
	e.  Identification of Staff Development Needs
	To identify staff development needs, the VR&E Officer

· holds regular technical supervision and quality reviews, 

· especially reviewing individual counseling and rehabilitation cases and the audit of tape-recorded counseling sessions, and 

· to identify areas in which there is a need to improve staff skills and knowledge

· holds group discussions with the staff to 

· identify pertinent needs, and

· determine the priorities to be assigned to them

· holds individual conferences with individual staff members to identify particular professional development needs not common to the group, and

· prepares, reviews, and updates Vocational Rehabilitation Counselor (VRC) and Counseling Psychologist (CP) Staff Development Inventories.


Continued on next page

2.  Providing Training and Staff Development, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	f.  Preparation of VR&E portion of  the Station Training Plan
	The VR&E Officer prepares the VR&E portion of the station training plan at the beginning of each fiscal year for the concurrence of the Director, Regional Office.  The plan must include

· training for each of the core positions and core technical training requirements (identified below)

· at least 7 of the 12 areas of training and development described in M28.II.4.C.2.b. 

· the means through which training and development activities will be accomplished, such as

· in-service training

· training in conjunction with other VA elements or with other State and Federal agencies, or 

· attendance at workshops and seminars offered at local colleges and universities

· a review, at least yearly, of the needs of each employee of the VR&E Division for additional training, and development of the means through which such training will be provided

· the frequency of in-service training meetings, and

· estimated costs for travel related to training.


 PRIVATE INFOTYPE="PRINCIPLE" 
	g. Core Annual Technical Training Requirements
	Core annual technical training requirements for staff positions

· mandates a minimum of 40 hours of training annually

· mandates a minimum of 16 hours annually for program support positions

· includes the specific numbers of hours of training required for new and seasoned employees

· is in addition to the departmental mandatory training required for every employee (i.e. ethics, cyber-security, etc.) and

· includes twenty-five percent (25%) of the training hours that are locally developed courses that meet individual station training needs.




Continued on next page

2.  Providing Training and Staff Development, Continued

	g. Core Annual Technical Training Requirements (continued)
	VR&E Core Training Requirements:




	Position
	Course Title
	Training Source

	VR&E Officer 

GS-13/14

Mandatory: 40 hours

New and Seasoned
	· Contract Management, 10 hrs

· Program Management, 5 hrs

· Program Evaluation, 5 hrs

· Program Policy, 5 hrs

· Disability Issues, 5 hrs, and

· Station Determined Issues/Topics, 10 hrs


	Various Sources:

· VR&E Management Training Conference

· Area 5-Track Training

· Satellite Broadcasts

· Training Videos

· Online Training

· Station VR&E Officer, and

· Etc.

	Assistant VR&E Officer GS-13

Mandatory: 40 hours

New and Seasoned
	· Contract Management, 10 hrs

· Program Management, 5 hrs

· Case Management Supervision, 5 hrs

· Program Policy, 5 hrs

· Disability Issues, 5 hrs, and

· Station Determined Issues/Topics, 10 hrs


	Various Sources:

· VR&E Management Training Conference

· Area 5-Track Training

· Satellite Broadcasts

· Training Videos

· Online Training

· Station VR&E Officer, and

· Etc.


Continued on next page

2.  Providing Training and Staff Development, Continued

	g. Core Annual Technical Training Requirements (continued)


	Position
	Course Title
	Training Source

	Vocational Rehabilitation Counselor 

GS-12

Mandatory: 40 hours

Seasoned
	· Case Management, 5 hrs

· Job Readiness and Placement, 10 hrs

· Disability Issues, 4 hrs

· VRC Performance Standards, 2 hrs

· Assessment, Testing and Evaluation, 2 hrs

· Independent Living, 2 hrs

· Professional Ethics, 5 hrs, and

· Station Determined Issues/Topics, 10 hrs


	Various Sources:

· Area 5-Track Training

· Satellite Broadcasts

· Training Videos

· Online Training

· Station VR&E Officer, and

· Etc.

	Vocational Rehabilitation Counselor 

GS-9/11/12

Mandatory: 40 hours

(80 hours recommended during first year)

New 


	· Organization Goals, Mission, and Prof. Ethics, 4 hrs

· Eligibility, Entitlement, Evaluation & Planning, 15 hrs

· Rehabilitation Plan Implementation and Monitoring, 15 hrs

· Disability Issues, 5 hrs

· Job Readiness & Placement, 10 hrs

· VRC Performance Standards, 2 hrs

· COTR, 24 hrs, and

· Station Determined Issues/Topics, 10 hrs
	Various Sources:

· Area 5-Track Training

· Satellite Broadcasts

· Training Videos

· Online Training

· Station VR&E Officer, and

· Etc.


Continued on next page

2.  Providing Training and Staff Development, Continued

	g. Core Annual Technical Training Requirements (continued)


	Position
	Course Title
	Training Source

	Employment Coordinator 

GS-11/12

Mandatory: 40 hours

New and Seasoned
	· 5-Track Overview, 5 hrs

· Job Resource Labs, 10 hrs

· EC Role and Duties, 5 hrs

· Employment Initiatives, 5 hrs

· VetSuccess.gov, 5 hrs, and

· Station Determined Issues/Topics, 10 hrs
	Various Sources:

· Area 5-Track Training

· Satellite Broadcasts

· Training Videos

· Online Training

· Employment Coordinator Training Course

· Station VR&E Officer, and

· Etc.

	VR&E Program Specialist

GS-07/09/11

Mandatory: 16 hours

New and Seasoned
	· Customer Service, 4 hrs

· CWINRS Data Management, 8 hrs

· Station Determined Issues/Topics, 4 hrs, and

· Station Determined Issues/Topics, 10 hrs
	Various Sources:

· Satellite Broadcasts

· Training Videos

· Online Training

· Station VR&E Officer, and

· Etc.




	h. Core Annual Technical Training Requirements for VR&E
	VR&E Service provides training that meets some of the VR&E Core Annual Technical Training Requirements through national conferences, satellite broadcasts, on-line courses and other media.  VR&E Service also expects VR&E Officers will implement local training based on train the trainer courses, such as VR&E Five Track Training, and utilize other VA and community resources to develop and implement local training that addresses performance gaps, changes in legislation and other training needs.


	i.  Developing a Training Plan for Individuals
	Employees should be responsible for developing their own Individualized Development Plans (IDPs).  The VR&E Officer should assist, when possible, in providing resources for the employees to meet their IDP goals.


Continued on next page

2.  Providing Training and Staff Development, Continued

	j.  Monitoring of Training
	The VR&E Officer monitors the division training plan, assuring that identified needs are met.  The VR&E Service monitors all VR&E division training plans.


	 Reference:  For more information on staff development needs, see M28.II.4.C.2.e. 


 PRIVATE INFOTYPE="PRINCIPLE"  

3.  Maintaining and Providing Certifications for Rehabilitation Counselors Through the Commission on Rehabilitation Counselor Certification (CRCC)

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on providing approved continuing education units (CEUs) for rehabilitation counselors through the Commission on Rehabilitation Counselor Certification (CRCC), including

· maintenance of certification for rehabilitation counselors through the CRCC

· how certification is maintained

· the Vocational Rehabilitation and Employment (VR&E) Service endorsement of the CRCC

· the VR&E Service authority to grant certification maintenance credits

· the CRCC standards of approval

· the approval process for VR&E training by the CRCC, and

· the submission of an annual report to the CRCC.


	Change Date
	June 27, 2006


 PRIVATE INFOTYPE="FACT" 
	a.  Maintenance of Certification for Rehabilitation Counselors Through the CRCC
	The Commission on Rehabilitation Counselor Certification (CRCC), an independent, nonprofit organization, requires that certified rehabilitation counselors demonstrate their competence to deliver quality rehabilitation services to the public by maintaining their certifications.

Reference:  For more information on the CRCC, see the CRCC Web site at www.crccertification.com.


 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  How Certification Is Maintained
	Certification may be maintained

· through participation in continuing education programs, or

· by retaking and passing the certification examination.


Continued on next page

3.  Maintaining and Providing Certifications for Rehabilitation Counselors Through the Commission on Rehabilitation Counselor Certification (CRCC), Continued

 PRIVATE INFOTYPE="FACT" 
	c.  VR&E Service Endorsement of the CRCC
	VR&E Service

· endorses the objectives of the Commission

· encourages VR&E staff members to participate in the certification process, and

· approves trainings that meet CRCC guidelines for CEUs for certification maintenance.


 PRIVATE INFOTYPE="FACT" 
	d.  VR&E Service Authority to Grant Certification Maintenance Credits
	VR&E Service

· has the authority from the CRCC to grant certification maintenance credits for VA staff development training to Vocational Rehabilitation Counselor (VRC) and Counseling Psychologist (CP), who are certified by CRCC, and

· evaluates its own Central Office (CO)-sponsored training and Regional Office (RO) in-service training.


Continued on next page

3.  Maintaining and Providing Certifications for Rehabilitation Counselors Through the Commission on Rehabilitation Counselor Certification (CRCC), Continued

  PRIVATE INFOTYPE="PRINCIPLE" 
	e.  CRCC Standards of Approval
	The table below describes the standards established by the CRCC for approving in-service training.


	Program Standards
	Description

	Purpose
	The purpose of the program must be clearly defined in terms of expected outcomes.

	Focus
	Program focus must be to increase the knowledge or skill in the practice of rehabilitation counseling in one or more of the following areas:

· rehabilitation philosophy, history, structure, and laws

· medical aspects of disability

· psychological aspects of the handicapping condition

· ethics and decision making

· occupational information and the world of work

· counseling theory and techniques

· community organization and resources

· placement processes and job development

· psychology of personal and vocational adjustment

· evaluation and assessment

· ability to use research findings and professional publications

· the delivery of rehabilitation services, and

· Independent Living  rehabilitation.

	Duration
	In-service training must be no less than 1 contact hour in duration, which is equivalent to 1 clock hour spent in an approved program, excluding

· coffee breaks

· social hours, and

· luncheons/dinner.

	Content
	Training programs must include a student evaluation component, such as evaluation of the training by program participants.

	Accessibility
	Programs and locations must be accessible.  No person with a disability must be excluded from any training program, per Section 504 of the Rehabilitation Act of 1978, as amended.


Continued on next page

3.  Maintaining and Providing Certifications for Rehabilitation Counselors Through the Commission on Rehabilitation Counselor Certification (CRCC), Continued

 PRIVATE INFOTYPE="PROCESS" 
	f.  Approval Process for VR&E Training by the CRCC
	The table below describes the stages in the process for approving VR&E Service training by the CRCC.

Important:  The VR&E Division approval process maintains a high quality of continuing educational opportunities that will extend expertise in the professional practice of rehabilitation counseling in VR&E Service.


	Stage
	Who Is Responsible
	Description

	1
	· VR&E Officer, or

· Designee
	· Completes the original and makes a copy of VA Form 28-0521, Application for Certified Rehabilitation Counselor Maintenance, including

· the course title

· the program focus

· learner objectives

· dates and length of the course

· the number of participants and their names

· the program director

· the evaluation component

· the method of instruction

· sponsor(s), and

· the location

· submits the original and appropriate supporting information to CO (28) 

· retains the copy at the RO.


Continued on next page

3.  Maintaining and Providing Certifications for Rehabilitation Counselors Through the Commission on Rehabilitation Counselor Certification (CRCC), Continued

	f.  Approval Process for VR&E Training by the CRCC (continued)


	Stage
	Who Is Responsible
	Description

	2
	Central Office
	· Evaluates VA Form 28-0521 and supporting documentation and determines whether the proposed training meets the standards developed by the CRCC, and

· notifies the VR&E Officer, by phone or e-mail, if the training

· receives approval prior to the inception of the program, or

· does not receive approval and how to improve the training.

	3
	Central Office
	· Assigns a program number to each certification maintenance program

· issues the program numbers to the program participants, who forward them to the CRCC with their application for certification maintenance at the time of recertification, and

· disposes of the copy of VA Form 28-0521 in accordance with Records Control Schedule (RCS) VB-1, Part 1, Item No. 13-052.1.


 PRIVATE INFOTYPE="PRINCIPLE" 
	g.  Submission of an Annual Report to the CRCC
	VR&E Service must submit to the CRCC an annual report and a letter that assures adherence to the standards no later than January 31 for programs approved during the prior calendar year.

Note:  VR&E Service will not review RO applications for counselor maintenance received after December 15 in order to comply in a timely manner with the reporting requirements.


4-C-18


4-C-1

