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October 11, 2011

	TO:
	Superintendents

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT:
	LEARNING CENTER IMPLEMENTATION AT THE RESIDENTIAL HABILITATION CENTERS (RHCs)

	PURPOSE:
	To give staff information to use the DSHS Learning Center, which will be available to all Residential Habilitation Center (RHC) employees on October 17, 2011.

	BACKGROUND:
	· DSHS introduced the Learning Center (LC) as the online tracking system for DSHS mandatory employee training in 2008.  The LC allows employees to view and monitor their mandatory training.  All DSHS administrations already use the new system.  This management bulletin instructs the last step of implementation for DSHS.

· The Human Resource Development Information System (HRDIS) is the historical tracking system for employee training.  HRDIS records have been imported into the DSHS Learning Center so that once fully implemented, DSHS will no longer use the HRDIS system.  DOP will provide annual HRDIS reports to employee which will only include DOP classes.

	WHAT’S NEW, CHANGED, OR CLARIFIED
	· The RHC implementation date is October 17, 2011.

· There are multiple LC/Training Coordinators throughout the division. Their names and contact information are listed below under the Contacts section.  Each RHC has designated a lead LC/Training Coordinator and there are also designated LC/Training Coordinators in each region.

· The DDD Central Office LC Program Manager will:

· Retain responsibility for all aspects of the LC;
· Use ongoing evaluation of the LC to identify potential future training and tracking advantages; 
· Notify the DDD Training Coordinators if/when changes to the process are made;
· Meet with the RHC LC/Training Coordinators monthly for the first six months following implementation; and
· Produce reports on LC activities.

· The Regional LC/Training Coordinators will:

· Coordinate with the Central Office LC Program Manager regarding issues with the LC;
· Have permission to enter classes, register participants, monitor attendance and manage reports in the LC; and
· Notify the LC Program Manager when a new course/category needs to be established.

· The RHC LC/Training Coordinators will function the same as the regional LC/Training Coordinators and:

· Coordinate with Central Office LC Program Manager for questions, concerns, problems, suggestions regard the LC;
· Enter classes, register participants, monitor attendance and manage reports in the LC;
· Notify the LC Program Manager when a new course/category needs to be established; and
· Participate in establishing common coursework across the four RHCs and common learning plans for employees.
· 
· Supervisors will:

· Notify the RHC Training Coordinator when hiring new staff and/or cross-program training or other training is required;
· Register new staff for required training; and
· Approve training for direct report staff when needed.

	ACTION:
	Effective OCTOBER 17, 2011, all RHC employees will:

1. Follow ADSA Learning Center Communication email instructions for logging on to the DSHS LC.

2. Verify there is a LC shortcut on your desktop that looks like this:
[image: learningcenter32]If it is not present, contact your local IT staff.
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3. View the DSHS Learning Center Training Video to learn how to use and navigate the LC.

a. Click on the newly installed icon on your desktop.

b. Click on “Search the Catalog” under Student Activities.  This brings you to a new screen.

c. Type “DSHS Learning Center Student Basics Course ONLINE TRAINING” in the Search field at the top of this page.  Hit Search.

d. The search result will have one entry.  Click on the course title to the right of the computer mouse.

e. A new screen gives you a description of the course.  At the bottom of this screen, click register.  You should receive a message in bold red at the top of the page that says Registration Successful.  You will also get an email saying you have registered for the course.

f. Click the “Welcome” tab at the upper far left corner of the screen to return you to the main menu.

g. Click “My Current Training” under Student Activities.

h. Find the course listed under List of Online Registered Courses.

i. Click on the course title on this screen and the next.  A new screen will pop up with the video.  You will need headphones or speakers to listen to the audio portion of the training.

j. If the screen is blank, contact your local IT staff.

k. You must log into your own site to reflect that you completed the training.  Sitting beside someone else and watching the training with them will not show up in your training record.

4. Once you have watched the student video and logged into the LC:

a. Check My Information.  Make sure the demographics are correct.  Important fields are: First and Last Name, Email, and Reports to Supervisor.  If you find errors, contact your supervisor or IT support staff.

b. Check Learning Center Transcript for accuracy.  The LC allows you to instantly view and print your official DSHS employee training transcript from your desktop.  Transcripts look different from the HRDIS training record.

c. Report any discrepancies and/or missing mandatory classes/training to the RHC LC/Training Coordinator.

d. Your LC transcript should show all completed courses carried over from HRDIS and any incomplete DSHS mandatory courses.

e. Compare your last HRDIS transcript to the LC transcript.  Report errors if courses appear in your HRDIS printout, but do not appear on the LC transcript.  Also report errors if a course you took doesn’t appear in the HRDIS form or LC.  If you find errors, contact your supervisor or RHC LC/Training coordinator.

f. Check My Learning Plan.  The only current learning plan in the LC is for DSHS mandatory courses, such as annual IT Security Training.

g. The number and content of the DSHS mandatory courses have not changed with the LC – they are just more visible.

h. Supervisors should work with employees to determine when these courses must be completed.

i. Other Courses:

i.	Employees can find desired/required classes by searching the course catalog in the LC;

ii.	You can register for classes on your own or supervisors or LC/Training Coordinators can register you for classes through the LC;

iii.	You will need supervisor approval for some courses, especially those that have chargeback fees;

iv.	Your supervisor will automatically be notified when you try to register for those courses.

5. Supervisors Only:  There is a supervisor video.

a.	Watch both the student and supervisor video; and

b.	Follow the same steps described in 3 above, but instead search for DSHS Learning Center Supervisor Basics Online Training.

	RELATED REFERENCES:
	DSHS Learning Center Training Video (15 minute online presentation)

	ATTACHMENTS:
	More information is available for employees and supervisors if questions or errors are found in any of these areas in the “Help 1st Time Accessing the LC” document below.




	CONTACT(S):
	Central Office – LC Program Manager:  Linda Gil, 360/725-3435

[bookmark: _GoBack]RHC LC/Training Coordinators:

Fircrest School	Karen Young
Lakeland Village	Pam McGee-Robeson
Rainier School	Phyllis Thompson
Yakima Valley School	Raeann Pontrella

Regional LC/Training Coordinators:

Region 1:	Kim Abe-Gunter
	Raeann Pontrella

Region 2:	Lorrie Ellis
	Tammy Boerigter

Region 3:	Anna Facio (lead)
	Susan Duhamel
	Leona Weltzer
	Andrea Hymas
	Jeanette Lyles
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		You are a Student and there are errors in:

1. ‘My Information’ First and Last Name, Email, and Reports to (Supervisor) are incorrect.


· Contact your Supervisor

2. Learning Center Transcript’ – Courses appear in HRDIS print out but do not appear on the LC transcript or you know you took a course and it doesn’t appear in the HRDIS form or LC.


· Don’t have a copy of your HRDIS transcript? These are sent out yearly to all employees.  It is an older style computer printout. Ask your supervisor if they want you to contact your local HR rep or prefer to request it for you.  

· Contact your Supervisor if there are errors.


3.  ‘My DSHS Learning Plan’ – DSHS Mandatory Classes appear as incomplete but you have proof that you took it or there is a strong rational for why you should not have to take the course. 

· Contact your Supervisor.  



		You are a Supervisor and a student reports errors in:


1. ‘My Information’  


· Review Errors.  Determine if EASE request is needed.


· Notify IT to fix errors


2. ‘Learning Center Transcript’

· Class is missing or incorrect in HRDIS Contract HR to fix or add.  Student must show proof of class completion if say missing.  If no proof, should not be added. Note: the last day of every month classes in HRDIS are imported into the LC.  On the first day of the month after a missing or incorrect HRDIS class has been entered, student LC transcript should be checked for correction(s). If still errors, contact local Training Coordinator


· Class is in HRDIS but not in LC. Contact local LC Training Coordinator.  He or she will contact Headquarters.

 My DSHS Learning Plan’

· If the student has proof of course completion, work with your local HR to get it fixed in HRDIS.

· If you believe there is a strong case for this student not taking a mandatory training, contact your Local Training Coordinator.  Submit in writing to them the case for why this course should be waived for this student (global waiving of all employees is not possible).   The Training Coordinator will send the request to HRD.  Only HRD can waive a DSHS mandatory course.   It is often faster for the student to take the course.
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