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The purpose of this transmittal is to inform Private Child-Caring and Child-Placing staff of the new process for
registering new foster parents to complete web-based trainings, of how to complete Personnel Update Forms
and of the upcoming training schedules for additional sexual abuse and trauma trainings that have been
added.

New foster parents can be registered to complete Pediatric Abusive Head Trauma, First Aid and Universal
Precautions, Medication Administration and Medical Passport web-based training by logging into

https://www.utc.edu/pccts. Instructions for registering new foster parents are attached.

All personnel will be requjred to complete a new Personnel Update Form prior to registering for any training.
This form may be completed online. Instructions for completing a Personnel Update Form are attached. This
form should also be used to obtain _a| username and password for new staff and foster paants already

| approved. ‘
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I Additional training of tra'ner sessions for Parenting the\ Sexually Abused Child hak/e been scheduled as
follows:
4/4/16 to 4/7/16 at the University of Louisville
5/16/16 to 5/19/16 at Eastern Kentucky University

Additional training of trainer sessions for Trauma Informed Care are expected to begin with 1 session in June
2016 and S more sessions to follow in the next fiscal year, 7/01/16 to 06/30/17.

If you have any questions regarding registering foster parents or staff please contact Marie Johnson at

Marie.Johnson@eku.edu or 859-622-6212.
If you have any questions regarding this transmittal please contact Christa Bell at Christa.Bell@ky.gov or by

telephone at (502) 564-6852. A
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PCP Directions on how to register NEW potential foster parents

Each NEW perspective foster parent at your agency will need to complete 4 web based trainings (WBT’s) prior to
approval. This system will allow them to access these web based trainings.

These directions will help you get your NEW foster parents logged into the Private Child Care Training System to
complete the 4 Web Based Trainings (WBT).

They include:

e Pediatric Abusive Head Trauma

e  First Aid and Universal Precautions
e Medication Administration

e Medical Passports

1. Log into: https://www.utc.eku.edu/pccts

2. Click on Log In
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Private Child Care Training System

Traning for foster parents, adoptive parents, and respite care providers for children in the custody of the jd
cabinet

o

Training requirements for foster parents adoptive parents, and respite care providers for children in the custody of
the Kentucky Cabinet of Health and Family Services, must complete the following electronic courses prior to
approval

+ Pechatric Abusive Head Trauma

« First Aid and Universal Precautions

+ Medication Administration

« Med'cal Passports
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3. If you are the staff member adding foster parents, you will need to click

Agency staff login here

Legin

Please US4 your email acdress hat you provnided dunng ragrstration

Ernid rohrscn

Presword

© 0 - Unvety Trameg Consatur

4. Type in your TRIS credentials:

Username: firstname.lastname

Password: last 4 digits of ssn

Login

© ease use your email acdress that you provided dunng registration
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5. Once logged in you will see this screen:

Eelow are the adimin <lratve locls avalacle to you
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You can now add New foster parents to the system.

Click: Register User

Admin
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You will need to fill out all of the fields available for that particular parent. You will need to fill out information for each

parent.

Once completed click on Register User.

Register User

Jnce you nave regicterad the user for brain s an dccourt cere mation ec--d will S sent Lo them. After the user has corfim ed thew account access 12 ramngs wil be made
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Under Agency

Add email of staff member at agency that will receive all emails and correspondence to potential foster parents.
If foster parent does not have email address, please add an agency staff email to receive links to complete trainings.

If your foster parent has already been certified in First Aid/ Universal Precautions training through your agency
or you have a proof of training you can click First Aid Certified. They will not have to complete the First Aid/ Universal
Precautions WBT. Participants who complete the WBT will not be certified in First Aid/Universal Precautions.

Once completed click on Register User.
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Once you have submitted a new perspective foster parent the system automatically sends the foster parent and the
Agency, if specified in new user registration, an email with the link to access WBT’s.

That link will take you to the system to create a password:

Create.
P.ease create a password

Emait

Create
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" Once ilou have created a password, the system will automatically take you to the Training List where you can start taking
the WBT’s.

Training List
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Medication Administrabon
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Medical Passpont

Once you have completed all of the WBT’s, the system will automatically send you an email with a link to print your
certificate of completion.

If you are showing the WBT’s in a group setting, you will need to fill out a PCCTS Group Registration form for each
person attending. You will need submit to Marie Johnson via fax 859-622-63399 or email marie.johnson @eku.edu

| L |
if y?u have any queption]s or concerns, please feel free to contact rr‘e via email at marie.iohnson@eku.edu or you can

call'me at 859-622-6212
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Instructions on how to fill out New Personnel Update Form Online

Before registering for Any trainings you must fill out a personnel update form.
You can now do this electronically online. You will not be able to register for
any trainings until you have filled out this form electronically or manually.

. Go to http://www.rwcp.org

If you are a new user you will need to click on New- Personnel Update Form
Next the RWCP Personnel Update form will open

Fill in Social Security Number

Firstname, Middle Initial, and Last Name

Birthdate MM/DD/YYYY

Click on Gender

Choose Race

. Please type in email address, you will need to put in your workers address if

you do not have one.
You PCC Agency name- scroll down for correct address of your agency
Fill out your Agency phone number
Fill out Agency office Fax number —optional
Choose county in which agency is located
Click on whether you are Staff Member or Foster parent
Enter date when you started at Agency
Enter Supervisor’'s Name ,
Click on Sublmit Registration |
f
. |



