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PROTECTION AND PERMANENCY MEMORANDUM 12-17
TO: 

Service Region Administrators



Service Region Administrator Associates



Service Region Clinical Associates



Regional Program Specialists



Family Services Office Supervisors

FROM:  
Michael Cheek, Director



Division of Protection and Permanency

DATE:  
September 28, 2012
SUBJECT:  
 Medication Administration Training for Resource Parents
Beginning October 1, 2012, all new resource parents will be required to obtain medication administration training during the initial approval process.  Current resource parents must have the training completed by their 2013 re-evaluation.  This training only has to be completed one time.  It is not an ongoing requirement.  
Medication may be critical to the well-being of children in foster care, whether it is used to manage minor concerns or more serious health conditions.  It is important that every resource parent is aware of the proper procedures regarding administration, transfer and refusal and disposal of medications.   A web-based training (WBT) curriculum has been prepared to educate resource parents about all of these situations.  
Please follow the instructions below to log on to the web-based training:  
· Begin by going to the Electronic Courses-Resource Parents web page in TRIS; 
· Click on the “Medication Administration” link to go to the login screen; and
· Login following the instructions on the screen.
Entering the Username:  

· The standard username is:  Firstname.Lastname (no spaces); 

· If the user has a shortened version of his/her name, the full version of the name should be used (i.e. James instead of Jim, Michael instead of Mike, etc.).

Troubleshooting for Username:  

· There could be two reasons that a login may not work:  
· If the name already exists in the TRIS system (i.e. there are two John Smiths), the system will not assign the same username for two people.  Usually the number 1 or 2 is added to the name (i.e. Firstname.Lastname1); or
· The user has previously logged in and the username was changed (i.e. Firstnamelastname (no period)). 
· The user should contact their R&C worker or TRIS for trouble logging on.

Entering the Password:
· The first time a user logs into the system, their password is the last four digits of the user’s social security number (SSN); and
· The user will be prompted to change their password to a more secure password after the first login.

Troubleshooting the Password: 

· Forgotten password:  The password may be reset by clicking the “Help Logging In” button underneath the username field;

· An e-mail will be sent to the user with instructions regarding resetting their password; and  

· The user will be prompted to change their password to a more secure one after logging in for the first time after the reset. 
· Resource parents may take the web-based training as many times as needed to achieve the necessary skills regarding medication administration. 

· When completing a WBT through the DCBS Training Branch all modules must have a green checkmark by them and the quiz must receive a passing score.  Once this occurs, training credit will automatically be applied to the resource parent’s training record.  The R&C worker may provide the resource parent a copy of their training record, if requested.  
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