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Office of Inspector General, Licensing Division

Sample Training Record Form for Positive Supports Rule
NOTE: Requirements for use of this sample document
License holders can modify this sample for use in their program. At a minimum, you must fill in the blanks on this form. You may modify the format and content to meet standards used by your program. 
This sample meets compliance with current licensing requirements as of Aug. 31, 2015. Providers remain responsible for reading, understanding and ensuring that this document conforms to current licensing requirements. 
DELETE THIS SECTION TO BEGIN MODIFYING THIS FORM. 


Employee name:  							

Program name: 							

This program ensures competency in the following areas as required in the Positive Supports Rule, Minnesota Rules, Chapter 9544.

Core training requirements
Staff who provide direct services to a person/child with a developmental disability or related condition and have responsibility for developing, implementing, monitoring, supervising or evaluating: 
1. Positive support strategies
2. A positive support transition plan
3. The emergency use of manual restraint. 
Before assuming their responsibilities, staff must complete both eight (8) hours of “core training” and a four-hour (4) refresher training applicable to their responsibilities. 
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Staff must demonstrate knowledge of and competency in the following areas:
	SUBJECT/AREA
	TRAINING DATE
	HOURS OF TRAINING
	NAME AND QUALIFICATIONS OF INSTRUCTOR
	DEMONSTRATED KNOWLEDGE AND COMPETENCY

	De-escalation techniques and their value
	
	
	
	Y or N

	Principles of person-centered service planning and delivery as identified in Minn. Stat. §245D.07, subd. 1a, and how they apply to direct support services provided by staff
	
	
	
	Y or N

	Principles of positive support strategies such as positive behavior supports, the relationship between staff interactions with the person and the person’s behavior, and the relationship between the person’s environment and the person’s behavior
	
	
	
	Y or N

	What constitutes the use of restraint, including chemical restraint, time out, and seclusion
	
	
	
	Y or N

	The safe and correct use of manual restraint on an emergency basis according to Minn. Stat. §245D.061
	
	
	
	Y or N

	Staff responsibilities related to prohibited procedures under Minn. Stat. §245D.06, subd. 5; why the procedures are not effective for reducing or eliminating symptoms or interfering behavior; and why the procedures are not safe
	
	
	
	Y or N

	Staff responsibilities related to restricted and permitted actions and procedures under Minn. Stat. §245D.06, subds. 6 and 7
	
	
	
	Y or N

	The situations in which staff must contact 911 services in response to an imminent risk of harm to the person or others
	
	
	
	Y or N

	The procedures and forms staff must use to monitor and report use of restrictive interventions that are part of a positive support transition plan
	
	
	
	Y or N

	The procedures and requirements for notifying members of the person’s expanded support team after the use of a restrictive intervention with the person
	
	
	
	Y or N

	Understanding the person as a unique individual and how to implement treatment plans and responsibilities assigned to the license holder
	
	
	
	Y or N

	Cultural competence
	
	
	
	Y or N

	Personal staff accountability and staff self-care after emergencies
	
	
	
	Y or N

	TOTAL NUMBER OF HOURS
(MUST BE 8 HOURS OR MORE)
	

	
	
	





Function-specific training requirements
Staff who develop positive support strategies for a person/child with a developmental disability or related condition must complete four (4) hours of “function specific training” in addition to the core training before assuming their responsibilities and four hours refresher training applicable to their responsibilities. License holders, executives, managers and owners may also need to complete the four (4) hours of function specific training if their duties involve the substance of the function specific training. 
Staff must demonstrate knowledge of and competency in the following areas:
	SUBJECT/AREA
	TRAINING DATE
	HOURS OF TRAINING
	NAME AND QUALIFICATIONS OF INSTRUCTOR
	DEMONSTRATED KNOWLEDGE AND COMPETENCY

	Functional behavioral assessments
	
	
	
	Y or N

	How to apply person-centered planning
	
	
	
	Y or N

	How to design and use data systems to measure effectiveness of care
	
	
	
	Y or N

	Supervision, including how to train, coach, and evaluate staff and encourage effective communication with the person and the person’s support team
	
	
	
	Y or N

	TOTAL NUMBER OF HOURS
(MUST BE 4 HOURS OR MORE)
	
	
	
	




Management training requirements
License holders, executives, managers and owners in non-clinical roles must complete two (2) hours of management training before assuming their responsibilities. At a minimum, all controlling individuals listed on your license with DHS must complete this management training. 
A license holder, executive, manager or owner in a non-clinical role may need to complete “core training” and “function specific training” if s/he provides direct services, or develops positive support strategies, to a person/child with a developmental disability or related condition.
Staff must demonstrate knowledge of and competency in the following areas:
	SUBJECT/AREA
	TRAINING DATE
	HOURS OF TRAINING
	NAME AND QUALIFICATIONS OF INSTRUCTOR
	DEMONSTRATED KNOWLEDGE AND COMPETENCY

	How to include staff in organizational decisions
	
	
	
	Y or N

	Management of the organization based on person-centered thinking and how to address person-centered thinking and practices in the organization
	
	
	
	Y or N

	Evaluation of organizational training as it applies to the measurement of behavior change and improved outcomes for persons receiving services
	
	
	
	Y or N

	TOTAL NUMBER OF HOURS
(MUST BE 2 HOURS OR MORE)
	

	
	
	


Annual refresher training requirements
Staff providing services to a person/child with a developmental disability or related condition, which includes all staff working for a program licensed under 245D, are required to complete four (4) hours of refresher training on an annual basis. 
The Refresher Training covers topics from the Core Training and Function-Specific Training. The rule requires staff to complete trainings that are applicable to their responsibilities. 


Please enter applicable annual refresher trainings.
	SUBJECT/AREA
	TRAINING DATE
	HOURS OF TRAINING
	NAME AND QUALIFICATIONS OF INSTRUCTOR
	DEMONSTRATED KNOWLEDGE AND COMPETENCY

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	
	
	
	
	Y or N

	TOTAL NUMBER OF HOURS
(MUST BE 4 HOURS OR MORE)
	
	
	
	


Signature
By signing here, I verify that the above training has been provided to me.
Employee signature	_____________________________________________________________________________ 	Date __________
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