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Family Facets

TCFMA Staff Summary of Delivery Policies
This Summary is intended as a guide for Family Facets staff for delivery of TCFMA services under the new TCFMA Contract C310133002, which started July 1, 2010.  There are several new items in the Contracts and several new reporting requirements.  This Summary addresses each of the new elements.

1.
All requests for TCFMA Services should come from Circuit Managers are responsible for arranging TCFMA training, consulting, and family meeting activities for their circuits.  All requests for TCFMA Services should be made to Sheila Searfoss, Family Facets TCFMA Training Director, who will select staff to be assigned to the request.

a.
All requests to Family Facets Staff from Circuit Managers or other local CD persons for TCFMA Services will be forwarded to the Sheila Searfoss, Family Facets TCFMA Training Director, who will negotiate the range of services and select the Family Facets staff to be assigned to the request.

1)
If the requests for Family Facets TCFMA services comes to a Family Facets Staff member with the information below, the Request and information below should be emailed to SheilaSearfoss@FamilyFacets.com, with a copy to FamilyFacets@FamilyFacets.com.

b.
All requests for TCFMA Services should include:
1)
The proposed dates for TCFMA services.
2)
The proposed location for TCFMA services.
3)
The proposed type of service (e.g. training, with training topic(s); consulting, with cases of topics for consultation) for TCFMA services.
4)
The name, address, telephone number, and email address for the person (Circuit Manager, or designee) to whom the Invoice for TCFMA services will be sent.

5)
The name, telephone number, and email address for the person designated by the Children’s Division to make prior written approval of Mileage & Travel Expenses.

2.
All Scheduled TCFMA Services will be posted on the Training Calendar on the Family Facets Server.

3.
The Contract allows, for consulting services, for the Units to include time for reviewing the files prior to the consultation.

a.
Staff Trainer/Consultants should exercise and document this review time on the TCFMA Attendance Record.

b.
Staff Trainer/Consultants should discuss with the local Children’s Division representative that the contract provides for this review time, and that it is necessary in order that the Staff Trainer/Consultants is fully informed prior to the consultation services.

4.
A desirable length for an TCFMA Training is 6 hours (12 Units), both from the Family Facets Agency point of view, and from the Staff compensation point of view).
5.
Family Facets has developed an TCFMA Attendance Record, which has been approved by the CD Central Office.  Only this Family Facets approved form may be used for Family Facets TCFMA Services.  No Children’s Division substitute forms are permitted.

a.
This TCFMA Attendance Record is used for TCFMA Trainings, TCFMA Consultations, and TCFMA Family Meeting Activities.

b.
The Family Facets Staff presenter is responsible for gathering several new items of information for this TCFMA Attendance Record include:

1)
The name of the Recipient who is to receive the Invoice for these services.

2)
The address and telephone number of the Recipient who is to receive the Invoice for these services.
3)
The number of miles the Presenter travels to the TCFMA Service.  Mileage is reimbursable, if (and only if) listed on the TCFMA Training Attendance Record.  Mileage & Travel Expenses must be approved in advance, in writing, by the Children's Division Designee.
c.
Please enter both the Circuit number and the County Code on each TCFMA Attendance Record.

d.
The completed TCFMA Training Attendance Record must be send to the Family Facets Business Office within 7 days of the completion of the TCFMA Service.  Invoicing and Staff Compensation are done from the TCFMA Training Attendance Record.

6.
Family Facets must submit a completed TCFMA Participants Evaluation for each TCFMA service (including TCFMA Trainings, TCFMA Consultations, and TCFMA Family Meeting Activities),  Family Facets has developed an TCFMA Participants Evaluation Form, which must be completed by each participant in each TCFMA service session.

a.
The TCFMA Participants Evaluation Form required that Goal/Objective information be entered by the Family Facets Staff Trainer/Consultant into the form prior to copying the form for the TCFMA session.

b.
A Sample Goals & Objectives For TCFMA Evaluations form has been prepared to assist with the Staff Trainer/Consultant’s preparation of the TCFMA Participants Evaluation Form.

c.
The TCFMA Participants Evaluation Form should be distributed, then collected, by the Family Facets Staff Trainer/Consultant at the end of the TCFMA session.

d.
The completed TCFMA Participants Evaluation Form must be send to the Family Facets Business Office, along with the TCFMA Training Attendance Record, within 7 days of the completion of the TCFMA Service.

e.
The Family Facets Business Office will use the completed TCFMA Participants Evaluation Form to prepare a TCFMA Evaluation Summary Of Outcomes report, which must be submitted with the Invoice for the session.

7.
The Family Facets Business Office will prepare a TCFMA Monthly Report from the following documents submitted by Family Facets Staff Trainer/Consultants for each TCFMA sessions provided.

a.
TCFMA Attendance Record.
b.
TCFMA Participants Evaluation Form.
c.
TCFMA Evaluation Summary Of Outcomes.
8.
The Family Facets Staff Trainer/Consultants will be compensated monthly at a fixed rate per hour for each TCFMA sessions provided, as detailed on the TCFMA Attendance Record for the session.

a.
Family Facets Staff Trainer/Consultants will be compensated for mileage in one of three ways:

1)
Family Facets Staff Trainer/Consultants who have been issued Company Cars will have the mileage documented from TCFMA Attendance Records added to their assigned mileage allocations.

2)
Family Facets Staff Trainer/Consultants who are not eligible for, or who have elected not to receive, Company Cars will be reimbursed for TCFMA mileage submitted on the monthly Mileage Reimbursement Request form at the rate of $0.30 per mile.

3)
Family Facets Staff Trainer/Consultants who are independent Contractors will be reimbursed monthly for TCFMA mileage documented from TCFMA Attendance Records at the rate of $0.40 per mile.

b.
Lodging accommodations for Family Facets full and part-time Staff, when approved in advance by the TCFMA Training Director, will be booked directly by the Family Facets Business Office.

1)
Family Facets Staff Trainer/Consultants who are independent Contractors will be responsible for their own their own lodging accommodations.

c.
Family Facets Staff Trainer/Consultants will be reimbursed for necessary materials, supplies, and postage expenses incurred for TCFMA services sessions.  Requests for Reimbursement must be submitted on the monthly Employee Reimbursement Request form.
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