Training Planning Guidelines/Procedures
1. Pick a topic.  Recently suggested topics include:

Search & Seizure


ACT (Assertive Community Treatment) model

Assessment Tools


Bridges Out of Poverty
Working with Substance Abuse

Staff & Client Safety

Resource Sharing


ID Problems

How to Communicate


Borderline Personalities

Setting Boundaries


IRS Training for Taxes

What to do with Rapid Repeaters
Veterans Resources

Health Resources


Diabetes

Keeping Our Clients Housed (Panel) – Bob Dolci & Nancy Noel

The Ins and Outs of Inclusionary Zoning – Planning Department

Maternal and Child Health Issues – Public Health Department

Documenting Disability Information in HMIS – Michelle Ogburn

2.  Find a speaker who would be able to speak knowledgably and answer questions about your topic of choice.

3. Find a location.  The location could be at your program site.  If you plan to host the training at your site, please make sure that you have adequate space to accommodate up to 40 trainees.  If you do not have adequate space at your site to accommodate the training, you can contact Leah Gronlund at Santa Clara Adult Education at 423-3513 to reserve the classroom or multipurpose room.  Please give sufficient advanced notice if you would like to use the rooms at Santa Clara Adult Education.
4. Schedule the training.  Trainings are generally held on either the 2nd or 4th Thursday of the month in the afternoon.

5. Advertise the training by sending a flier announcing the date/time/location/title/summary of topic(s) to be addressed/presenter’s name/presenter’s qualifications to spn@ctagroup.org.  Please have trainings planned at least 3 weeks in advance to allow time for RSVPs and payments.
6. Trainings will still cost $5 per attendee.  Check should be made payable to SPN and mailed to Family Supportive Housing at 1590 Las Plumas Ave. San Jose, CA 95133.
7. Training hosts should provide light snacks or refreshments.  If you require a reimbursement for snack expenses, you can invoice Family Supportive Housing for up to $25 in reimbursement.

8. On the day of the training, track training attendance and collect any cash payments from attendees.  Please submit a copy of the attendance to Family Supportive Housing along with the payment deposit.  A second copy of the attendance should be submitted to the Secretary for archive.

