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	Topic
	Supporting Documentation/Links
	Completion Date

	Welcome and Orientation to the Office for Resource Center Development (ORCD)

	Review:
|_| Introduction to the Aging and Disability Network (New Director Orientation Webinar – 1 hr. 38 min.)
|_| Review ADRC/Aging/Tribal User System Access Request Instructions (F‑02000a)
|_| Complete and submit ADRC/Aging/Tribal User system Access Request Form (F-02000)
Complete these courses in the Learning Management System (LMS):
|_| ADRC Orientation course 
|_| Identifying and Responding to Conflicts of Interest course 
Additional Resources:
|_| Abbreviations, Acronyms, and Definitions (P-03062-20)
|_| ADRC Trainings Showcase (Vimeo)
|_| ADRCs in Wisconsin by County Map (P-02356)
|_| Regional Quality Specialists ADRC Assignment Map (P-02603)
|_| Office for Resource Center Development Staff Directory (DHS)
	     

	ADRC/Aging SharePoint
	|_| Upon receiving access, save the ADRC/Aging SharePoint site to your web browser.
Review:
|_| Navigating SharePoint (Vimeo – 15 min.)
|_| ADRC Operations Manual Demo Video (Vimeo – 32 min.)
|_| ADRC Announcements (SharePoint)
|_| Setting a SharePoint email alert (SharePoint)
Additional Resources:
|_| Training Page (SharePoint)
|_| How to View Staff Progress in the LMS (SharePoint)
|_| Calendar (SharePoint)
|_| ADRC Directory (SharePoint)
|_| ADRC Informational Page (SharePoint)
|_| Special Funding Opportunities (SharePoint)
|_| ARPA HCBS Projects for ADRCs and Tribes (SharePoint)
	     

	ADRC Scope of Services & Agency Information
	Review:
|_| Scope of Services Webinar (New Director Orientation Webinar – 1 hr. 3 min.)
|_| ADRC Scope of Services (SharePoint)
Review Operations Manual:
|_| Organizational Structure (SharePoint version) or P-03062-12 (PDF version)
|_| Location and Physical Space (SharePoint version) or P-03062-13 (PDF version)
|_| Emergency Preparedness (SharePoint version) or P-03062-18 (PDF version)
Additional Resources:
|_| Organizational Structure Quick Links (SharePoint)
|_| Physical Location Quick Links (SharePoint)
|_| Emergency Preparedness Quick Links (SharePoint)
	     

	Statewide Policies
	Review:
|_| Required Statewide Policies (P-02923)
|_| ADRC Confidentiality Policy and Procedure
|_| ADRC Customer and Staff Rights and Responsibilities
|_| Appeal Policy for Adverse Benefit Determinations
|_| Complaint and Grievance 
|_| Conflict of Interest
|_| Establishing Public-Private Partnerships 
|_| Follow-Up
|_| Service Limitation and Termination
|_| Short-Term Service Coordination
	     

	Funding and Fiscal
	Review:
|_| Funding/Fiscal Information (New Director Orientation Webinar – 36 min.)
Review Operations Manual:
|_| Fiscal Management (SharePoint version) or P-03062-16 (PDF version)
Additional Resources:
|_| Adder Workbooks (SharePoint)
|_| Fiscal Quick Links (SharePoint)
	     

	Time and Task Reporting
	Review:
|_| Medicaid Time & Task Reporting (New Director Orientation Webinar – 32 min.)
Review Operations Manual:
|_| Time and Task Reporting (SharePoint version) or P-03062-10 (PDF version)
Additional Resources
|_| Time and Task Workbook (SharePoint)
|_| Adder Workbook (SharePoint)
|_| Time and Task Reporting Quick Links (SharePoint)
|_| Time and Task Reporting courses (ADRC Orientation) in the Learning Management System (LMS):  
|_| For General ADRC Staff
|_| For Dementia Care Specialists 
|_| For Benefit Specialists
	     

	Information and Assistance
	Review:
|_| Information and Assistance/Options Counseling (New Director Orientation Webinar – 1 hr. 6 min.) 
Review Operations Manual:
|_| Information and Assistance (SharePoint version) or P-03062-01 (PDF version)
Complete this course in the Learning Management System (LMS):
|_| Information and Assistance Training – Parts 1 and 2 (ADRC Specialist Initial Training – Foundational Topics)
Additional Resources:
|_| Information and Assistance Quick Links (SharePoint)
	     

	Options Counseling
	Review Operations Manual:
|_| Options Counseling (SharePoint version) or P-03062-02 (PDF version)
Complete these courses in the Learning Management System (LMS):
|_| Options Counseling Standards Modules 1, 5 and 6 (Options Counseling for Supervisors)
|_| Motivational Interviewing
Additional Resources:
|_| Options Counseling Quick Links (SharePoint)
	     

	Nursing Home Transitions, MDS‑Q, Diversions, and Closures
	Review Operations Manual:
|_| MDS Q and Nursing Home Transitions (SharePoint version) or P-03062-02a (PDF version)
Additional Resources:
|_| MDS Q and Nursing Home Transitions Quick Links (SharePoint)
|_| Nursing Home Referral Form (F-00311)
|_| MDS-Q Training: Resident Referrals to Community (Vimeo – 31 min.)
|_| MDS-Q Training Slides (PDF version)
	     

	Publicly Funded Long-Term Care
	Review:        
|_| Access to Publicly Funded Long Term Care Programs and Services (New Director Orientation Webinar – 54 min.)
Review Operations Manual:
|_| Publicly Funded Long-Term Care (SharePoint version) or P‑03062‑03 (PDF version)
|_| Enrollment Counseling (SharePoint version) or P‑03062‑03a (PDF version)
|_| Disenrollment Counseling (SharePoint version) or P‑03062‑03b (PDF version)
|_| Eligibility Determination (SharePoint version) or P‑03062‑04 (PDF version)
|_| Long-Term Care Functional Screen (SharePoint version) or P‑03062-04a (PDF version)
|_| Financial Eligibility and General Medicaid (SharePoint version) or P‑03062-04b (PDF version)
Complete this course in the Learning Management System (LMS):
|_| Enrollment Counseling – Part 1 and 2 (ADRC Specialist Initial Training – Foundational Topics)
Additional Resources:
|_| Publicly Funded Long-Term Care Quick Links (SharePoint)
|_| Enrollment Counseling Quick Links (SharePoint)
|_| Disenrollment Counseling Quick Links (SharePoint)
|_| Long-Term Care Functional Screen Quick Links (SharePoint)
|_| Financial Eligibility and General Medicaid Quick Links (SharePoint)
	     

	Equipment, Technology, and Systems
	Review:
|_| Data & Systems (New Director Orientation Webinar – 53 min.)
|_| Return on Investment for ADRCs (Vimeo – 12 min.)
|_| Return on Investment Calculator User Guide (MetaStar)
|_| Contact the ADRC Specialist Program Manager for access to the Calculator
|_| Return on Investment Calculator (MetaStar)
Review Operations Manual:
|_| Equipment, Technology, and Systems (SharePoint version) or P‑03062‑14 (PDF version)
|_| Client Tracking (SharePoint version) or P-03062-09 (PDF version)
Additional Resources:
|_| Equipment, Technology, and Systems Quick Links (SharePoint)
|_| Client Tracking Quick Links (SharePoint)
	     

	Benefit Specialist Programs
	Review:
[bookmark: _Hlk150328433]|_| Benefits Counseling Services (New Director Orientation Webinar – 35 min.)
Review Operations Manual:
|_| Benefit Specialist Programs (SharePoint version) or P-03062-05 (PDF version)
|_| Disability Benefit Specialist Program (SharePoint version) or P-03062-05A (PDF version)
|_| Elder Benefit Specialist Program (P-03062-05B PDF version only)
[bookmark: _Hlk153887776]Additional Resources:
|_| Disability Benefit Specialist Program Quick Links (SharePoint)
|_| DBS SharePoint (Must request access to this site via F-02000)
|_| DBS orientation:
|_| Part 1: Welcome to the DBS Program (3 min.) Transcript
|_| Part 2: Where Do I Fit in the Big Picture? (6 min.) Transcript
|_| Part 3: Where Do I Start? (7 min.) Transcript
|_| Part 4: How to be a DBS (24 min.) Transcript
|_| Part 5: Who Does What? (16 min.) ​Transcript
|_| Elder Benefit Specialist Program Quick Links (SharePoint)
|_| EBS SharePoint (Must request access to this site via F-02000)
	     

	Dementia Care Specialists Program
	Review:
|_| Dementia Services (New Director Orientation Webinar – 1 hr. 7 min.) 
Review Operations Manual:
|_| Dementia Care Specialist Program (SharePoint version) or P-03062-07 (PDF version)
Additional Resources:
|_| Dementia Care Specialist Quick Links (SharePoint)
|_| DCS SharePoint (Must request access to this site via F-02000)
	     

	Health Equity and Advocacy
	Review:
|_| Health Equity and Social Determinants of Health (Vimeo – 1 hr. 10 min.)
|_| Gender Equity Training (Vimeo – 53 min.)
|_| Health Equity Through the Tribal Experience (Vimeo – 1 hr. 50 min.)
Complete this course in the Learning Management System (LMS):
|_| Ombudsman Programs (ADRC Specialist Initial Training – Foundational Topics)
Review Operations Manual:
|_| Health Equity (SharePoint version) or P-03062-19 (PDF version)
|_| Advocacy (SharePoint version) or P-03062-18 (PDF version)
Additional Resources:
|_| Health Equity Quick Links (SharePoint)
|_| Advocacy Quick Links (SharePoint)
	     

	Governing Board
	Review Operations Manual:
|_| Governing Boards, Commissions, and Committees (SharePoint version) or P-03062-15 (PDF version)
Additional Resources:
|_| Governing Boards, Committees, and Commissions Quick Links (SharePoint)
	     



	Marketing, Outreach, and Public Education

	Review Operations Manual:
|_| Marketing, Outreach, and Public Information (SharePoint version) or P-03062-08 (PDF version)
Additional Resources:
|_| Marketing, Outreach, and Public Education Quick Links (SharePoint)
	     

	Additional Resources
	Save these links:
|_| ADRC Professionals Page (DHS)
|_| DHS Forms Library (DHS)
|_| DHS Publications Library (DHS)
|_| History of Aging & ADRCs (SharePoint)
	




