
DCFS and the Louisiana Child Welfare
Training Academy (LCWTA) are committed
to providing child welfare staff with an
optimal learning environment.

PROFESSIONAL
EXPECTATIONS FOR
DCFS/LCWTA
LEARNERS

In order to meet that goal, all learners and
their supervisors agree to follow the
procedures and professionalism expectations
outlined here.

Failure to adhere to these expectations may result in
loss of credit, termination of training for the learner
accompanied by a return to the local office if in
person, and progressive discipline through the
sending office or agency.



Learners must register for courses in advance. Registration may
close up to two weeks prior to the start of a course. Registration
will occur through the LCWTA Learning Management System
(LMS), unless directed otherwise. Staff who arrive and are not
registered may be sent back to their office.

Learners who are unable to attend a training session for which
they are registered must formally cancel their registration within
the LCWTA Learning Management System as soon as they know
they will be unable to participate. Substitutions are managed by
the Learning Management System, not individual learners.
Failure to cancel results in available seats being left unused and
employees requesting to participate being unnecessarily wait-
listed.

Learners are expected to arrive on time and participate fully
throughout the course. Arrival and departure times will be
electronically recorded in the LCWTA Learning Management
System. Learners who arrive more than 30 minutes late will not
be admitted.

Learners and their supervisors must have a plan in place to
ensure the learner’s workload responsibilities are sufficiently
covered for the duration of the training event.  Supervisors in
approving staff participation in training commit to providing
staff time and space to dedicate their full attention to their
learning.

Supervisors of new staff commit to facilitating, guiding and approving
their staff’s completion of on the job structured activities in the field
before and between live sessions with LCWTA lead trainers/facilitators
and partnering to facilitate application and transfer of learning into
day to day practice.  If new workers assume responsibility for cases at
any point during the training series, supervisors are responsible for
assuring case coverage is provided as it is necessary for the new
worker to attend and participate in all training activities and lessons. It
is very important that new workers be able to devote their full attention
to the training uninterrupted and without distractions. Missed time will
affect training credits.



On the job structured activities are required components of new
worker orientation and essential to meeting learner and agency
needs and requirements.  Reports on completion and supervisory
approval of on the job structured activities will be shared with
child welfare leadership and management teams at the regional
and area level.  For virtual new worker orientation, supervisors
are welcome to join to observe during morning or afternoon
Zoom sessions.  Just let us know via the child welfare training
mailbox and we will be happy to facilitate supervisory
observation.

Credits for courses will be given only to those who complete the
entire course. If a learner must leave a class early, the learner
will not receive credit for the course.

Supervisors must avoid pre-approving sick or annual leave for
learners during a scheduled training session.

When assigned, learners must complete pre- and post-class
assignments or "field activities." These assignments will be given
when they will assist the trainee in achieving learning objectives.
For some classes, failure to complete these assignments may
result in the learner not passing the class.

Learners are required to have their state ID or photo identification
available when reporting to the training site. Learners may be
expected to sign in at a security desk.

Appropriate office attire must be worn; employees will be
expected to dress in business casual unless otherwise instructed.

Learners are required to arrive on time in the morning, following
breaks and following lunch. Incidents of tardiness will first be
addressed directly with the learner. In cases of excessive
tardiness, the supervisor will be contacted.



The trainer will communicate the rules of the facility at the
beginning of training. Learners are required to comply with the
rules of the facility where training is being conducted.

Learners are required to be considerate of others’ right to an
environment that is conducive to learning. Trainers may remove a
learner from class who is disrespectful or otherwise disruptive. If
this happens, the trainer will speak to the learner in private. If the
behavior continues, the supervisor will be contacted. If a learner
is asked to return to their work site at any point during the
training, the supervisor will be contacted to explain why the
learner is returning to work.

Cell phones may not be used in class and must be turned off or set
to silent. The learner must leave the room to take any urgent calls.
Learners should inform trainers if they are expecting to be
contacted for any reason. Other use of the cell phone, such as
texting, playing games or browsing the internet is not permitted in
the classroom while class is in session.

While class is in session, learners may only use the computer for
trainer-directed activities. Acceptable use policies must be
followed by all learners when using state equipment, including
computers.

Learners are expected to be active participants in their own
learning. This includes asking questions to clarify concepts,
employing resources provided in training, and following up with
recommended self-study, job aids, and learning activities.
Learners are expected to be respectful of other learners and
contribute to a positive learning environment.



There are special considerations learners should prepare for and
consider when participating in virtual learning.  This includes
planning to be on camera with their faces visible throughout the
training and following professionalism expectations in preparation,
dress/appearance, participation etc.  All participants in virtual
learning are expected to review and follow the Virtual Training
Netiquette attached.

A few key tips and reminders for virtual training:

Be mindful of and prepare your workspace.

Make sure to create a comfortable yet professional workspace.
Make sure there are limited distractions.

Remember that you will be on camera throughout the training. Be
mindful of your camera set up. What’s going on in the
background? Is there anything visible on camera that may be
distracting to others?

Be professional.

The expectation is that virtual training be as professional as in
person trainings. If you are attending from home, professional
dress/appearance is still expected just as if you were working in
the office or out in the field.



MAIN OFFICE

985-549-2497
LCWTA@selu.edu

TECH SUPPORT

985-248-0888
support@LCWTA.org

Website: www.lcwta.org
eLearning Site: www.moodle.lcwta.org

Fully participate.

Please plan to fully participate in virtual training just as in-person
training.  It is not a time for answering phone calls, responding to
emails, documenting case records or working on any other work
during the training.  If you must step away to deal with an urgent
matter or emergency, please notify the training
facilitator/moderator via the chat box.

If you cannot commit to full participation in the training, please
reschedule the training just as you would in-person training. This is
not a time to travel in your vehicle, pick up your kids from school,
participate between home visits, etc.

Most importantly – Ask questions, participate and have fun! Our
team and your supervisors are all here to help in any way we can.

http://www.instagram.com/lcwta
http://www.twitter.com/thelcwta
http://www.facebook.com/lcwta/
http://www.lcwta.org/
http://www.moodle.lcwta.org/

