
TO: 

FROM: 

Date: 

RE: 

DIVISION OF CHILDREN AND FAMILY SERVICES 
MEMO 

Thomas D. Pristow, Director /~~ 
Division of Children and Family Serv~es -~ . 
Department of Health and Human SeMc 

Christine M. Hanus, Child Welfare Administrator ~ 
Division of Children and Family Services 

April 24, 2012 

Corrections to Administrative Memo #11-2012; Educational, 
Celiification and Licensing Information of CFS Child Welfare and 
Juvenile Services Staff 

Administrative Memo #11-2012 contained the incorrect year in which LBl160 was proposed and 
was not clear that this bill was passed by the Nebraska Legislature. The memo is being corrected 
with the correct the year that LB 1160 was proposed, 2012, and correcting the language to make 
it clear this this bill did pass in 2012. 



To: 

From: 

Approved by: 

Date: 

RE: 

Effective Date: 

Duration: 

Contact: 

Purpose: 

Action Required: 

DIVISION OF CHILDREN AND FAMILY SERVICES 
ADMINISTRATIVE MEMO #11-2012 

All Children and Family Services Specialists, Supervisors, Trainees, CFS 
Administrators 

Christine M. Hanus, Child Welfare Administrator It. 
Division of Children and Family Services l\;\ 

Thomas D. Pristow, Director \'. ) 
Division of Children and Family Services '-/ij ~ 
Depaltment of Health and Human Services / 

April 23, 2012 

Educational, Certification and Licensing Information of CFS Child 
Welfare and Juvenile Services Staff 

Immediately 

Until Revised 

Sherri Haber, Administrator, Child and Adult Protective Services, 
Children and Family Services, Policy Section at 402-471-7989 or 
sherri.haber@nebraska.gov. 

Greg Brockmeier, Program Specialist, 402-471-9160 or 
greg.brockmeier@nebraska.gov 

Gather educational information of CFS staff in order to meet the Child 
Abuse Prevention Treatment Act requirements and the repOlting 
requirement based on Proposed Legislation. 

Enter education, celtification and licensure information on the Employee 
Development Center data system. Please follow these directions 
carefully, enter the information required, and complete no later than 
MAY 4,2012. 

Each year the Division of Children and Family Services must report various information and data 
to the federal government in order to continue receiving the Child Abuse Prevention and 
Treatment Act (CAPTA) funds. The 2012 Nebraska Legislature has passed LB1160 that includes 
a requirement to report on educational information of Child Welfare and Juvenile Services Staff. 
This legislation also addresses systemic areas such as the state's data system; budget information; 
repOlting of sibling placements & behavioral health services; caseload sizes; caseworker contact 
with children and parents; timeliness of comt reports; fiscal information; and resource 
availability. In order to comply with CAPTA and the proposed legislation a process to gather the 
required information is available through the Employee Development Center. 

Attached are the directions on how to access and enter your information into the computer system 
being used to collect this data. In addition to your educational background, if you are working in 
Child Welfare and/or the Office of Juvenile Services, you need to identify your specific caseload 



assignment (Ongoing; Juvenile Services (OJS); OngoinglOJS; Initial Assessment (IA); Intake; 
OngoinglIA; Adult Protective Services (APS); Trainee; Supervisor or Administrator. There is a 
field for you to enter this information as well. 

Thank you for taking the time to complete tllis information. 



LIN K Log-In Information 
DHHS April 2012 

1. Access the Log-In Screen 

A link to the State of Nebraska Learning and Development Center is in the following 

locations: https;llnebraska.csod.com 

or 

The NIS Shortcut on Your Computer Desktop: 
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the NIS icon 

1126112 PHRUG Video, Audio, Updated Presentation Onllne IWI~ 
taM>! 

It you were unable 10 attend the January 26th, 2012 Payroll I Human l" i 
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This screen will appear. You will need to enter your Username and Password. 

Welcome to the State of Nebraska 
Employee Development Center 

You can login with any of the following as your Username: 

Email Address (e.g. firstname.lastname@nebraska.gov) 

Or 
Employee Number (e.g. 1234567) 

Or 

Enterprise One Login (e.g. jdoe001) 

Your default password is: Passwordl * 
(You must use the capitalization and special characters) 
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Z. Change Your Password 
This protects you, and your information. 

YOU! Password Has Expired 
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3. Enter Your Work Phone Number 
Use the following format: 402-47X-XXXX. 

Phone, 
,--­,-
I S~b""t I 

, _____ J 
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4. Identify Your Security Questions I Answers 
This allows you to reset your own password in case you forget it. 

Define S"cun[1 Q~s!iOnS 
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5. Your Learning Home Page 
On the Home Page you can access training, see your upcoming training sessions, or view 

your inbox. You can also search, request or launch training and tasks from this page. 
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6. Home Page Layout 
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7. Access the User Guides 
For additional information on using the LINK Employee Development Center, view the 
User Guides and Reference Cards in the 'Knowledge Bank'. Click on 'My Knowledge 
Bank' from your Home Page, then on 'Learning Management User Guides and Reference 
Cards' . 

t', £f1'!l'lr'fi"-llo,,@ il~inl"i;I fj..,ldn 3. J<Jt> .... fdo!; 
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8. Who should I contact if I have questions or problems? 

For password resets contact the DHHS Help Desk at 1-800-722-1715. 

If you have other questions, please contact the LINK Employee Development Center 
Help Desk at as.linkhelp@nebraska.gov. 
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Career Center Overview 

The Career Center contains the tools necessary to take a more active role in your career 
planning and career development within your organization. The Career Center is the central 
location for managing your career mobility and development within the agency. You can 
maintain your internal resume, specify your career preferences and career goals, determine 
and research your career mobility through the creation and maintenance of a career path, 
and conduct job searches to seek out opportunities from other areas of the agency. You 
can pursue internal development and training specific jobs, increasing your readiness for 
such jobs when those jobs become available. 

r;. 
il' Emj)IQy~e Developl)1eDLC~nte( 

careMPI~Mln ..... _' ~ _' _______ -' 

~~-

welcome, Cody GrImm, to the State of Nebraska Em P""I~ef/no:l~1 Center 

~ 

'\ Search 

1. Go to the Career Planning option on the menu bar and then, 
2. Click on the Career Center option from the drop down menu. 
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Resume 

ild! 
"[iii Employee[jeyg!QRment Center 

\. 

My Career Center 

}; R~tw::"" lt~re~(pre "!~r.c~s C:m,~{ p~1tl 
"t ~"+;,!0ti;.?:4i 

';0<1;(,,.,,,,,,-, 
CORRECTIONS OffiCER 
'Dem-l hmra Bot &JC<¥lH1S 
l"Mg~r Gr~9 Sc;rJano 

> CORRECTlOl~SOffICfR 

PrOQl"amAsSigllm~flt 

·I'IQ~=l\ssi~nm~ntr. ~~d 

Required 

The Career Center consists of four tabs, the first of which is the Resume section. By 
selecting the Career Center option from the drop down menu, you are automatically taken 
to the Resume section. 

The resume consists of seven sections you can edit. Of the editable sections, there are 
only four fields that are applicable for CFS reporting. The four fields are Program 
Assignment, Education, Certification, and License. The other three sections - Skill, 
Prior Experience, and Special Training/Development - are not needed for specific CFS 
reporting purposes and are still under development. 

You will need to update your information on an annual basis. If information changes - for 
example, if you add a degree or a licensure, you can update the information whenever you 
need. 
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'" ~ Mi' Employee DevelopmentCe/lter 

Uy Career Center 

CIlIT?frtPo)>it<Q{1 

> COAA£cnoos OffICER ~ 

Ploor~mA~~ 
, Plo~.m AsSi}nmsnt not H'.d~~j 

fduca!k<l 

«(>(/(<.ir.-iBrn ·Educ~"onn'lspeof..d 

CORRECm)tISOFFICER 
'DemQ 13111>'3 B318"vCo" ... nt~n; Cernftcallon 

I.lano.,r. Gr~ Sdli~M 'Cert-1iut~ nclspedfi~d 

Uwnse 

• License Mt s~eo~ed 

Skill 

• S)i!l nctsp~dlied. 

I'rk>rE.>pe~oce 

• Pnci E,per.EHW Ml5No~ed 

5p",.;;"jTr~",,"'>g,~""10l>11',efll 

• S~eo~1 rr3inin~1)e,Tol~r-m.ntnol s~eofi~d 

RepOfl$ Pe!fQfnlZOCll earlier !'anning 

The first required section is Program Assignment. This section is where you select what 
your case assignment is (for example - Intake or Juvenile Services). To edit the section, 
click on the Program Assignment link. (Note: All words on the screen that are in red are 
links). 

~" ,~, Employee Deve[QQmmtCenter 
Cernf-tat.oos 

Program Ass!gnment 
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Employee DevelQPrnentCenter 

You will then be asked to select your assignment. Clicking on the plus symbol I±l next to 
the CFS Case Assignments listing will give you a drop down of assignment options. 

'" "~t' ~mplQyeeDevelopment Center 

Program Assignment 

SlIlecl 

8 (fS.:.awM""{Ii'rr.~,-,tl 

'~Mll)!{ljs~!oX 

U AduIIPlOte<:t,;"Swvlc'ls(APS) 
o ~~li~IAS~Hme<,,(tA) 
Olnt.ke 
o J<.r,ri~ Sern~s(OJSJ 
00,,,,,-';,,,, 
O()nq<Jtfl!)'lA 
o O!19<~!)q.'OJS 
8 SUp'HVl!N 
8 Tr.!;""e, U\>c~.,,~ssl\lilrntwt 

5""" \_\ 
", ""~"~'! ~-,,' Co.! : ",', 

ILl Awon 

Click on your assignment option. Clicking on an option will take you to the assignment edit 
screen. 

'vii i~i' fmployee Development Center 

$'0"- C, 
K,' >-;;.,.-,). ~ c": I ,'~'o 

Reports 

Program Ass!gnment 
PiHsa s~!edli'\e ;;'09'3m to ¥ot,<Il ,vu a'ij WlTv.ttJ 3>S;(ln~d, 1f3~{,ntie 

AdtiEntO' 

R,'!i': Tr1iinee-Ho caEe 3>s;~nmEnl 

~tart[)Jw; i 0 

End{Mt~; r o

- tl' 
t:ur(~I"llR(;le, O(ifcr-,~d<ed IMllle3.~ 'EndDa!~' n~!1 Nank} 

I Sutm\;I&R~lum II Submit&AddAnolr,er II (an.:,,", I® 

From the assignment edit screen, you can enter the applicable start date and stop date 
for your assignment. You can also check the Current Role box if the assignment you are 
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entering is your current assignment. There is also a Details box in which you can enter in 
any relevant information related to the assignment. 

At the bottom of the screen there are three buttons. If you are finished with the entr and 

you don't want to add any more assignments, click the Submit & Return L.... _____ -' 

button. If you are finished entering in the assignment and you want to add another, click 

I Submit & Adel Another I 
on the Submit & Add Another button. If you click on the Cancel 

I Cancel I button, any changes you made in the edit screen will be deleted. Clicking on the 

Spell Check ~ button will start a spelling check of any text you've entered into the 
screen. 

The next required section is Education, which is where you will list all of your relevant 
post-high school course work. To get to the education section, click on the Education link. 
(Note: All words on the screen that are in red are links). 

'. "i.i Employee Development Cepter 
HomePag<! 

My Career Center 

Currelll Po~t"On 

• CORRECnrnlS Off!(:ER 

PrC<}fafllAssigruneflt 

'I'(Oft'amA:i5~ed. 

Edu.;:atloo .-

~·Nt· 6,."1\1111 • E~lIcaton ndspeo!iid 
CORRECllot!9 OFFICER 
'D.nn Tampa BJI Blxeanfers (erolkalk<! 
~1~l1a"H. Greg $chi3'-"J • CertJf.caMnMlspeoti .. d 

UC~Me 

• Llc<ns~ n~t 5HOMd 

"" • SH!I fiOlsp~atie(\. 

Pliorupiio,mce 

• Pr.ofE>p~rn:n,a Il~ts~"u:'iad 

S~oITr'"{Io'ng&leIoj>ll1''''' 

• SPOO~1 rralnln .. nll"i~lopm.nln'J15p~)f,M 

71Page 



Once in the Education screen, you will be able to select your degree and University from a 
drop down list. (Note - if you have a degree or University that is not on the drop down list, 
please contact the Link Help Desk at as.linkhelp@nebraska.gov to have it added). To select 

a Degree, simply click on the arrow on the right side of the Degree field .... l You will 
select a University in the same manner - click on the arrow on the right side of the 
University field . . ~ ;1, 

.', i Employee Development Center 
HomeP~ge U.arnlllJ C&rtif.-caMns KOO\'tf;;dge&nl< RepOrts C(.'fln.!-CI Perlron;:;,,,e Cllfeer PIi1;\n<ng 

! • 

Education 

AOdEol1l' 

0"il",e: ;S-~td D~~;;;e 

U"''''''"W: ;-S~I~d-0~_;~r~;tf 

lndHJi"r(>l 
"tp1<I:'1!;j,,. 

After you select your degree and University, you can type in your Major and Minor. Please 
remember to spell out your major/minor (e.g. - Political Science v. Poli Sci, or 
Organizational Communication v. Org Comm). 

Once you've completed the Major and Minor fields, add a graduation date (if applicable). On 

the right hand side of the Graduation Date field is a calendar icon 9l. Clicking on that 
will allow you to select a date from a calendar instead of typing one into the field. Both 
methods work equally as well. If you do NOT have a graduation date, leave the field blank 
and then check the Degree in Progress box, which is located directly below the date field. 

The Degree in Progress is one of two check boxes. The other, Highest Degree, located 
directly below the Degree in Progress box, is what you check if the degree you are creating 
is the highest degree you've attained. 

The Details box is a field in which you can add any comments you feel are necessary for 
this entry. 
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If you have more than one major, please enter it in the 2nd Major (if applicable) field, 
located below the Details box. 

I Submit I 
Once you complete the Degree entry, click on the Submit button located at the 

bottom left of the education section. There is also a Cancel button I Cancel I in the bottom 

middle, if you do NOT wish to save your work. The button on the bottom right ~ is a 
spell check button. If you want to spell check your work, click on it and it will highlight any 
misspellings in the text. 

Please complete a separate entry for each degree attained and/or attempted. 

The next section is Certification: 

My Cnreer Center 

CarHIC~nt~1 

L·:xty<lrlrll'n 
CORRECnOtJS OfFICER 
"Demo Tampa ElafBvv:cne&fS 
UJfI3Q'1f_ Greg $(.h;aM 

> CORREcnOflS OffiCER 

PrOOf am AsslQrllnent 

• P(o~am Assl"nmenlll~1 ~p66jjN. 

Edocetlro 

'EdocatiOnn"~._scmed _ 

Celtilic~t\on 

'CM:liut,)/l Il~!spedti~~ 

Ueen~ 

• License r,otspeoted. 

H20 

• sn:lflC\speof.ed. 

Prtorhpelie!)(e 

• Pn~rE'~HjH'tIi not~~w~~d 

Spedcl T ra"f",gl\e;'ek>pir.1i>-.t 

• Speo~1 n3;nlnO-{)~i~!opm'fill1otspsof<id 

Clicking on the word Certification takes you to the following screen for editing: 

}. ; 



a
ril 'Pia Employee DevelopmentCenter 

Certification 

Add EollY 

- - - -----------~~ 
Db!"Re;;:;riwt! D 

[l"t~,s: 

At this screen, you can select a certification from the Certification drop down menu (Note 
- if you have a relevant certification that is not on the drop down list, please contact the 
Link Help Desk at as.linkheID@nebraska.gov to have it added). 

The Date Received field is where you enter the date you received the certification. 

The Details section is where you list any pertinent information about the certification. 

Once you complete the edit, either Submit, Cancel, or Check Spelling. 

Please submit a separate entry for each relevant certification you hold. 
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Ii •... ,. 
Ii EmpJQye.eDevel.QPmentCenter 

The third section of the Resume tab is the License section. 

'" ii' Employee DeveloPllwnt Center 

My Career Center 

Ci!r<HCer.!er 

CM;Gnmm 
CORRECTlOUS OFflCER 
'Damo T.ampa SaiBu;xane"r$ 
Mlna"er. Gre;> ~..Ill3;1~ 

Certf:eations 

(urrmll'osltC)<) 

• CORRfCTlOtlS OFfICER 

PregramAsSlQnman! 

• Pro~am Assignmenln~ spedte4 

t<.llJ<';~ti;Jn 

• Ea\l{a~CIlMls~eof.ed 

Ceruflutioo 

'C'lrJ'kat~ 

UceMe 

• License r.~lspe6"!ie\1 

Sk,. 

'S)jIlMts~eClf,ed 

Pnorh~llCe 

• Pr.I;-rElpertence MI s~eo~ed 

Spool! Tra.~Iil9'u..',~\op1M,)\ 

• Sp .oal Train;n9<'Ve-ielo~-m~~lnct speoM<i 

Re-ports Career Iia" ... ",} 

The License section is accessed exactly like the Education and Certification sections. Click 
on the word License to go to the following edit screen: 
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'. ,it. Employee Development Center 

IWl'\le PaQe leamlnO Certr1\caMns 

License 
Lk'!lse 

Add£nh)' 

U';';flH: 'S~lectU,Ense y 

r.'t~R~·:",',-"d,[ --- - -Cf 
bl-''''t")~ D~I~ - - -----p: 

Once here, you will be able to select a License from the drop down box. (Note - if you have 
a relevant license that is not on the drop down list, please contact the Link Help Desk at 
as.linkhelp@nebraska.gov to have it added). 

There are two date fields to complete. The first, Date Received, is where you enter the 
date on which you received the licensure. The second, Expiration Date, is where you 
enter the date the license will expire. 

The Details, Submit, Cancel, and Spell Check features are the same as in the other 
sections. 

Please submit a separate entry for each license you hold. 

Summary 

The information you entered will help the Department of Health and Human Services comply 
with federal standards. Your use of the system for information tracking is also helping 
Administrative Services roll out the Succession component of the Employee Development 
Center. We greatly appreciate your assistance. If you have any questions, please contact 
the Link Help Desk at as.linkhelp@nebraska.gov or by phone at 402-471-6234. 
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