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Introduction to the Trainer Resource Guide

Dear Trainer,

Thank you for your commitment to preparing Direct Support Professionals (DSPs) to 
meet the challenges of the profession! As you know, your role is to teach common 
standards and preferred practices to a diverse group of people that provide support to 
individuals with intellectual/developmental disabilities. To assist you in that role, we have 
prepared this Trainer Resource Guide. Following is some general information about, 
and tips for, using the Guide. Remember there is no better preparation for training than 
carefully reading each session prior to the training and planning how to incorporate 
key points into the lecture, discussion, and activities based upon the preferences and 
needs of your students. In addition, the Resource Guide includes information from 
the Department of Developmental Service’s SafetyNet. It is a website and quarterly 
publication that was created to provide direct support professionals and individuals with 
intellectual/developmental disabilities information on how to stay safe and healthy. The 
SafetyNet will be referenced throughout the Resource Guides and noted when there is 
relevant information in a session. Tea
cher Resource Gacher Resource Guide Format

Information for DSPs

In addition to explaining the layout 
of the Student Resource Guide, it is 
important for trainers to tell DSPs about 
these important policies.  

Training Class Attendance - Direct 
support staff may not miss more than 6 
hours of classroom instruction. If more 
than 6 hours of instruction is missed, 
the direct support staff must take the 
entire year of training again. 

Dictionaries - No dictionaries are 
allowed during the training test.

Cell Phones - No cell phones can be 
in view during the training test.

  

Photo IDs - Photo IDs are required on 
the first day of class and on testing day. 
Valid IDs include: California Driver’s 
License, California Identification Card, 
Passport, Student Identification, or Work 
Identification card (with photo).

Make-Up Tests - There are no make-
up tests. Testing will take place on the 
scheduled day. (Please see the DSPT 
Procedure Manual for exceptions Section 
3 page 4.)

Please refer to the DSPT Procedure 
Manual for suggested language and 
detail regarding these policies.
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The Trainer Resource Guide is presented 
in a side-by-side format (see example  
below). When the Trainer Resource 

Guide is open, the page on the left-hand side 
contains trainer instructions. Those pages 
are numbered T-1, T-2, T-3, etc. The page on 
the right-hand side is the Student Resource 
Guide. Those pages are numbered S-1, S-2, 
S-3, etc. Trainer and Student Resource Guide 
pages correspond to each other. For example, 
when the student is looking at page S-1, the 
trainer is looking at page T-1 on the left and 
S-1 on the right. That way, the trainer and 
student are always “on the same page” so to 
speak!

The “trainer pages” will contain special 
instructions specific to the corresponding 
“student pages.” Special instructions include 
things like: 
• Materials you will need to have on hand 

for activities and skill checks
• When session outcomes are addressed in 

the text
• Activity guidelines
• Discussion guidelines
• When to show Power Point slides 
• Related regulations 

Trainer Resource Guide Format
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Common Elements

In addition to the special instructions, there 
are several elements that each of the 22 training 
sessions have in common:
Outcomes
• Each session begins with a set of outcomes, or 

things that the DSPs will know and be able to do 
when they finish the session. The outcomes are 
intended to relate closely to the daily demands 
of the profession. DSPs will practice and be 
tested on their mastery of each outcome on 
activities, quizzes, skill checks, and the Test 
after Training. Please begin each session by 
reading the outcomes aloud. 

Key Words
• Key words and their definitions are also listed at 

the beginning of each session. The key words 
will appear throughout the session and it is 
essential that DSPs are familiar with them. 

• To assist students in learning the key words, 
please:
— Read key words and definitions aloud;
— Give students time to write down key word 

definitions in their own words, or discuss 
each word, and;

— Point out and review the bolded key words 
when they appear in the Student Resource 
Guide.

What Do You Want To Know?
• In each session, there is an activity called “What 

Do You Want to Know?” Review this activity at 
the beginning of the session to determine:
— What students already know about the topic, 

so that you can link new content to previous 
learning and existing knowledge.

— What students want to know about the topic, 
so that you can link new content to student 
interests.

Use this activity at the end of the session to:
— Facilitate review; and
— Check for understanding of new content.

Scenarios
• In an effort to make complex concepts more 

real to the DSP, many sessions contain 
scenarios that reflect situations the DSP may 
encounter. These scenarios include individuals 
with intellectual/developmental disabilities, 
administrators, DSPs and others. Scenarios 
may serve as a springboard for further 
discussion about key points. 

Videos
• Like the scenarios, the videos used in the 

training serve as practical examples to 
demonstrate concepts. The videos that will 
be used in the training are contained on the 
flashdrive that comes with the Trainer Guide. 
They are: 
— DSP TV – Year One (All sessions except 

Session 7)
— Looking at Life Quality (Session 1)
— Regional Centers (Session 2)
— The Seven Rights for Assisting with 

the Self-Administration of Medication 
(Session 4)

 • The 5 Rights video is still used with 
detailed information on the 2 additional 
rights

— Expressions of Wellness I (Session 6)
— Handwashing and Gloving (Session 6)
— Overcoming Obstacles to Oral Health 

(Session 7)
— First Aid for Seizures (Session 8)

 The DSP TV videos contain several short 
clips to illustrate the practical applications 
of concepts under discussion. Each clip will 
begin with a scene number and title, and 
end with discussion questions. Discussion 
questions and answers for each video clip 
can be found on the corresponding trainer 
instruction pages. Please feel free to pose 
your own discussion questions if additional 
information is needed for clarification.

Activities
• There are several types of activities that 

you will facilitate throughout the training, 
including class discussions, role-plays, 
and brainstorming sessions. Please begin 
each activity by referring DSPs to the 
correct page and reading the directions 
aloud. When practical, wrap up the activity 
with a review of the correct answers, when 
applicable, and a clear statement of the 
purpose of the activity.

• Given that class sizes and characteristics 
differ, the activities have been designed so that 
they may be done individually, in pairs or small 
groups, or as a large group. Please determine 
how you would prefer to conduct each activity 
prior to every session. 
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• Some activities were designed to do as a 
modified jigsaw when time is limited and 
there is a lot of material to be covered. 
A jigsaw is an interactive way to teach 
and learn. Students are divided into small 
groups and assigned a part of the content 
to be covered. Groups are given time 
to read and discuss the material, and to 
develop a brief lesson for the rest of the 
class. The large class reconvenes and 
each group teaches “their” content. 

Quizzes
• There are 10 multiple-choice quiz questions 

at the end of each session. The questions 
reflect the outcomes stated at the beginning 
of the session. DSPs will circle their answer 
to the questions in their Student Resource 
Guide. During the actual Test After Training, 
DSPs will record their answers on a 
Scantron® form. You may need to explain 
how to circle in an answer on the Scantron® 
form if someone is unfamiliar with one. You 
may decide to have the DSPs take the test 
individually or as a large class. Either way, 
please review the correct answers with the 
class.

• The Test After Training will consist of 
questions taken directly from the quizzes. 
Remind the students to write down the 
correct answers and use the quizzes as a 
study guide for the Test After Training.

Practice and Share
• At the end of each session, DSPs will be 

asked to practice a concept learned in the 
session in the course of their work, and 
then share the results with the class at the 
beginning of the next session. At the end of 
the session, please read the Practice and 
Share directions aloud to the DSPs and 
make sure that they understand what they 
are being asked to do. At the beginning 
of the next session, before reading the 
outcomes, review the Practice and Share 
activity.

Key Points
• Key points that should be emphasized in 

lecture and discussion are listed on the 
teacher pages under the same headings 
used in the Student Resource Guide. 
Please paraphrase these key points for 
the DSPs, and elaborate on them using 
information from the text. One strategy that 
you may use to get DSPs to internalize 
key concepts is to ask them to underline or 

highlight points that you consider to be of particular 
importance.

DSP Toolbox Icons
• DSPs need to draw upon a set of “tools,” 

or basic skills and knowledge, to help them 
successfully meet the daily challenges of their 
job. The tools in the “DSP Toolbox” are: Ethics, 
Observation, Communication, Decision Making, 
and Documentation. Icons are used throughout 
the Student Resource Guide to illustrate when a 
particular tool should be used. When you see the 
following icons, please remind the DSPs to be 
prepared to use that tool.

Power Point Slides
• Power Point slides correspond to key points and 

activities in the sessions. 
 Please familiarize yourself with the slides prior 

to each session. The Power Point presentations 
are embedded in the flash drive provided with the 
training materials. You will need a laptop computer 
and an LCD projector to show the presentations. 

Skill Checks
• Skill checks are opportunities for you to observe 

DSPs demonstrating critical skills. The two Skill 
Checks in the first year of training are (1) assisting 
with the self-administration of medication, and (2) 
gloving procedures. The Skill Check for assisting 
with the self-administration of medication is 
repeated in the second year of training as well. 
DSPs must pass all Skill Checks in order to 
pass the training. Detailed guidelines for practicing 
and certifying passage of Skill Checks are included 
in special instructions in Sessions 4: Medication 
Management, Part I, and Session 6: Maintaining 
the Best Possible Health, in Year 1, and Session 3: 
Medication Management, in Year 2.

Common Elements (cont.)

Communication

Decision Making

Documentation

Ethics

Observation

N

S
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Common Elements (cont.)

Tips for Training English Language Learners

Some of the DSPs in your classes may 
not be native English speakers. In addition, 
those students are probably at varying levels 
of proficiency in the language. The following 
tips1 may be helpful in planning instruction for 
English Learners:
Foster a safe classroom environment. 
One way to do this is to begin the training by 
brainstorming class ground rules, such as: 

– Everything shared in the class will be 
kept confidential;

– Listen and speak with respect;
– Everyone’s opinions are valued;
– Speak personally, not for someone 

else, and be responsible for what you 
say; and 

– All questions are good questions, etc. 
 Write the ground rules down on a flipchart 

and tape the rules on the wall before each 
session as a reminder.

Use visuals to support your instruction. 
Use gestures, facial expressions, and pictures 
to make words and concepts clear. 
Model tasks before asking the students 
to do them. Begin activities and quizzes by 
working through an example as a large group. 

Watch both your “trainer talk” and your 
writing. Trainer talk refers to the directions, 
explanations, and general comments and 
conversations that a trainer may engage 
in within the classroom. Keep trainer talk 
simple and clear. Use pictures, gestures, 
demonstrations, and facial expressions to 
reinforce messages whenever possible. Use 
print letters with space between letters and 
words, and do not overload the chalkboard or 
flipchart with too much or disorganized text.
Give students sufficient time to give 
responses and complete activities. Some 
people take longer to process information 
than others. As a general rule, wait 
approximately 10 seconds before repeating a 
question. Also, check in with students during 
activities to determine how much time they 
will need to complete them.

1 Cunningham Florez, MaryAnn and Burt, Miriam. 
Beginning to Work with Adult English Language 
Learners: Some Considerations. National Center for 
ESL Literacy Education, October 2001.

Conclusion

Have fun and be creative! In many cases, you and the DSPs are participating in this 
training in addition to work and family obligations. Utilize discussion, activities, and videos 
to keep things interesting.

Test After Training
• The final test after the training consists 

of 36 multiple-choice questions. DSPs’ 
answers will be recorded on a Scantron® 
form. Please refer to the DSPT Procedure 
Manual for information about ordering, 
storing and processing the Test After 
Training.
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About the Training

Note to trainer: Some information presented in the Introduction addresses 
one of the Session 1 learning outcomes and appears in the Session 1 Quiz. 

Show Slide #1: Introduction as students are entering the classroom.

Show Slide #2: Activity: Getting to Know You
•	 Read	the	directions	aloud.
•	 Have	students	introduce	their	partners.

Show Slide #3: Training Sessions
•	 Review	the	sequence	and	topics	of	sessions	for	Year	1.
•	 State	law	requires	this	training	for	all	DSPs.
•	 Reasons	for	the	training:	
—	 To	help	you	do	the	best	job	you	can	in	supporting	individuals	with	

intellectual/developmental	disabilities	to	have	a	better	quality	of	life.
— When you do the best job you’re able to do, your professional life should 

be	more	rewarding,	which	should	improve	your	quality	of	life.
•	 Enabling	Legislation:
—	 The	requirement	for	the	Community	Care	Facility	Direct	Care	Staff	

Training	(a.k.a.	Direct	Support	Professional	Training)	was	created	by	
Assembly	Bill	(AB)	2780	enacted	in	1998.	AB	950,	approved	by	the	
Governor	in	August,	2001,	amends	the	Welfare	and	Institutions	Code	with	
the	following:

—	 SECTION	1.	The	Legislature	finds	and	declares	that	in	order	to	promote	
the	health,	safety,	and	well-being	of	persons	with	developmental	
disabilities	who	live	in	a	licensed	community	care	facility	that	receives	
regional	center	funding,	it	is	necessary	to	devise	and	implement	a	training	
program,	as	specified	in	Section	4695.2,	for	direct	care	staff	employed	
in	those	facilities	to	ensure	that	staff	possess	the	knowledge,	skills,	and	
abilities	to	provide	consistent	and	high	quality	services	to	meet	consumer	
needs.

— 4695.2.	(a)	Each	direct	care	staff	person	employed	in	a	licensed	
community	care	facility	that	receives	regional	center	funding	shall	be	
required	to	satisfactorily	complete	two	35-hour	competency-based	
training	courses	approved,	after	consultation	with	the	Community	Care	
Facility	Direct	Care	Training	Work	Group,	by	the	department	or	pass	a	
department-approved	competency	test	for	each	of	the	35-hour	training	
segments.	Each	direct	care	staff	person	to	whom	this	subdivision	applies	
shall	demonstrate	satisfactory	completion	of	the	competency-based	
training	by	passing	a	competency	test	applicable	to	that	training	segment.

T r a i n e r  R e s o u r c e  G u i d e :  I n t r o d u c t i o n
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Getting to Know You 

Directions: Pair	up	with	someone	in	the	class.	Take	turns	asking	each	other	the	
followiing	questions.	Write	your	partner’s	answers	below.

What is your name?

Where do you work?

What are three positive words that describe how you feel about the work 
you do?
 
 
 

 
 
 

About the Training

The	DSP	training	is	70	hours	of	
training	which	is	designed	to	be	
completed	over	a	two-year	period,	

35	hours	in	each	year.					

                         In	Year	1,	you	will	learn	about:•	 The	Direct	Support	Professional
•	 The	California	Developmental	

Disabilities	Service	System
•	 Individual	Program	Plans
•	 Risk	Management	and	Incident	

Reporting
•	 Medication	Management
•	 Wellness:	Maintaining	the	Best	

Possible	Health

•	 Oral	Health
•	 Signs	and	Symptoms	of	Illness	and	

Injury 
•	 Risk	Management:	Environmental	

Safety 
•	 Communication
•	 Positive	Behavior	Support

	 In	Year	2,	you	will	learn	more	about	
those	topics,	as	well	as:
•	 Making	Choices
•	 Person-Centered	Planning
•	 Nutrition	and	Exercise
•	 Strategies	for	Successful	Teaching
•	 Life	Quality

1

2

3
S-1
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About the Training (cont.)

Key Words
Show Slide #4: Individuals with Intellectual/Developmental 
Disabilities = Individuals
•	 Read	the	example	about	the	key	word	“individual”	and	discuss.
Homework 
•	 Acknowledge	students’	busy	and	difficult	schedules.	There	will	be	

no	extra	written	assignments,	just	opportunities	to	practice	skills	
learned	in	the	training	in	their	workplace.

•	 For	example,	at	the	end	of	Session	1,	students	will	be	asked	
to	think	of	a	time	when	they	helped	add	to	the	quality	of	life	of	
individuals	they	support.	They	will	begin	Session	2	by	sharing	their	
thoughts.

Quizzes
Show Slide #5: Quizzes and Sample Scantron® Form
•	 Refer	to	the	slide:

-	 Explain	that	each	quiz	has	10	questions.
-	 Define	“multiple	choice.”	Each	question	has	four	possible	

answers	-	A,	B,	C,	or	D.	There	is	only	one	correct	answer.
-	 Have	DSPs	circle	the	correct	answer	in	the	resource	guides.
-	 Explain	that	Scantron	forms	will	be	used	when	they	take	the	

Test	After	Training	on	the	final	day	of	class.	
-	 Encourage	students	to	use	their	corrected	quizzes	as	a	study	

guide	for	the	Test	After	Training.	All	test	questions	will	be	
drawn	directly	from	the	quizzes.

Skill Checks
•	 Read	Skill	Check	paragraph	aloud.
•	 Assure	the	students	that	they	will	have	plenty	of	practice	in	class	

before	doing	the	Skill	Checks.

T r a i n e r  R e s o u r c e  G u i d e :  I n t r o d u c t i o n
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Key Words
Each	session	will	begin	with	a	list	of	

“Key	Words”:	words	that	are	used	often	
in	the	session	and	in	the	work	of	a	DSP.	
For	example,	in	the	very	first	session	of	
the	training	series,	the	word	individual 
is	defined	as	“How	this	training	refers	to	
individuals	with	intellectual/developmental	
disabilities.	It	will	remind	you	to	always	
treat each person you support as an 
individual	with	unique	interests,	abilities,	
preferences,	and	needs.”

You	may	hear	the	words	“consumers”	
or	“clients”	or	some	other	word	used	
when	referring	to	the	individuals	you	
support.	However,	throughout	this	
training,	individuals	with	intellectual/
developmental	disabilities	will	be	referred	
to	as	“individuals.”		

Homework
There	will	be	no	written	homework	

in	this	training.	However,	you	will	be	
asked	to	practice	new	skills	in	the	
course	of	your	daily	work.	You	will	share	
your	experiences	with	the	class	at	the	
beginning of each session.

Quizzes
At	the	end	of	each	session,	you	will	

have	a	short	quiz.	The	quiz	questions	
are	multiple	choice.	You	will	circle	your	
answer.	We	will	review	the	answers	
together in class.

Skill Checks
Skill checks are opportunities for your 

trainer	to	observe	you	demonstrating	new	
and	important	skills.	The	following	are	two	
skill	checks	in	the	first	year	of	training:
•	 Assisting	with	the	self-administration	of	

medication.
•	 Gloving	procedures.

In	Year	2,	you	will	repeat	the	Skill	
Check	for	assisting	with	the	self-
administration of medication because it is 
a	very	important	skill.	You	must	pass	each	
Skill	Check	to	pass	the	training.

Test After Training
The Test After Training consists of 

36	multiple	choice	questions	and	is	on	
a	Scantron®	form.	The	questions	on	the	
final	test	will	be	drawn	directly	from	the	
quizzes.

S-2

About the Training (cont.)
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About the Training (cont.)

Word of Caution
Show Slide #6: Word of Caution
This	training	reflects	preferred	practices.	Some	of	these	practices	may	
differ	from	practices	in	the	facilities	in	which	the	students	work.	Those	
types	of	dilemmas	will	be	explored	throughout	the	training.	
•	 DSPs	should	never	risk	individuals’	or	their	own	health	and	safety	if	

they	do	not	feel	prepared	to	do	something.	It	is	always	okay	to	ask	
for help.

DSP Training for a Better Quality of Life
•	 Review	the	purpose	of	the	training.
•	 “Quality	of	Life”	will	be	discussed	further	in	Session	1.

“What I’d Say”

Show Slide #7: “What I’d Say”*
 •	 Click	on	the	icon	to	show	the	video.
•	 Read	information	on	the	songwriter	(below)	and	what	inspired	him		
	 to	write	this	song.	

T r a i n e r  R e s o u r c e  G u i d e :  I n t r o d u c t i o n

The song “What I’d Say”* was inspired by several people 
who do not use words to communicate. It highlights the 
importance of listening deeply to people through the 
use of person centered thinking skills so that every voice 
is heard and each person’s vision is realized. Michael 
Steinbruck is the Program Coordinator at The Boggs Center 
on Developmental Disabilities. He is a Mentor Trainer in 
person centered thinking and planning and has served 
on the Board of Directors of The Learning Community for 
Person Centered Practices since 2006. He has been a singer/
songwriter/guitarist for more than 25 years. In describing 
his musicianship, he says “my guitar feeds the hungry and 
my voice sings in harmony with the poor, the excluded, the 
disenfranchised.”

*Used by permission from Michael Steinbruck
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DSP Training for a Better Quality of Life

The	purpose	of	the	DSP	training	is	to	
build your skills to promote the health, 
safety,	and	well-being	of	individuals	with	
intellectual/developmental	disabilities,	
which	will	lead	to	a	better	quality	of	life	for	
them.	Promoting	a	better	quality	of	life	for	
the	individuals	you	support	will	likely	lead	
to	a	more	rewarding	professional	life	for	
you!

So	what	does	“quality	of	life”	mean?	It	
means	different	things	to	different	people.	
Generally,	people	experience	a	good	
quality	of	life	when	they:
•	 Are	able	to	make	choices	in	their	lives,	

and their choices are encouraged, 
supported, and respected.

•	 Have	close,	supportive	relationships	
with	friends	and	family.

•	 Live	in	a	home	that	is	comfortable	for	
them	and	with	people	who	know	and	
care about them.

•	 Participate	in	activities	they	find	
enjoyable.

•	 Have	access	to	health	care	and	have	
the best possible health.

•	 Feel	safe	and	are	safe.
•	 Are	treated	with	dignity	and	respect.
•	 Are	satisfied	with	their	lives.

S-3

Word of Caution
Before	we	start	the	training,	it	is	

important to note that this training does 
not	replace	the	professional	advice	of	
doctors,	lawyers,	and	other	experts.	This	
training	is	based	upon	what	are	widely	
considered to be preferred practice of the 
field.	However,	policies	and	procedures	
differ	from	facility	to	facility,	you	will	be	
expected	to	learn	your	facility’s	particular	
policies and procedures.

It is possible that some practices in 
your	facility	may	differ	from	preferred	
practices that you learn in this training. 
What	should	you	do?	These	types	of	
ethical	considerations	will	be	explored	
throughout the training. Start by talking 
to	the	administrator	of	the	home	where	
you	work	about	these	differences	and	the	
best	course	of	action.	However,	never	
risk your health and safety, or that of an 
individual,	to	do	something	for	which	you	
feel	unqualified.	It	is	always	okay	to	ask	
for help.

About the Training (cont.)

"What I'd Say"

The	song	“What	I’d	Say”	was	inspired	by	several	people	who	do	not	use	words	to	
communicate. It highlights the importance of listening deeply to people through the 
use	of	person	centered	thinking	skills	so	that	every	voice	is	heard	and	each	person’s	
vision	is	realized.	Michael	Steinbruck	is	the	Program	Coordinator	at	The	Boggs	Center	
on	Developmental	Disabilities.	He	is	a	Mentor	Trainer	in	person	centered	thinking	
and	planning	and	has	served	on	the	Board	of	Directors	of	The	Learning	Community	
for	Person	Centered	Practices	since	2006.	He	has	been	a	singer/songwriter/
guitarist	for	more	than	25	years.	In	describing	his	musicianship,	he	says	“my	guitar	
feeds	the	hungry	and	my	voice	sings	in	harmony	with	the	poor,	the	excluded,	the	
disenfranchised.”
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DSP Toolbox

•	 The	information	about	the	DSP	Toolbox	is	related	to	an	outcome	
in Session 1 and may appear on the Session 1 Quiz. 

 Outcome:	Identify	the	“tools”	in	the	DSP	Toolbox:	Ethics,	
Observation,	Communication,	Decision	Making	and	
Documentation.

Show Slide #8: DSP Toolbox
•	 Describe	the	tools	that	are	in	the	DSP	toolbox	and	introduce	the	

icons.	The	icons	will	be	used	in	the	Student	Resource	Guide	to	
indicate	when	a	particular	tool	may	be	used.
— Ethics:	A	picture	of	a	compass.		A	compass	shows	us	the	right	

direction to go in.
— Observation: A person looking into a magnifying glass.  

A	magnifying	glass	helps	us	to	see	individuals	and	their	
environments	up	close	and	in	great	detail.

— Communication:	Two	people	facing	each	other.	This	shows	
that	communication	takes	at	least	two	people	and	each	must	
“give	and	take.”

— Decision Making: A	gavel	like	a	judge	uses.	The	gavel	is	a	
symbol	of	the	judgment	that	DSPs	must	use	everyday	to	make	
all kinds of decisions. 

— Documentation:	A	pen.	When	we	write	things	down,	they	help	
to	inform	what	we	do	in	the	future.

Show Slide #9: DSP TV video, Scene 2: The DSP Toolbox 
•	 Click	on	the	icon	to	show	the	video.
•	 Read	and	discuss	questions	at	end	of	Scene	2.

Answers
•	 How	did	the	DSP	use	Ethics?	

The	DSP	used	ethics	by	deferring	to	Jacob	to	answer	the	doctor’s	
questions,	and	waiting	for	signals	from	Jacob	when	Jacob	needed	
help	answering	questions.

•	 How	did	the	DSP	use	Communication?	
He	used	communication	to	check	in	with	Jacob	at	the	end	of	the	
visit	to	see	if	he	had	any	additional	questions.	

•	 How	did	Jacob	feel?	
Jacob	may	have	felt	supported,	respected,	prepared	and	in	
greater	control	of	his	own	health	care.

T r a i n e r  R e s o u r c e  G u i d e :  I n t r o d u c t i o n
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DSP Toolbox

Whether	you	are	working	
independently	or	with	a	team,	
you	will	need	a	set	of	“tools”—

basic	skills	and	knowledge—to	help	you	
successfully meet the daily challenges of 
your	job.	Just	as	a	carpenter	cannot	do	
a	job	without	a	hammer	and	nails,	a	DSP	
cannot	provide	the	best	possible	support	
to	individuals	without	the	DSP	tools.	Tools	
in	the	DSP	Toolbox	are:	

Ethics:	Makes	it	possible	for	the	
DSP	to	make	decisions	based	
on a set of beliefs that guide 
behavior.

Observation:	Makes	it	possible	
for	the	DSP	to	use	their	eyes	and	
ears to notice things that could 
affect	an	individual’s	health	and	
well-being.

Communication:	Makes	it	
possible	for	the	DSP	to	give	and	
receive	information	in	a	variety	of	
ways.

Decision Making:	Makes	it	
possible	for	the	DSP	to	choose	
the	best	course	of	action	with	the	
information at hand.

Documentation:	Makes	it	
possible	for	the	DSP	to	create	
a	written	record	of	important	
information	about	individuals	and	
events.

Many	situations	in	your	work	call	for	
using	several	tools	at	the	same	time.	For	
example,	if	an	individual	is	sick,	you	might	
use	every	tool	in	the	DSP	Toolbox:
•	 Ethics to guide you in promoting the 

individual’s	physical	well-being	by	
ensuring	they	receive	timely	medical	
treatment	with	dignity	and	respect.	

•	 Observation to identify changes that 
may be signs and symptoms of illness. 
You	might	see	the	individual	rubbing	
her stomach, feel her skin is cold and 
clammy, or hear her moaning and 
saying	“my	stomach	hurts.”	

•	 Communication to	ask	questions	
about someone’s pain such 
as,	“How	long	has	it	hurt	you?”	
Communication	also	means	listening	
and	understanding	to	an	individual’s	
response. 

•	 Decision Making	to	choose	how	
to	respond	to	the	individual’s	illness	
based	on	what	you	have	observed	and	
what	has	been	communicated.	For	
example,	“Do	I	need	to	call	the	doctor	
or take her directly to the emergency 
room?”

•	 Documentation to record information 
about	the	illness	in	the	individual’s	
daily log and on an information sheet 
to bring to the doctor’s appointment.

N
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DSP Toolbox: Additional Information

Ethics
Show Slide #10: Ethics
•	 Read	the	definition	of	“Ethics”	aloud,	as	well	as	the	9	components	of	Ethics,	from	the	NADSP	

Code	of	Ethics	to	the	students.	Have	the	students	follow	along	as	you	read.	
Once	read:
•	 Ask	students	to	think	back	to	the	video	about	the	doctor	visit.	Ask	the	students	to	say	how	the	DSP	

in	the	video	demonstrated	the	first	ethic.	For	example,	the	DSP	advocated	for	Jacob	by	assisting	
Jacob	to	fully	participate	in	the	doctor’s	visit.

•	 If	time	allows,	repeat	this	process	for	each	of	the	remaining	eight	ethics	in	the	NADSP	Code	of	
Ethics	or	choose	a	few	of	the	ethics	to	highlight.	

•	 Use	the	discussion	of	Ethics	to	discuss	diversity.
•	 Refer	students	to	the	compass	icon	at	the	top	of	page	S-5:	“Ethics	are	influenced	by	a	variety	

of	factors,	including	culture….”
•	 Culture	is	the	beliefs,	customs,	and	practices	of	a	particular	group.	For	example,	people	from	

different	cultures	may	celebrate	special	holidays	or	eat	unique	foods.
•	 Ask	students	to	discuss	something	special	about	their	culture	(e.g.,	holidays,	foods,	beliefs).
•	 Reinforce	how	important	culture	is	to	people.
•	 Individuals	with	intellectual/developmental	disabilities	have	different	cultural	beliefs,	customs,	

and	practices	too.	The	Code	of	Ethics	says	that	DSPs	should	not	let	their	own	cultural	beliefs,	
customs,	and	practices	get	in	the	way	of	celebrating	and	respecting	individuals’	cultures.

Observation
Show Slide #11: Observation
•	 Read	the	definition	of	“Observation”	aloud.
•	 Summarize	the	bullets	about	Observation.
•	 Ask	students	to	think	back	to	the	video	about	the	doctor	visit	and	imagine	what	observation	could	

have	led	the	DSP	to	bring	Jacob	to	the	doctor.	For	example:	The	DSP	heard	Jacob	coughing,	he	
saw	that	Jacob	was	very	tired,	and	he	heard	Jacob	complaining	of	a	sore	throat.

•	 Emphasize	that	the	DSP	was	likely	using	his	senses	to	observe	changes	in	Jacob’s	health	and	
daily routine.

Communication
Show Slide #12: Communication
•	 Read	the	definition	of	“Communication”	aloud.
•	 Summarize	the	bullets	about	Communication.
•	 Ask	students	to	think	back	to	the	video	about	the	doctor	visit	and	describe	how	the	DSP	effectively	

used	Communication	in	the	video.	For	example,	the	DSP	was	respectful	of	Jacob	by	reading	his	
behavior	to	determine	when	Jacob	needed	help	answering	a	question.	He	also	asked	the	doctor	
questions	to	make	sure	he	understood	everything	about	the	medication	being	prescribed.

T r a i n e r  R e s o u r c e  G u i d e :  I n t r o d u c t i o n
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DSP Toolbox:  Additional Information
Ethics

Ethics	are	rules	about	how	
people	think	they	and	others	
should	behave.	People’s	ethics	
are	influenced	by	a	variety	
of	factors	including	culture,	
education,	and	the	law.

	 The	National	Alliance	of	Direct	Support	
Professionals	(NADSP)	recognized	that	
DSPs	encounter	situations	that	require	
ethical	decision	making	everyday.	NADSP	
developed	a	code	of	Ethics	to	help	DSPs	
make professional, ethical decisions 
that	benefit	the	individuals	they	support.	
Following	is	a	condensed	version	of	
the	NADSP	Code	of	Ethics.	(For	the	
entire	Code	of	Ethics,	see	Appendix	
Introduction-A).

1.  Person-Centered	Supports: As 
a	DSP,	my	first	loyalty	is	to	the	
individual	I	support.	Everything	I	do	
in	my	job	will	reflect	this	loyalty.	

2.	Promoting	Physical	and	Emotional	
Well-Being:	As	a	DSP,	I	am	
responsible for supporting the 
emotional, physical, and personal 
well-being	of	individuals	receiving	
support	while	being	attentive	and	
energetic in reducing their risk of 
harm.

3. Integrity	and	Responsibility:	As a 
DSP,	I	will	support	the	mission	of	my	
profession	to	assist	individuals	to	live	
the	kind	of	life	they	choose.	I	will	be	
a	partner	to	the	individuals	I	support.

4. Confidentiality:	As	a	DSP,	I	
will	protect	and	respect	the	
confidentiality	and	privacy	of	the	
individuals	I	support.

5.	Fairness:	As	a	DSP,	I	will	promote	
and	practice	fairness	and	equity	
for	the	individuals	I	support.	
I	will	promote	the	rights	and	
responsibilities	of	the	individuals	I	
support.

6. Respect:	As	a	DSP,	I	will	keep	in	
mind	the	dignity	of	the	individuals	I	
support and help others recognize 
their	value.

N
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7.	Relationships:	As	a	DSP,	I	will	assist	
the	individuals	I	support	to	develop	
and maintain relationships.

8.	Self-Determination:	As	a	DSP,	I	will	
assist	the	individuals	I	support	to	
direct	the	course	of	their	own	lives.

9.	Advocacy:	As	a	DSP,	I	will	work	with	
the	individuals	I	support	to	fight	for	
fairness and full participation in their 
communities.

It	is	expected	that	DSPs	will	use	this	
professional	Code	of	Ethics	when	faced	
with	difficult	decisions,	even	if	these	ethics	
differ	from	their	own.

Observation
Observation	is	noticing	changes	
in	an	individual’s	health,	attitude,	
appearance,	or	behavior.

•	 Get	to	know	the	individual	so	you	can	
tell	when	something	changes.

•	 Use	your	senses	of	sight,	hearing,	touch,	
and	smell	to	observe	signs	or	changes.	

•	 Get	to	know	the	individual’s	environment	
and look for things that may impact the 
safety	and	well	being	of	the	individual	
and others. 

Communication
Communication is 
understanding	and	being	
understood.

•	 Listen	carefully	to	what	is	being	
communicated	through	words	and	
behavior.

•	 Repeat	back	what	was	communicated	
to	confirm	understanding.

•	 Ask	questions	to	gain	a	more	complete	
understanding.

•	 Be respectful.

S-5
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DSP Toolbox: Additional Information (cont.)

Decision Making
Show Slide #13: Decision Making
•	 Read	the	definition	of	“Decision	Making”	aloud.
•	 Summarize	the	bullets	about	Decision	Making.
•	 Ask	students	to	think	back	to	the	video	about	the	doctor	visit	and	

imagine	how	the	DSP	made	a	decision	about	what	to	do	when	he	
observed	that	Jacob	was	sick.

•	 The	DSPs	choices	were	to
	 —	 Do	nothing
	 —	 Take	Jacob	to	the	doctor
	 —	 Call	an	ambulance
•	 Ask	the	students	what	the	consequences	are	of	each	choice.		

For	example,	if	nothing	is	done,	Jacob	could	get	sicker.	If	Jacob	
goes	to	the	doctor,	the	doctor	can	examine	him	and	prescribe	
medication	if	necessary.

	 If	an	ambulance	is	called,	Jacob	may	have	to	wait	in	the	
Emergency	Room	for	many	hours	since	his	condition	does	not	
appear to be life threatening.

•	 Ask	the	students	which	choice	is	the	best	one	now	that	they	have	
considered	the	consequences	of	those	choices:	Take	Jacob	to	the	
doctor.

Documentation
Show Slide #14: Documentation
•	 Read	the	definition	of	“Documentation”	aloud.
•	 Summarize	the	bullets	about	Documentation.
•	 Ask	students	to	imagine	that	they	are	the	DSP	in	the	video	about	

the	doctor	visit.
•	 Then	ask	a	few	students	to	share	one	thing	that	they	would	

write	in	the	staff	log	about	what	happened	at	the	doctor’s	visit.	
For	example,	the	reason	for	the	appointment, the	date	of	the	
appointment,	the	doctor	whom	the	appointment	was	with,	the	
result	of	the	appointment	(i.e.,	the	diagnosis	and	the	medication	
prescribed).

•	 Look	for	answers	that	reflect	the	bullets	about	Documentation.

Let’s Get Started...
•	 Before	transitioning	to	Session	1,	check	to	see	if	the	students	may	

have	questions.

T r a i n e r  R e s o u r c e  G u i d e :  I n t r o d u c t i o n
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Documentation 

Documentation	is	a	written	record	
that	can	be	shared	with	other	
people	who	support	indivduals,	
such	as	other	DSPs	and	health	care	
professionals.

•	 The	DSP	is	required	to	keep	consumer	
notes	for	the	following	important,	
non-routine	events	in	an	individual’s	
life:	medical	and	dental	visits,	illness/
injury, special incidents, community 
outings,	overnight	visits	away	from	the	
home,	and	communications	with	the	
individual’s	physician.

•	 Do	not	document	personal	opinions,	
just	the	facts	(for	example,	who,	what,	
when,	and	where).

•	 Be	specific	when	describing	behaviors.
•	 Record	what	the	individual	actually	

said	or	describe	non-verbal	attempts	
to communicate.

•	 Describe	the	event	from	beginning	to	
end.

•	 Be brief.
•	 Use	ink.	
•	 Do	not	use	White	Out®	to	correct	

mistakes.	Cross	out	the	error	and	put	
your	initials	next	to	it.

•	 Sign or initial and date.

Let's Get Started...
 
As	we	said	earlier,	the	purpose	of	the	DSP	
training is to build your skills to promote 
the	health,	safety,	and	well-being	of	
individuals	with	intellectual/developmental	
disabilities,	which	will	lead	to	a	better	
quality	of	life	for	those	individuals.	Session	
1	will	begin	with	a	deeper	discussion	of	
Quality	of	Life.

Decision Making

Decision Making	is	choosing	the	
best	response	to	a	situation	with	
the	information	that	is	available	to	
you.	Decision	making	is	an	ongoing	
process.

•	 Recognize/define	the	situation.
•	 Identify possible responses and 

consider	the	consequences.
•	 Choose	a	response	and	take	action.
•	 Evaluate	how	your	response	worked.	

Were	the	consequences	positive?	If	
not,	what	could	have	made	it	work	
better?	

•	 Use	what	you	learned	to	make	
decisions in the future.

S-6

DSP Toolbox:  Additional Information (cont.)
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