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TO:

Child Care Contractor

FROM:
Ann L. McCain

SUBJECT:
Child Care: Automation Security Awareness Training

PURPOSE:

To provide the Child Care Contractor with policies and procedures regarding computer-based automation security awareness training for Child Care Service Delivery (CCSD) application and Budget and Payment Application (BAPA users.

REFERENCES:

State Auditor’s Report 03-006, issued October 30,2002, and entitled “An Audit Report on the Child Care Program at the Texas Workforce Commission”.

WD Letter 09-04

POLICY:

The Child Care Contractor must ensure that staff who have inquiry access or data entry access to the CCSD application or BAPA receive training.

The Child Care Contractor will follow procedures that ensure that:

· New staff complete the training within five days or employment;

· Current staff complete the training within 60 days of receiving this WD Letter; and

· All staff retake the training annually.

The Child Care Contractor must ensure that users’ certificates of completion are collected and maintained in order to verify that staff has completed the training.

PROCEDURES:

Implementation:
The Information Technology Department will be responsible for the overall implementation of the training. 

The appropriate supervisor will conduct the initial training and subsequent trainings when deemed necessary. The supervisor will oversee any self-initiated trainings.

Annual trainings will be done to coincide with each staff’s annual performance appraisal date.

Methodology:
CD-ROM


Local network share drives


Local Internet/Intranet; and/or


Local FTP server

Certificates:
Certificates will be completed and/or updated at each training and will be kept with each staff’s evaluation records.


