
Instructions for the Team Lead (Supervisor)

Preparation ahead of "Huddle":

Assign one core team member to be the scribe during the meeting. That person will summarize 
the team’s response to each question and submit to: alc@wcwpds.wisc.edu 

Review the questions below from Step One and list the bold text on a white board or flip chart paper:

Question

Your responsibilities as an Access Professional include receiving and documenting reports of alleged 
child maltreatment. To achieve this task, you: 1. Actively interview reporters 2. Gather necessary 
information and 3. Determine whether and when CPS must respond. Which is the most challenging 
for a new hire: interview, gathering all informational items, or determining if CPS needs to respond?

The Access role requires receiving information from a reporter and documenting it in eWiSACWIS, 
many CPS Access professionals interview and document simultaneously. What is easy about doing 
the interview and documentation at the same time? What is difficult? What suggestions would you 
offer to a new hire to help them grow to the point of doing both at the same time in their practice? 

Communication skills are fundamentally important to the function of Access. It’s how we attend to the 
reporter’s emotional state and still gather the information needed. What are the top 5 things a new 
hire can do to ensure the CPS Access professional attends to the reporter’s emotional state and 
gathers all the information needed? 

Agenda to Facilitate "Huddle":

Thank core team members for viewing the Access Pre-Service and completing the three questions 
that were posed in Step One (1 minute) 

Set expectations for your time together (3 mins):

Inform the team it’s the first “huddle” as an agency team (when team members do not know 
each other well, take time to introduce and do an icebreaker)

Review the aim of the huddle:

“Ahead of this huddle, everyone completed Step One of our first ALC learning application. 
Step One asked you to view revised Access Pre-Service Training that WCWPDS launched 
last November and respond to three questions (they are listed on the flip charts/white 
board). 

As participants of the 2020 ALC, we will be engaging in our own professional 
development as well as contributing to others learning in our agency, region, and state. 

Step Two: Facilitated Conversation 
About Access or After-Hours 
Onboarding at Agency
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We learned in Step One, that the Access Pre-Service training is viewed by new hires prior 
to attending the in-person session of Access foundation training offered by WCWPDS. 
Viewing the Access Pre-Service and attending the Access Foundation training is one 
aspect of how the state helps to onboard new staff to the role of Access in Wisconsin. 

Our aim in Step Two, is to discuss what our agency does to onboard new hires to the 
Access role at our agency. To complete Step Two, I will ask questions to get your reactions 
and thoughts about how we onboard new staff to Access. [Name of Scribe] was assigned 
the role of scribe and will summarize our responses to each question and submit it to the 
ALC facilitator after our time together.” 

Ask each of the questions below (35-40 minutes, total)

Opening (1 minute): “As we know, the Access role serves a critical function for the Child 
Protective Services system. In fact, the Access or after-hours Standards describe us as 
“gatekeepers” for CPS. For that reason, I’d like to get your reactions and thoughts about how we 
train new staff into this role at our agency. Before we end today, we’ll brainstorm ideas for how to 
onboard new staff in the future.”  

Note: The order follows a method for facilitating dialogue, so please ask in sequence.  
Recommended time limits are listed behind each question to help manage the conversation 
inside of one hour:

1. Objective question (5 minutes): 

“Now I’m going to ask a question, and I want to hear a response from everyone. Imagine 
back to when you first started in the Access or after-hours role at our agency, what one 
word comes to mind when you to describe your early experience being onboarded.”

Note: Go around the room relatively quickly so each person has a chance to talk. When 
team members begin to deviate from sharing one word and start describing their 
experience in detail, or telling stories, remind them you are only asking for one word right 
now, there will be more time for discussion later. 

For the remaining questions, you do not need to go around the room and hear from 
everyone. Instead ask the question and hear from 1-3 people, depending on the size of 
your team.

2. Reflective Question, (8-10 minutes)

“Ok, reflect on the word choices you heard,  I want to hear reactions from some of you.” 

Start by asking one of the questions below. Hear from some, not all of the team 
members:  

What is your first reaction to the words you heard from your colleagues?

What words did you hear that resonated with your experience being onboarding 
to the Access role at our agency?

Next, ask at least one of the questions listed below:

What specific methods were used to onboard you (for example, shadowing 
experienced Access or IA staff, reading the CPS Access or after-hours 
Standards, reviewing the eWiSACWIS Knowledge Web, receiving mentorship and 
supervision)? 2



What tools were you introduced to that helped you better understand your role in 
Access and complete your responsibilities effectively, in a manageable amount 
of time?

Then, ask the question listed below:

Based on what you’ve heard so far in the conversation, how would you say our 
agency would score on a 1-10 scale for onboarding new staff if 1 was “what’s 
onboarding?” and ten was “we’ve got it on lock-down.”

3. Interpretive question, roll right into them, choosing 1-2 questions that fit with how 
people responded above (8-10 minutes)

Which of these criticisms/complaints/concerns are clear and on target?

Which of them are unfair? Say a word more?

What insights are we getting from this conversation that we can take with us into future 
onboarding efforts?

 What learning do we need to remember next time we onboard a new staff person for the 
role of Access?

4. Decisional question (10-12 mins)

“Now I’d like to get your ideas. What might we do differently at our agency to onboard 
new staff to the Access or after-hours function?

Note: Remind people that you want their ideas for action when they deviate and 
return to sharing their perspective or experience. 

Closing (1 minute): “This conversation has helped me appreciate the patience you had during 
your on-boarding process at our agency. Every agency has room for growth. Your participation 
in this conversation has helped prepare us to talk about how our agency onboards staff to 
the Access and after-hours role at our agency. I’ll keep your thoughts and ideas in mind as we 
participate in the ALC and I encourage you to share them when they come up in our in-session 
days. Now, it’s time for us to take out our laptops and complete Step Three of the Learning 
Application.”  

Click on the Step Three webpage for instructions on what to do next
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