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NEW YORK STATE OFFICE OF CHILDREN AND FAMILY SERVICES

BUREAU OF TRAINING
FIELD STAFF QUARTERLY REPORT SUMMARY 

FORM OCFS-4876

I. CONTRACT/WORK PLAN INFORMATION
	
	Contract/Work Plan Period

	
	

	Vendor
	Project Code

	
	

	Contact Person
	Contract Number

	
	

	BT Training Manager 
	Reporting Period

	
	

	BT Supervisor
	Contract/Work Plan Title

	
	


II. Field Staff Listing
III. Project Administration

IV. Evaluation

A. Process of Field Staff Evaluation
B. Evaluation of Training Delivered by Field Staff
V. Narrative to Affirmative Action Report
A. Staffing Changes 

B. Progress in Utilizing M/WBEs in Subcontracted Goods and Services 

INSTRUCTIONS FOR COMPLETING FORM OCFS-4876
Purpose of Form:   

To thoroughly and consistently document the collective field staff activities supported through contracts/work plans during the delivery year, and create a historical record.   

	Item Heading
	Instruction

	I. CONTRACT/WORK PLAN   IDENTIFYING INFORMATION
	

	Vendor
	Provide the full official name of vendor organization (i.e., the contractor, training provider, etc.).

	Contact Person
	Provide the full name of the individual representing the vendor organization for the purposes of this report.

	BT Training Manager
	Provide the name OCFS BT Training Manager assigned to this contract/work plan.

	BT Supervisor
	Provide the name of the person supervising the Training Manager.

	Contract/Work Plan Period
	Provide the Period covered by the contract/work plan (e.g., 1/1/14 – 12/31/14).

	Project Code 
	Provide the Training Project Code associated with the current work plan.

	Contract Number
	Provide the contract number

	Reporting Period
	Provide the quarter covered by this report (i.e., choose 1, 2, 3, or 4 for standard contract/work plans).

	Contract/Work Plan Title
	Provide the title of this contract/work plan.

	II.  FIELD STAFF LISTING
	For each field staff position, list the: 

· Staff name 
· Job title
· Office location
· If applicable, provide any change in status the effective date of that event, such as 
· New hire

· Resignation
· Out on leave 
· Change in part/ full-time status

· Temporary hires

· Change in salary

	III.  PROJECT ADMINISTRATION
	Report on overall project administration issues, such as:

· Searches to fill vacant positions

· Personnel changes or issues for project staff other than field staff

· Changes to the project such as

· Amendments

· Budget modifications

· Programmatic changes

	IV.  EVALUATION
	

	A. Process of Field Staff Evaluation
	Discuss the status of field staff performance evaluations and the impact and effectiveness of field staff

	B. Evaluation of Training Delivered by Field Staff
	Discuss the results of any Participant Reaction Questionnaires for activities such as Classroom Training and Distance Learning. 
In addition, vendors may use the Bureau of Training- Training and Administrative Activities Quarterly Evaluation Report (OCFS-4734) to report on evaluation of training activities.

	
	

	
	

	V. Narrative to Affirmative Action Report
	

	A. Staffing Changes
	If applicable, provide any change in status the effective date of that event, such as 
· New hire

· Resignation
· Out on leave 
· Change in part/ full-time status

· Temporary hires

· Change in salary

	B. Progress in Utilizing M/WBEs in Subcontracted Goods and Services
	Describe project staffing changes relative to the use of M/WBE personnel for subcontracting of goods and services.


