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Supervisory Core Functions 1

Education
Support
Clinical 
Administration 

Some…
Staff
Administrators 
Cases
Conflict

Some…
Staff
Supervisors
Administrators
Systems
Policy



Supervisory Core Functions 2

Some… 
Policies or proceduresPolicies or procedures
What to do…
How to use…

Is it obvious?



Supervisory Core Functions 3

Policy…  Famlink… Procedures
Or

Community & Committees  
OrOr

Supporting people
Or

Numbers
Or

Ideas for a case

Bad things happen…
Children & Families 

B t  U it  Between Units 

Among Staff and Supervisors

You hate your job

We start saying…
This is how we do things here!

They’re such jerks! We’re so busy why 
can’t they just take the case?

It’s in policy – just follow the 
policy! You must play all the parts… 



Supervisory Core Functions 4

Teacher - What do I do?

Do you know? 
Expectations of the job
L i l tiLegislation
Policy
Research
Best Practice
Process

Be accurate and up-to-date with information 

Your staff know that you don’t know…

Over time if you can’t help – they will give up 
on you

Caddie ‐ Lost in the weeds?

Are your staff lost in the weeds?

What are the issues for the client?

What are the issues for the social worker?

Are you helping them get out of the weeds?

Reality of  today / Focus on staff  
Draw on basics 

Health & Safety 
Truth / Honesty
Fairness
Professionalism

What are the motivations of your staff?
Model the advice you are giving



Supervisory Core Functions 5

Cheerleader - You can do this!

Do you know your staff?
Strengths 
WeaknessesWeaknesses
Motivation
Dreams

Individuals vs. Unit?
Cheerleading is not denial…

Judge – Make the call!

All feelings aside…
What do the numbers say?y
Do they follow the rules?
Can they do the whole job?
Can they make the hard calls?

What evidence do you use?

What are you looking at? 
St lStyle
Results
Feelings 

What’s stopping you? 

Social Workers must demonstrate 
the same skills with clients



Supervisory Core Functions 6

Teacher
CheerleaderCheerleader 
Caddie
Judge

Group Activity!Group Activity!

Later… we will watch a video and ask for your 
comments but 1st we need to:

Practice!Practice!
Don’t worry you’ll all get “A’s”…

(We’re cheating I‘m giving you the answers!)

Goal – identify how each role speaks

Break into 3 groups 

(Hint) Think of situations at the office (past or present)

Each group will list 1 or 2 statements you might say as…
Education / Teacher
Support / Cheerleader
Clinical / Caddie
Administration / Judge

Tell the class 



Supervisory Core Functions 7

Do you have the X Factor?
Goal – each of you speak in a style of one of the supervisory core 
functions 

We will be watching a video of a singing audition

Person auditioning is your employee

What would you say to her as?  
Education / Teacher
Support / Cheerleader
Clinical / Caddie
Administration / Judge

Stay in your 3 groups

Each group must identify who will speak as - Teacher 
/ Cheerleader / Caddie / Judge/ Cheerleader / Caddie / Judge

Each group will be assigned a section of the video:

Group 1 – Introduction – before she sings
Group 2 – Singing
Group 3 – After she sings

1st we will watch the complete video  

After the video your group will think of something  
each role would say in your assigned sectioneach role would say in your assigned section

(let me know if you need to see the video an extra time…)

(PS… Each person at your table will have to make at least one statement)
(PSS…  Yes I am a jerk for making you do this)

Final time the video is played I will pause the video at 
each section to hear your statements & comments

"Leadership cannot really be taught.   p y g
It can only be learned."



Supervisory Core Functions 8

"One thing is sure…we have to do something. 
We have to do the best we know how at the moment . . . 
If  it doesn't turn out right we can modify it as we go 
along.”

Franklin D. Roosevelt
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I hate this part of the job…I hate this part of the job…

Taking Corrective and Disciplinary ActionTaking Corrective and Disciplinary Action

What was I supposed to do?!?!What was I supposed to do?!?!

Life and personnel issues is about…Life and personnel issues is about…

FinesseFinesseFinesseFinesse

FinesseFinesse
Opposite of coarseness or crudeness  Opposite of coarseness or crudeness  
Light touch…not heavyLight touch…not heavy--handedness  handedness  
It's spirituality, subtlety, and intelligence, It's spirituality, subtlety, and intelligence, 
that leads to a deeper understanding that leads to a deeper understanding that leads to a deeper understanding that leads to a deeper understanding 
It’s perceptiveness combined with a great It’s perceptiveness combined with a great 
deal of sensitivity to feelings deal of sensitivity to feelings 
It’s not a flourish, or an addIt’s not a flourish, or an add--on but rather on but rather 
something fundamental about who we aresomething fundamental about who we are

Elements of CookingElements of Cooking
Michael RuhlmanMichael Ruhlman

FinesseFinesse is about…is about…

––ContextContext

––Humility Humility 

––CourageCourage

––Doing the right thing at the right Doing the right thing at the right 
timetime

ContextContext

Context is the key to understanding everythingContext is the key to understanding everythingContext is the key to understanding everythingContext is the key to understanding everything
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What’s the context of your What’s the context of your 
office?office?

We “game” performance measures We “game” performance measures 

We give up thinking we can do better We give up thinking we can do better 

Managers are seen as powerless with no Managers are seen as powerless with no 
solutions solutions solutions solutions 

Use shortcuts forget they are Use shortcuts forget they are 
compromisescompromises

Conflict as units prevent cases from Conflict as units prevent cases from 
coming in or “dump” cases on otherscoming in or “dump” cases on others

Dee WilsonDee Wilson

Presentation to the LegislaturePresentation to the Legislature
January 18, 2008January 18, 2008

What’s the context of your What’s the context of your 
office? office? 

Transfers from tough units/programs to Transfers from tough units/programs to 
less demanding unitsless demanding units

Social workers leave the workSocial workers leave the work

Multiple vacancies put unit into crisisMultiple vacancies put unit into crisis

Increase in sick leave Increase in sick leave 

Few care about qualityFew care about quality
Dee WilsonDee Wilson

Presentation to the LegislaturePresentation to the Legislature
January 18, 2008January 18, 2008

“The truth will set you free! …but first, “The truth will set you free! …but first, 

Humility Humility 

it will piss you off”it will piss you off”
Gloria SteinemGloria Steinem

HumilityHumility

Aware of your feelings and behaviorsAware of your feelings and behaviors

Honor others Feelings / Context / Honor others Feelings / Context / 
DignityDignity

Reality of the situationReality of the situation

Humility is accepting the message Humility is accepting the message 
sent by your actions… sent by your actions… 

Cheap?Cheap? Always bring that $1 bottle of soda Always bring that $1 bottle of soda 
pop / rarely pay your sharepop / rarely pay your share

Don’t Care? Don’t Care? Forget special days / meetings Forget special days / meetings g p y / gg p y / g
/ conversations / names/ conversations / names

You have rules I don’t! You have rules I don’t! Set rules you Set rules you 
don’t follow? (Come late to work don’t follow? (Come late to work -- Leave early)Leave early)

Complain andComplain and Gossip?Gossip? Vent Vent 
frustrations with staff frustrations with staff 

Humility

Survey says!...Survey says!...
Supervisors Supervisors failfail when they:when they:

Show anger easilyShow anger easilyShow anger easilyShow anger easily
Can’t handle stressCan’t handle stress
Awkward with your own emotions & emotions of Awkward with your own emotions & emotions of 
othersothers
Lack the ability to understand / sympathize Lack the ability to understand / sympathize 
Unaware and/or don’t care if your emotions affect Unaware and/or don’t care if your emotions affect 
othersothers



3

Emotional Intelligence & Evidence based practice!Emotional Intelligence & Evidence based practice! So what?So what?
How does this help with personnel issues?How does this help with personnel issues?

––Understand the problemUnderstand the problem

––Manage the fallout with othersManage the fallout with others

––Take care of yourself Take care of yourself 

Let’s talk…Let’s talk…

RestaurantsRestaurantsRestaurantsRestaurants
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All great restaurants are alike…All great restaurants are alike…

Create a dining experience Create a dining experience 
Fresh IngredientsFresh Ingredients
G t Ch fG t Ch fGreat ChefGreat Chef
Great ServiceGreat Service
Respects the Customer  Respects the Customer  

All great Chef’s are alike…All great Chef’s are alike…

Know great foodKnow great food

Details matterDetails matter

Takes chargeTakes charge

Handles stressHandles stress

Thick skin  Thick skin  

You are the…You are the…
OwnerOwnerOwnerOwner
ChefChef
ServersServers
CustomersCustomers

Caution!Caution!
From the outside it may seem funny…From the outside it may seem funny…
but from the inside there is nothing but from the inside there is nothing 

funny about itfunny about it

Context:Context:
Everyone knows the truthEveryone knows the truth

Food is lousyFood is lousy
Chef can’t do the jobChef can’t do the job
Owner does not know what she’s doingOwner does not know what she’s doingO e does ot o at s e s do gO e does ot o at s e s do g

System of cooking System of cooking –– Microwave old foodMicrowave old food
Attitude of OwnerAttitude of Owner

Chef is the Owner’s favoriteChef is the Owner’s favorite
Rescues / Shames / Treats Chef as a childRescues / Shames / Treats Chef as a child
Value System Value System -- “Family” “Family” 

Owners style of feedback Owners style of feedback –– Hit and RunHit and Run
Anxiety of the Owner over HR issues more important than:Anxiety of the Owner over HR issues more important than:

Customers / Her Debt / Other Staff having a jobCustomers / Her Debt / Other Staff having a job

OwnerOwner

Debt $2 Million Debt $2 Million –– No customersNo customers

You have already let go of 33 staffYou have already let go of 33 staff

You know the food is poor You know the food is poor 

What’s holding you back?What’s holding you back?
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ChefChef

You did not create the cooking system You did not create the cooking system 

You hear the complaints You hear the complaints –– how does that how does that 
feel?  feel?  

Do you like how the Owner treats you?Do you like how the Owner treats you?

As the job changes can you do the job?As the job changes can you do the job?

ServersServers
What’s it feel like when customers What’s it feel like when customers 
complain?complain?

What do you think about the Chef?What do you think about the Chef?

What do you think about how the Owner What do you think about how the Owner 
treats the Chef?treats the Chef?

Why can’t you be honest with the Owner Why can’t you be honest with the Owner 
about the Chef?about the Chef?

Are your customers leaving a tip?Are your customers leaving a tip?

CustomersCustomers

Do you care if the Restaurant closes? Do you care if the Restaurant closes? 

How does it feel to complain about the How does it feel to complain about the 
f d?f d?food?food?

Are you coming back?Are you coming back?

What could the Owner do?What could the Owner do?

What changes can you make to address What changes can you make to address 
HR decisions in the future?HR decisions in the future?

If the TV cameras were not there would If the TV cameras were not there would 
you have replaced the chef?you have replaced the chef?

So…So…

What are you going to do?What are you going to do?
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Find your CourageFind your Courage

Life shrinks or expands in proportion Life shrinks or expands in proportion p p pp p p
to one's courageto one's courage

Anais NinAnais Nin

Courage to be…Courage to be…

Honest with yourself   Honest with yourself   

Honest with othersHonest with others

MisunderstoodMisunderstood

Honest with ourselvesHonest with ourselves

We may not be as good orWe may not be as good or
as bad as we think . . .as bad as we think . . .

?

Honest with ourselvesHonest with ourselves

“There are many people who “There are many people who 
think they want to be think they want to be 
matadors, only to find matadors, only to find 

themselves in the ring with themselves in the ring with 
two thousand pounds of two thousand pounds of 

bull bearing down on them  bull bearing down on them  bull bearing down on them, bull bearing down on them, 
and then discover that what and then discover that what 
they really wanted was to they really wanted was to 
wear tight pants and hear wear tight pants and hear 

the crowd roar.”the crowd roar.”

Terry PearceTerry Pearce
Leadership coaching …A Contact SportLeadership coaching …A Contact Sport

Honest with others…Honest with others…

The JerkThe Jerk (attacks / insults / belittles  (attacks / insults / belittles  -- offers nothing)offers nothing)

The Slacker The Slacker (does little or nothing to help)(does little or nothing to help)

The Depressive PessimistThe Depressive Pessimist (Life sucks… give up)(Life sucks… give up)

30% 30% 40% d  i  40% d  i  30% 30% -- 40% drop in 40% drop in 
group performancegroup performance

Now what?Now what?

The proper use of power and The proper use of power and 
authority is to bring peace authority is to bring peace authority is to bring peace authority is to bring peace 
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Leadership through CompassionLeadership through Compassion

““I’ve learned to at least attempt compassion I’ve learned to at least attempt compassion 
with everyone that I deal with.  And if with everyone that I deal with.  And if 
compassion doesn’t work to calm the compassion doesn’t work to calm the 

person down, then I have to have person down, then I have to have 
compassion for myself and not blame compassion for myself and not blame compassion for myself and not blame compassion for myself and not blame 

myself when people make the choice to myself when people make the choice to 
still have anger towards me.  I have to still have anger towards me.  I have to 
treat myself well when I get home so I treat myself well when I get home so I 
can still be a good person on the job.”can still be a good person on the job.”

Police officer Police officer –– Madison , WisconsinMadison , Wisconsin

““

“Perhaps I can “Perhaps I can 
find new ways find new ways 
to motivate to motivate 
h ”  h ”  them…”  them…”  

Darth VaderDarth Vader

What are we looking at?What are we looking at?

What cannot changeWhat cannot change
MotivationMotivation (Attitude & Drive )(Attitude & Drive )
Thought patternThought pattern (How they think )(How they think )
Personal style Personal style (Who they are)(Who they are)Personal style Personal style (Who they are)(Who they are)

What can changeWhat can change
Skills Skills (Within limits)(Within limits)
Knowledge Knowledge (Content)(Content)

So what are you going to do?So what are you going to do?

Disciplinary ActionDisciplinary Action

Know your audienceKnow your audience

Know what do we do and why do we do it?Know what do we do and why do we do it?

What policy supports this?What policy supports this?What policy supports this?What policy supports this?

What does the data say about the person, What does the data say about the person, 
unit or office?unit or office?

What are the faces behind theWhat are the faces behind the numbers?numbers?

Know the Rules . . .Know the Rules . . .

This is an evaluation… or performance feedback This is an evaluation… or performance feedback 
session… or reprimand… session… or reprimand… not a negotiationnot a negotiation

A personnel file is a file about the employee; not A personnel file is a file about the employee; not 
the employee’s filethe employee’s filethe employee s filethe employee s file

Screaming at your supervisor is not protected Screaming at your supervisor is not protected 
under the Bill of Rights under the Bill of Rights 

(Administrative Policy 18.64)(Administrative Policy 18.64)
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B U T  . . .B U T  . . .
But… what about all the good things I’ve done?But… what about all the good things I’ve done?

But… I need more training!But… I need more training!

But… I won’t sign the evaluation, performance But… I won’t sign the evaluation, performance 
f db k  t  f db k  t  feedback memo, etc… feedback memo, etc… 

But… I need more supervision!But… I need more supervision! (I can’t believe how (I can’t believe how 
much time this guy takes!)much time this guy takes!)

But… others are not evaluated like this!But… others are not evaluated like this!

Is there something you Is there something you 
need to tell me?need to tell me?

Do you need a Reasonable Do you need a Reasonable 
A d ti ?A d ti ?Accommodation?Accommodation?

Is there something else going on?Is there something else going on?

It’s hard work…keep going…It’s hard work…keep going…

“If you are going through hell, keep going” “If you are going through hell, keep going” 

~Winston Churchill~~Winston Churchill~

Leadership is not safeLeadership is not safe

Pursue the Pursue the 
OSM!OSM!

OSM!OSM!
““The first time I went down that run, I The first time I went down that run, I 
was going way too fast, and I realized was going way too fast, and I realized 

I’d just made the biggest mistake of my I’d just made the biggest mistake of my 
life When I got to the bottom Ilife When I got to the bottom Ilife.  When I got to the bottom I life.  When I got to the bottom I 

couldn’t wait to get back up and do it couldn’t wait to get back up and do it 
again”again”

Jimmy SheaJimmy Shea
Olympic Gold medalist Olympic Gold medalist 

Skeleton event Skeleton event 
Salt Lake City Winter OlympicsSalt Lake City Winter Olympics
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Pursuing the OSM is not safe…Pursuing the OSM is not safe…

You are going to make mistakes!You are going to make mistakes!

Some  things are just bad luck…Some  things are just bad luck…

Some things are just not a great idea…Some things are just not a great idea…
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You are not alone…You are not alone…

The inventor Thomas Edison was asked why he needed a The inventor Thomas Edison was asked why he needed a 
team of 21 assistants?team of 21 assistants?

“If I could solve all the problems “If I could solve all the problems 
by myself, I would”by myself, I would”
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AIRS Training

1

Allegations of Employee Misconduct

• Allegations of employee misconduct or criminal 
conduct are not documented in AIRS. If an allegation 
of misconduct or criminal conduct could potentially 
receive media or other high profile attention, notification 
through the chain of command is made as soon as 
possible by telephone up to the Office of the Assistant 
Secretary

2

Secretary.

• Allegations of employee misconduct are found:
DSHS Personnel Policy 545
DSHS Administrative Policy No. 6.0
DSHS Interagency Agreement and protocol for 
complying with Executive Order 96-01

• New Incident

• Select/Select Existing 
Incident

• System Reports Menu

• Update User Information

• Record a new Administrative Report of Incident

• This option lets you locate existing incidents in the 
system. Once located, options are presented for editing or 
printing an incident. Child Fatality Reviews (CFRs), Work 
Plans and Follow Ups are also accessed using this option. 

• Display/generate sub menu of reports on new page.

• Use this option to change your password, update name or 

3

• Update User Information

• Access Fatality Log

• AIRS Alert System

• Log Off

• System Feedback Area

p g y p p
phone number, etc.

• Use this area to access the Fatality Log records that do 
not correlate to AIRS Incidents.

• Lists who will get AIRS alerts for various incident types 
and locations.

• Remember to logoff when done using the system. You 
can either click this link or the [Log Off] button near the 
top of the page. 

• Display or add feedback items, bug reports, suggestions, 
etc.

Searching Existing Incidents
• Prior to creating an incident report you search 

AIRS to prevent the duplication of reports.
• Select the “Search/Select Existing Incident” 

option from the Main Menu.
• Select the type of incident you are searching and 

provide any other relevant information. You can 
l h b hild d lt
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also search by child name or adult name or 
incident date.  

[To search all children in AIRS alphabetically, put a % in 
the child’s Last Name Box on the Search screen and do 
not select an incident type.]

Searching Existing Incidents
Click Search after you are done with setting the parameters

• A list of incidents will be displayed on your screen showing those 
AIRS reports that fit the parameters you chose.

• Access rights to each incident are reserved for staff who have been 
related to the incident and provided Staff Access. 

5

• If you are authorized to access an incident, several icons will be 
displayed directly beneath the incident. Hint: A description of what 
an icon represents will be displayed when you rest the cursor 
directly on the icon. 

• All staff, regardless of access privileges, has authority to add a 
follow-up to an incident. 

Creating a new AIRS Incident
If search comes up empty, click the green “New Incident” 

button at the top of that screen (or you can go to “Exit to 
Main Menu” and click New Incident.

Fill in the data fields

Blue background field means it is a required

6

Blue background field means it is a required
data field

When done, click  “Create Incident”

Red text means you did not fill in a required data field and it 
will not allow you to save it until you correct the matter
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Creating a new AIRS Incident

Specific information required is requested (blue is required)

• Incident Date

• Region and Office involved

• Preparer will automatically show up as the person logged in and 
creating the new incident

F ilit i l d

7

• Facility involved
Definition of facilities and foster homes include:
a. Foster homes, facilities, private agencies licensed by the DLR.
b. Licensed childcare facilities licensed by DEL or facilities that meet the criteria for child 

care licensing.
c. Other Licensed, certified or state-operated facilities.
d. A person or agencies subject to licensing under RCW 74.15

• Incident Type
Identify at least one incident type, multiple incident types can be selected. Many of 
the incident types require that you also select a sub type from the list displayed when 
you select the type. 

INCIDENT TYPES

• Child Fatality
• Near Fatality
• Client Related and Placement Exceptions
• Staff Safety

P id I id t
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• Provider Incident
• High Profile
• Theft/Vandalism/Property Damage
• Other Incident Type
Remember: Allegations of employee misconduct or criminal conduct are not 

documented in AIRS.

Incident Type:  Child Fatality

• Death of any child that is suspicious for CA/N 
regardless of any CA history

• Death of a child (from any cause) whose family 
is open to CA, or has history within the prior 12 
months

9

• Death of any child (from any cause) in a licensed 
facility (including DEL child care)

If Intake creates an intake regarding a reportable
child fatality it must also be reported in AIRS. 
This will include information only referrals, as 
well as those accepted for investigation. 

Incident Type:  Child Fatality

If the incident involves a Child Fatality you must identify the
name of the primary child. Each deceased child gets a separate AIRS 

Child Fatality - drop down box sub-type choices
• Accidental (MVC, fall, drowning, positional asphyxiation)

• Homicide (3rd Party)

10

Homicide (3rd Party)
• Homicide (by abuse) – by parent or caretaker/in loco parentis

• Natural/Medical (SIDS. SUDI, illness, medical, “attended” deaths, 
expected or unexpected)

• Suicide (reported as such by Coroner, Medical Examiner, 
attending physician, law enforcement)

• Unknown/Undetermined
See AIRS Companion Guide – Appendix A - Definitions 

Incident Type: Near (Child) Fatality
A near-fatality is defined as an act that places the child in serious or 

critical condition (RCW 74.13.500). 

AIRS Companion Guide (Appendix A - Definitions): For the purposes of this 
section, "near fatality" means an act that, as certified by a physician, places 
the child in serious or critical condition. The secretary is under no obligation 
to have an act certified by a physician in order to comply with this section.

Child near-fatalities must be reported if:

11

• the near-fatality is a result of alleged child abuse and/or neglect on an open 
case or on a case with CA history within 12 months.

• the near-fatality occurred in a CA or DCCEL licensed facility.

All reports of a near-fatality meeting the above criteria must also have a new 
intake created. 

A Near Fatality which later becomes a fatality due to the originally reported 
circumstances will not require a new referral. An update to AIRS and a case 
note will suffice.

Incident Type: Near (Child) Fatality

If the incident involves a Near-Fatality you must 
identify the name of the primary child and if more 

than one child is a near fatality, then each is 
considered a separate incident.

12

Near Fatality drop down box choices
• Accidental Injury
• Illness/Natural Cause
• Physical Assault
• Unknown/Undetermined
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Incident Type: Near (Child) Fatality
• Unknown/Undetermined: Cause of near-fatality is unknown or 

undetermined at the time of the report. 

• Natural/Medical: Determined to result from natural/medical 
reasons. 

• Accidental: This includes, but is not limited to vehicle accidents, 
falls, drowning, and/or any other near fatality that is alleged to have 
been accidental in nature. 

S i id l A f t lit ll d t h b th lt f
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• Suicidal: Any near-fatality alleged to have been the result of a 
suicide attempt. 

• CA/N by Caretaker: Near-fatality alleged to be the result of child 
abuse and/or neglect by a parent or caretaker acting in loco 
parentis. 

• Inflicted Injury by Other: Near-fatality alleged to have been the 
result of an inflicted injury caused by an individual that is not the 
parent or a person or acting in loco parentis. 

Incident Type: Client Related
• While client related has been used for incidents involving parents (homicide 

of a mother of a dependent child) the intent of this category appears to be 
focused on child clients.

• AIRS manual states “For the purpose of completing an Administrative 
Report of Incident, a child client is defined as a child (or youth up to age 21) 
in the care, custody and/or supervision of the Children’s Administration (per 
RCW 26.10) and/or the Department of Social & Health Services as it relates 
to services CA provides. 

• An AIRS report must be made on the following client related incidents:

14

Client Related and Placement Exceptions drop down box choices
PlcmentExc-Hotel
PlcmntExc-Office
PlcmntExc-Apartment
PlcmntExc- Adult Facility
Inflicted Injury
Other
Property Damage
Restraint
Sex. Contact Involv. Residents
Suicide Attempt

Client Related And Placement Exceptions Definitions

Serious Injury: Serious injury of a child client requiring professional medical treatment 
(beyond first aid treatment) alleged to be the result of (a) physical abuse, (b) 
unexplained injury or (c) an injury that is not consistent with caretaker’s explanation. 
Note: If it is a life-threatening injury, report the incident as a “Near Fatality.”

Allegation of Molestation or Rape: Allegations of molestation or rape by an adult 
caretaker of a child client who is in the care and supervision of the department, or 
incidents involving multiple victims and/or patterns of molestation or rape between 
child clients placed by the department. Identify if the incident involved two residents in 
a facility, siblings, the caretaker, or third party adult.

Suicide Attempt: Any suicide attempt that results in injuries requiring hospitalization of a 
child client.

Pl t ti Child i l d i f th f ll i l t )
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Placement exceptions: Child is placed in one of the following placements: a) an 
institution not designed for foster children, such as adult mental hospitals or detox 
programs where children and adults are co-mingled, b) a foster home without special 
training to provide the safety of children where children reside who are sexually 
aggressive, physically assaultive or who have demonstrated a pattern of assaultive
behavior; c) at DSHS offices due to no placement resources being available or at 
detention facilities once legal holds are eliminated or d) apartments, motels, unless 
an appropriate licensed foster family or relative caregiver is not available and only 
with approval from the Regional Administrator and a determination that adequate 
supervision is provided for the child.

Other: Any other client-related critical incident that does not fall into one of the previously 
identified situations

Incident Type: Staff Safety
Staff Safety Incident or Potential Threat of Harm drop down boxes 
• Environmental Hazard
• Illness Serious-Communicable
• Other
• Phys Assault by Client
• Phys Assault by Other
• Serious Threat of Harm
• Traffic Accident

16

Traffic Accident

For additional information on staff safety, see Operations Manual 8600.

Individuals reporting a staff safety incident are required to indicate in 
AIRS whether or not the incident resulted in serious injury that 
required professional medical treatment. 

Definitions/Examples see next slide  

Staff Safety Incident or Potential Threat of Harm

Serious Threat of Harm: A staff member or contracted 
provider feels their safety was/is in jeopardy, or they 
were/are at risk of harm as a result of receiving a threat.

Illness Serious/Communicable: Exposure to any blood 
borne pathogens, Tuberculosis (TB), or any other 
serious/communicable illness (constituting a risk to 
others on the job) that would be classified by the

17

others on the job) that would be classified by the 
Department of Health as requiring further evaluation, 
testing, and community education.

Environmental Hazard: Exposure of a staff member to 
any environmental hazard while in the course of carrying 
out job duties that require medical consultation to ensure 
the health of that staff (e.g. exposure to 
methamphetamine manufacturing materials).

Staff Safety Incident or Potential Threat of Harm

Traffic Accident: A traffic accident that occurs while a staff member is 
in the process of carrying out his or her job duties, whether in a 
personal or state-owned vehicle.

Physical Assault by Client: Assault of a staff member by a child, 
parent, or individual identified as a client receiving services from the 
department. Immediately notify Law Enforcement and document the 
jurisdiction and police report case number in the “Community” 
Section of AIRS.

18

Physical Assault by Other: Assault of a staff member by any other 
person (non-client) that occurs during the course of the staff 
member carrying out his or her job duties. Immediately notify Law 
Enforcement and document the jurisdiction and police report case 
number in the “Community” Section of AIRS.

Other: Any other serious issue that threatens the safety of staff.
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Incident Type: Facility or Foster Home (Provider Incident)

An allegation of licensed provider misconduct is reported in AIRS by 
supervisors or management personnel.

Requirements include criminal activity that would disqualify a licensed 
provider from providing care to children (see WAC 388-06-0170 & 
388-06-0180), allegation of sexual abuse/sexual exploitation, and an 
emerging pattern of high-risk child abuse and/or neglect referrals

Provider Incident Allegation drop down box choices
• Child-Abuse Neglect Related

19

g
• Criminal Activity
• Drug-Alcohol
• Inappropriate Conduct Toward Staff
• Other
• Sexual Abuse

When an administrative incident meets one of the aforementioned reporting 
requirements and occurred in, or involved one of the residents and/or staff 
in a facility or foster home, the Facility-Foster Home Section in AIRS is 
completed.

Incident Type: High Profile

Incidents that may generate significant interest by the 
media, the legislature and/or the Governor’s Office. 

Incidents reported as “high profile,” including those
marked high profile by intake, are to be reported in AIRS 
and must include an explanation (specific text box) 
regarding the reason it is deemed “high profile”.

20

High Profile - drop down box choices
• Governor and Media Interest
• Governor Office Interest
• Legislative Interest
• Media and Legislative Interest
• Media Interest

Incident Type: 
Theft-Vandalism-Property Damage

• Theft Vandalism/Property Damage is a 
check box only – no drop down box 
choices

21

• Report incidents of theft, vandalism, 
damage, or loss of state or private 
property in excess of $250.

Incident Type: Other

Other Incident Type asks for description 
[text box only – no drop down box]

22

If other types of critical incidents requiring 
the attention of the administration occur, 
consult with the CA Office of Risk 
Management.

Generating Alerts

Once the required information (including Incident Type) has been 
supplied, click the “Create Incident” button at the bottom of the page. 
This begins the alert process tasks.

Upon creating the incident, the system will present the “Generate 
Alerts” page where you can fine tune the content of the alert 
message, as well as who should receive it. 

23

Check the boxes for the parties you wish to receive the e-mail alert. 
Un-checking people who do not need to receive an alert is also an 

option.

Be sure the appropriate persons in your chain of command are listed. If 
they are not automatically listed, you can add them by supplying 
their full email addresses (xxxx300@dshs.wa.gov) in the extra slots 
at the bottom of the page. 

x

Extra Comment Text Box

• Do not cut-and-paste from an intake

How the Extra Comment narrative text box 
should look differs depending on the 

ifi I id t T

24

specific Incident Type
A Child Fatality, Near-Fatality or High Profile 

incident requires a specific format 
Something like a Staff Safety incident is not 

as prescriptive. 
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Alert Text – Child Fatalities/Near-Fatalities/High Profile

EXTRA COMMENT narrative box must be completed with 
the following information:

• Name of children and ages 
• Name of parents 
• Is this an open case? If open: 

– What program 
– Legal status (parental custody, VPA, dependency, legally free,

25

Legal status (parental custody, VPA, dependency, legally free, 
etc.) 

– Location of children (home, relative, foster or group care, etc.) 
• Is case closed?

– What program 
– Legal status (parental custody, VPA, dependency, legally free, 

etc.) 
– When was case open and closed? 

Example

“Two-month-old Johnny Smith, son of Joe and Mary 
Smith, died of unknown causes. The case was closed at 
the time of the child’s death, but was open for Family 
Voluntary Services in July 2009. The case closed in 
S t b 2009 Th hild d ld 3 ld

26

September 2009. The child and an older 3-year-old 
sibling resided with their parents.” 

Sending Alerts

When done with the “Extra Comment” text 
click either of the "Send Alerts" buttons (at 
top and bottom of page) to send the alerts 
and resume the report

27

and resume the report

• Do NOT click the [Back] button to exit 
this page or your alerts will not be sent!

Main Incident Form

Information Tabs
• Overview
• General Information
• Facility
• Children

28

• Adults
• Community
• Narratives
• Follow ups
• Staff Access
• Log

Overview Section

If the incident involves a Child Fatality it 
asks if a Child Fatality Review is 
required. Check box if

• There is an open case on the family prior to the fatality 
incident 

29

• There is CA history on the family within 12 months of the 
fatality, including information-only referrals 

• The fatality occurred in a CA or DEL licensed or state 
operated facility.

And asks if the death was expected or 
unexpected or unknown

Overview Section

If “High Profile” was already checked at 
incident creation, the drop down box 
should populate the specific source of 
interest. If not, if checked at this point it 
requires selection from the drop down box.

30

“High Profile” cases require narrative text in 
the “Describe Media or Legislative 
Interest” text box and will not let you save 
until narrative entered. Note: Such interest 
may already exist or is anticipated, and 
either situation should be noted.

x
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General Information Section

• Some things populate from prior data 
fields filled out at creation of the incident 
report

• Some fields require input (e g intake

31

• Some fields require input (e.g., intake 
(referral) number, case ID (case number)

• Some are check boxes with drop down 
box options

x

General Information Section - cont
Case Status at Time of Incident drop down box options
• Closed
• History within 12 months
• No history within 12 months
• No prior history
• Open

Primary Program [Means “Primary Program In Which  Activity During 
Last 12  Months Occurred”]

• Adoption Support

32

• Adoption Support
• ARS
• CPS – DCFS
• CPS – DLR
• CWS
• FRS
• Licensing
• Other
[Leave blank if the case was not open at the time of the incident]

General Information Section - cont

Allegation of Neglect – is asking “Was there an allegation 
of neglect regarding this incident in the referral?”

• NA
• No
• Undetermined
• Yes

33

Allegation of Abuse is asking Was there an allegation of 
abuse regarding this incident in the referral?”

• NA
• No
• Undetermined
• Yes

General Information Section - cont

Location of Incident:
• Automobile
• Children’s Admin Office
• DLR Licensed Home/Fac
• Family Home
• Hospital

34

• Licensed Child Care
• Other
• Private Agency Foster Home
• Relative Home
• State Operated/Certified
• Unlicensed Child Care
• Unlicensed Home

Facility

• Most data fields call for inputting (facility 
name, address, contact, etc.)

O h k b k if d l li d

35

• One check box - asks if dual licensed

• Others fields have drop down box choices

Facility
Definitions for various facility types can be found in Appendix A of the 

AIRS Companion Guide 

Type of Facility
• DEL Child Care Center
• DEL Child Care Home
• DLR Licensed Facility
• JRA

36

• State Operated/Certified
• Unlicensed Child Care

Type of DLR Licensed Facility
• DLR Family Foster Home
• Group Home
• Other
• Private Agcy Foster Home
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Children Section
If a child was identified by name at creation 

of incident report, the name will populate. 

Additional information is needed on that 
child so click on the “pencil” icon for the 

37

child to view/edit the child’s information. 

The green ADD CHILD box allows you to 
input siblings or other children involved in 
the incident. 

Some fields require input (e.g. FamLink Person ID number 
for the child)

Children Section

Child Role In Incident - drop down box choices
• Other
• Other Living In The Home
• Primary Child
• Prior Deceased Sibling
• Sibling

Race  has drop down box with multitude of options

38

There is an additional Hispanic related drop down box 

Legal Status [At Time Of Incident] options 
* 3rd Party *   Adoption
*  CHINS *   Dep Guardianship
* Dep-Legally Free *   Dependent
* Parental Custody *   Shelter Care
* Sup. Ct. Guardianship *   Voluntary Placement Agrmt 

Children Section

Relation to Main Child – drop down box choices
• Half-Sibling
• N-A Primary Child
• Other 
• Sibling
• Step-Sibling

N t f D th d d b h i

39

Nature of Death – drop down box choices
• Accidental
• Homicide – By Caretaker
• Homicide-3rd party
• Natural/Medical
• Not Applicable
• Suicide
• Unknown/Undetermined 

Children Section

Characteristics
Suicidal Physical Problems 
Medically Fragile Behavior 
Problems 
Prior (or current) Out of Home 

40

o (o cu e t) Out o o e
Placement(s)
Prior Dependency Action(s)

There is an additional narrative box for 
“Other issues”

Children Section

Residence Type (at time of incident) – drop down box choices
• Detention Facility
• DLR BRS Facility
• DLR Licensed
• Family Home
• Hospital
• JRA Facility-home
• Other

41

• Private Agency FH
• Relative Home
• State Certified
• State Operated
• Tribal Certified Foster Home
• Unlic-Nonrel home 

Children Section

After you are done editing a child, options are to
• Abandon Changes – takes you back to before you clicked on the 

pencil icon to edit. So prior entered data remains, only the edits you 
were making are not saved.

• Save Changes – saves what you have entered
• Delete Record – wipes out everything inputted – even previously 

inputted on the child before your editing/revision

42

Warning: If you hit the Back button, it will advise you that you will be 
navigating from the page (without anything changes being saved), 
giving you a chance to be okay with that or to cancel (so you can go 
Save). 

Opposite to the pencil icon is an “Edit” box icon under the heading Notes. This 
is an additional narrative text box where you can add information about the 
child. An example would be to indicate the child has a non-custodial parent, 
or a bio-parent who is deceased, or that the child is adopted. 
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Adults Section

• Click on green Add Adult box
• Input information 
• When done click on Add Record 

or
C l E it With t Addi

43

Cancel – Exit Without Adding

• You can Add additional adults involved

• You can edit any created adults by clicking 
on the pencil icon

x         

Adults Section
Relation to Primary Child – drop down box choices
*   Adoptive Parent        *   Birth Parent           *Foster Parent
*   No Relation               *   Other Relative       *Parent Paramour

*   Step Parent

Select All Applicable Roles / Involvement For Adult
Caretaker at time of incident
Legal Guardian

44

Legal Guardian
Alleged Perpetrator
Adult In Home/Facility where Death Occurred
Witness
Present at Time of Death
Subject of Current CA/N Allegations
CA/DSHS Employee
Facility/Foster Home Hired Staff
Contracted Provider/Owner
Participant in Review Process
Other Role – Please Describe  [text box]

Adults Section
There is a available text box for comments about the 

person’s involvement in the incident
+

A check box section as to the adult’s Characteristics
Criminal History
Assaultive Behavior
Mental Illness

45

Mental Illness
Domestic Violence
History of CA/N as a Child
Substance Abuse
Familial / Environmental Stressors
Prior Allegations of Perpetrating CA/N 
(Not related to findings) 

Community
Tribal Involvement
• N/A
• No 
• Undetermined
• Yes
Name of Tribe [text box]

WSP Referral Made  [e.g., missing children from care]
• N/A

N

46

• No 
• Undetermined
• Yes

Local Law Enforcement Notified
• N/A
• No 
• Undetermined
• Yes
Law Enforcement Jurisdiction [text box]
Law Enforcement Case Number [text box]                                                           x

Narratives
• Description of Incident: What prompted the incident report. Who, what, when, 

how, where, and to whom.  

• Description of Actions Taken: Include info about case assignment, subject 
and victims that have been interviewed, significant collaterals, relevant staffing, inter-
agency involvement

• Description of Safety Plan for Children: If applicable, identify the safety 
plan, including: a description of safety issues, how the safety plan addresses those 
issues, who was involved in creating the safety plan, and who is responsible for 
i l ti d it i th l

47

implementing and monitoring the plan. 

• General Comments: This is an “other” category. Include any relevant 
information that was not reported in previous sections.  May include information on 
history such as history the parents as children (CA/N, foster care), history of 
previously CA involvement, criminal histories, etc.

Click edit to enter information in these text boxes
After saving changes, you can “View” and if corrections needed, click 

on “Edit” 
x

Tips for Narrative Writing

<b>Bolded Text</b>
<i>Italic Text</i>
<u>Underlined Text</u> 
< t >V B ld T t</ t >

48

<strong>Very Bold Text</strong> 
<br> Forces a line to break like a soft return
<p>Forces a line to break like a hard return or 

paragraph break. 
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Follow Ups Section
Use this section to address significant new developments in the case.

These include, but are not limited to
• law enforcement actions
• court actions
• Findings
• new interviews
• new information requiring administrative notification or attention not previously 

reported in AIRS

49

reported in AIRS

Follow-ups can be added to both active (unlocked) and closed (locked) 
incidents. 

A Follow- up can be added to an incident by all staff, regardless of their 
access to the actual Incident in AIRS. Staff not authorized access to 
a specific incident will only be able to view follow- ups they have 
created. 

x

Staff Access Section

Identify Children’s Administration staff who will require 
access to the report (i.e. Licensing, DLR/CPS, and 
DCFS staff who are involved in the case). 

Additional staff requiring access to an incident may be 
added by an individual who is currently listed in the 
incident or by contacting the AIRS administrator

50

incident or by contacting the AIRS administrator. 

Certain administrative positions located in the regions and 
in headquarters will be granted access to all incidents or 
all fatalities and near fatalities within a region. This 
added security can be added through a system 
administrator. 

Log

• AIRS maintains an internal audit log of 
activity for each incident

• Click the View History button to display 

51

this history 

• It includes who (User ID) did what action 
(added. deleted, edited, viewed, saved, 
printed, notified) and when (date and time)

x

Saving/Exiting
• You can save changes anytime (any tab, any section)
• You can view the report  by clicking on Printer View Incident button

• When ready to get out click “Save/Exit” button. 
• Upon doing so, AIRS makes sure that all required fields are present 

on the form. 
• If required information is missing or invalid (such as an improper 

date), the page will be redisplayed listing instructions in red near the 
top You must resolve all of these issues before the page can be

52

top. You must resolve all of these issues before the page can be 
stored. After resolving these issues, click the “Save/Exit” button 
again. 

• If there are no errors or missing required fields, your information will 
be stored and you will return to the AIRS Main Menu. 

• Note: If you try to exit by other methods such as the “back” 
button or clicking the “X” to close the window, you will get a 
warning message that this is not the proper way to exit the 
page. Heed this warning message or you may lose your work 

Fatality Log
• Not all reported child fatalities require an intake. Often MEs, coroners, or 

others conducting a death investigation will contact CA as part of their death 
investigation. 

• Deaths of children in families with no prior CA history and no allegations of 
CA/N related to the death, should not have intakes. However, these reports do 
need to be documented in AIRS so that if further information becomes 
available and an intake becomes required, there is documentation of the initial 
information reported. This is the intended use for the Fatality Log.

F M i M i AIRS li k A F t lit L
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• From Main Menu in AIRS, click on Access Fatality Log
• Before creating a new entry, search to see if one has already been entered 

(e.g., CI). 
• Search capabilities are by region, alphabetical, date of death, etc (click on 

column header).
• Use the green “Add New Fatality Log” to created a new entry
• You can view/edit a fatality log on file by clicking on the pencil icon for that 

record.

• In special cases where a Fatality Log does end up with CA involvement, 
you can click on the [Transform !] Icon to transfer the information from 
the Fatality Log into an AIRS Fatality Incident.
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AIRS

Administrative

Incident

Reporting 
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Reporting 

System

AIRS

Created to provide early notice and 
information for incidents requiring 
the immediate attention of the 
d i i t ti

2

administration.

AIRS

Documenting Child Fatality Reviews

Analysis of Incidents

3

AIRS – What is reported?

Child Fatalities
Near Fatalities
Client Related (a child in the care  

4

Client Related (a child in the care, 
custody, or supervision of CA or DSHS)

Serious Injury
Allegation of Molestation or Rape
Suicide Attempt
Placement Exceptions

AIRS – What is reported?

Incidents Involving: 
Foster homes, facilities, or private agencies 
licensed by the Division of Licensed 
Resources (DLR). 

5

Licensed childcare facilities licensed by DEL 
or facilities that meet the criteria for child 
care licensing. 
Other licensed, certified, or state-operated 
facilities. 

AIRS – What is Reported?
Staff Safety Incident or Potential Threat of 
Harm

Serious Threat of Harm
Illness Serious/Communicable Exposure

6

Environmental Hazard
Traffic Accident
Physical Assault by Client
Physical Assault by Other
Other: Any other serious issue that 
threatens the safety of staff.
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Child Fatalities

Fatalities are reported in 
AIRS in either

7

Incident Reports
AIRS Fatality Log

Child Fatalities

If an intake is created regarding the 
child fatality, it must also be reported 
in AIRS  

8

in AIRS. 

Child Fatalities

Child fatalities are reported in AIRS as an 
Incident Report if: 

Open case on the family 
Any CA history on the family within 12 

9

y y y
months of the fatality, including 
information-only intakes. 
The fatality occurred in a CA or 
Department of Early Learning (DEL) 
licensed, certified, or state operated 
facility.

Child Fatalities

Fatalities are reported the
Fatality Log if:

10

No CA/N alleged, and
No recent history on the family 
(beyond 1 year)

11

Where to find the 
Fatality Log

12
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Manner of Fatalities Reported To 
CA

Natural/Medical: death considered 
natural/medical such as diseases, and 
illnesses.
Accidental: No evidence of intent 

13

(vehicle accidents, falls, drowning, 
layovers).
Unknown/Undetermined: there is insufficient 
information, especially about intent, to assign a 
specific manner of death. SIDS
Suicidal: intentionally self-inflicted.

Homicide: intentional harm (explicit or 
implicit) of a parent or caretaker, 
including actions of grossly reckless 
behavior.

Manner of Fatalities Reported To 
CA 

14

behavior.
Homicide by Third Party: committed by 
anyone that was not a parent, or acting 
in loco parentis.

Child Fatality Review

Child Fatality Review Required Check Box is 
marked when:

The death is unexpected; and
open case on the family prior to the fatality 
i id t 

15

incident or;
Any CA history on the family within 12 months of 
the fatality, including information-only intakes. 
The fatality occurred in a CA or Department of 
Early Learning (DEL) licensed, certified, or state 
operated facility.

Be sure to 
mark this 
box on a new 

16

box on a new 
child fatality 
intake. 

17

Near Fatalities 

CA is required by law to notify the 
Ombudsman’s office of all CA/N 
related near-fatalities.

18

Check the Near Fatality box on the 
Decision tab in a new intake. 
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Near Fatality 

A near-fatality is defined as an 
act that places the child in 
serious or critical condition 

20

(RCW 74.13.500).

Near Fatalities

Near-fatalities are reported in AIRS 
when:
1. Is the result of alleged child abuse 

and/or neglect on an open case or on a 

21

and/or neglect on an open case or on a 
case with CA history within 12 months.

2. The incident occurred in a CA or DEL 
licensed facility. 

Near Fatalities

Near Fatalities eventually result in a 
child death do not require a new AIRS  
report. 
Open e isting AIRS epo t

22

Open existing AIRS report
Check Child Fatality Box
Consider if a Child Fatality Review is 
required
Document in Follow Up

23

Click on this icon to input follow up information. 

Staff Safety Incident or Potential Threat of 
Harm

Serious Threat of Harm: A staff 
person or contracted provider feels 

24

their safety was/is in jeopardy, or 
they were/are at risk of harm as a 
result of receiving a threat.
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Staff Safety Incident or 
Potential Threat of Harm

Illness Serious/Communicable: 
Exposure to any blood borne 

25

pathogens, or any other 
serious/communicable illness 
(constituting a risk to others on 
the job)

Staff Safety Incident or 
Potential Threat of Harm
Documentation of H1N1 Flu Diagnosis 

Reports of the Swine Flu diagnosis are created in AIRS 
When a staff member has been diagnosed with H1N1 by 
exposure to others in the line of work. 
When a staff member has exposed others in the office 

d f ll  ti  (lik  ffi  l ) i ht b  
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and follow-up actions (like office closure) might be 
indicated.
Report under Staff Safety (for staff) and Client Related–
Other (for clients, foster parents, providers). 
Do not identify the staff person by name, e.g., use social 
worker, clerical, supervisor, etc.

Staff Safety Incident or 
Potential Threat of Harm

Environmental Hazard: Exposure of a 
staff person to any environmental hazard 
while in the course of carrying out job 
duties that require medical consultation 

27

to ensure the health of that person (e.g. 
exposure to methamphetamine 
manufacturing materials, etc.). 

Staff Safety Incident or 
Potential Threat of Harm

Traffic Accident: Occurs while a 
staff person is on the job in a 

l  t t d hi l
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personal or state-owned vehicle.

Staff Safety Incident or 
Potential Threat of Harm

Physical Assault by Client: Assault of a 
staff person by a child, parent, or 
individual identified as a client receiving 
services from the department. 

29

Immediately notify law enforcement and 
document the jurisdiction and police 
report case number in the "Community" 
section of AIRS. 

Staff Safety Incident or 
Potential Threat of Harm

Physical Assault by Other: Assault of a staff 
person by any other person (non-client) 
that occurs during the course of the staff 
person carrying out his or her job duties. 

30

Immediately notify law enforcement and 
document the jurisdiction and police report 
case number in the "Community" section of 
AIRS. 
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Staff Safety Incident or 
Potential Threat of Harm

Theft/Vandalism/Property Damage 
Report incidents of theft, vandalism, 
damage  o  loss of state o  p i ate 

31

damage, or loss of state or private 
property in excess of $250.

Client Related

Serious Injury: a child client requiring 
professional medical treatment (beyond 
first aid treatment) alleged to be the 
result of 

32

(a) CA/N, 
(b) unexplained injury or 
(c) an injury not consistent with the 
caretaker(s) explanation. 

Client Related

Allegations of Molestation or Rape: 
Allegations of sexual abuse by an adult 
caretaker of a child client, or incidents 
involving multiple victims or patterns of 

33

involving multiple victims or patterns of 
molestation or rape between children 
placed by the department.

Client Related

Suicide Attempts

Attempts causing injuries that require 
hospitalization of a child  

34

hospitalization of a child. 

35

Client Related

Placement Exceptions

Hotel 
Office

36

Adult Facilities
Apartment

Document Attempts to Find Permanent Placement

BE SPECIFIC  
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AIRS Reports on Facilities

Criminal activity that would 
disqualify a licensed provider from 
providing care to children (see WAC 
388-06-0170 & 388-06-0180). 

37

388 06 0170 & 388 06 0180). 
Allegation of sexual abuse/sexual 
exploitation. 
A pattern of high-risk child abuse 
and/or neglect referrals. 

AIRS – What is Reported?

High Profile Incidents
Examples:

Intake receives information on 
i t it  b

38

prominent community members
Law enforcement
Judges
Politicians

Media Interest
Licensed Care Providers

Alert Page

Case Status (open, dependent, etc)
Brief description of incident
Actions Taken (protective custody, 

39

changed placement, stop placement)
Prior history with CA

Alert Page
Example of Alert Page message:

On 3/6/2010, Tony Leavitt, 3 months old, died in his 
parents’ care. The King County Medical Examiner 
reported Tony was found by his mother, Gina 
Thomas, 21, face down in his crib. There was a bottle 
and soft bedding in the crib  Tony had cold days prior 

40

and soft bedding in the crib. Tony had cold days prior 
to this incident. Also in the home is Tony’s father 
Glen Leavitt, 24. CA did not have an open case with 
this family. On January 13, 2010, an intake reported 
the family’s apartment was filthy and the parents 
were suspected meth users. This screened as 
Information Only. Seattle Police and the KCME are 
investigating. There are no other children in the 
home.

Reporting Procedures

Critical Incidents are entered into AIRS 
within 30 minutes of receipt of the 
report. 

Child fatalities

41

Near Fatalities
High Profile incidents involving licensed 
providers and clients. 

All other AIRS reports are entered within 
24 hours. 

Reporting Procedures

Intake supervisors and/or CPS program 
managers input the initial AIRS report 
on child fatality and near-fatality cases. 
Unit supervisors input the initial AIRS 

42

Unit supervisors input the initial AIRS 
report on worker, staff safety, client 
related, and property loss incidents. 
Other incidents are input by intake 
supervisors or unit supervisors as 
determined by the region. 
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AIRS Questions

Delete an AIRS report
Add or delete users
General questions

43

Contact:
Paul Smith
360-902-7533
paul.smith@dshs.wa.gov

Critical Incident Reporting Protocol

44

Critical Incident Reporting Protocol

Reporting

Responding

45

Responding

Reviewing

Critical Incident Reporting Protocol

Ensures:
Immediate notification to the chain of 
authority 
Safety of children 

46

Safety of children 
Consistent, quality service that supports 
safety, well-being, and permanency for 
children
Accurate and transparent information
Accountability

What is a Critical Incident

Fatality or near-fatality of a child on open 
case.

Fatality or near-fatality of a child in which 

47

Fatality or near fatality of a child in which 
services were provided to the family within 
12 months prior to the child’s death or 
near-fatality. 

CA/N related fatalities/near-fatalities will get more 
scrutiny

What is a Critical Incident

High-profile event involving any person or   
family for whom CA has provided services.

Media coverage 
Legislative interest

48

g
Public interest 

High-profile events are not limited to media or 
legislative interest: When in doubt, consult.
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What is a Critical Incident

Serious physical abuse on open cases or 
kids in state custody (foster care or relative 
placement) 
Sexual abuse cases of kids in state custody 

49

y
Criminal activity by licensed providers
CA/N related arrests reported by media

When in doubt, consult.

Responding: Notification Timeline

In the first 30 minutes:
Notify chain of authority of incident, 
including the appointing authority. 
The appointing authority will notify:

50

The appointing authority will notify:

Field Operations Deputy Director or 
designee 
Notification continues to the Assistant 
Secretary, others as needed. 

Responding: Notification Timeline

In the first 30 minutes:
Begin documentation in AIRS.

AIRS generates email alerts.

51

Complete Extra Comment section in AIRS.
This is included in the email alert generated by 
AIRS. 
This information begins the triage process.

Responding: AIRS Email Alerts

Those receiving alerts include:
Chain of authority
Critical Incident Program Manager
Practice Consultants

52

Practice Consultants
Deputy Director of Field Operations
Field Operations Director
Ombudsman
Assistant Secretary
DSHS Communications

Responding: AIRS Extra Comment 
Section

Provide brief summary of incident 
including:
Case is open, closed with history, no 
histo

53

history.
Names, dates of birth (DOB), ages of 
all  children in home.
Names of parents/adult caregivers.
Location of children

Responding: AIRS Extra Comment 
Section

If open: program, legal status of 
children

54

If closed: program, legal status of 
children, date of open and close
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Responding: Critical Incident 
Briefing Template

Within two hours:
Complete the Critical Incident Briefing 
Template and provide to the 
appointing a tho it  

55

appointing authority. 

The appointing authority submits the 
briefing to the Assistant Secretary. 

Responding: Critical Incident 
Briefing Template

Summary of incident
Overview of case history, include  
information-only intakes

56

Current status of case
Next steps
Updates

Responding: Critical Incident 
Briefing Template

Briefing should also include:
Most recent health and safety visit, who saw the 
child last, how did they look?
Staffings, e.g.) CPTs, FTDMs, LICWAC, include 
significant recommendations 
R t l l ti it  ) l t h i  i ifi t 

57

Recent legal activity, e.g.) last hearing, significant 
decisions
Services: include current or most recent services, 
summarize services 

The briefing paper template includes detailed 
instructions. Please remove instructions before 
sending for review.

Responding: Critical Incident 
Briefing Template

The completed briefing is sent to:
Assistant Secretary
DSHS Communications
Di t  f Fi ld O ti

58

Director of Field Operations
Deputy Director of Field Operations
Regional Administrator or DLR 
Administrator
Deputy Regional Administrator or DLR 
Deputy Administrator

Responding: Staffing the Case

At the direction of the Assistant 
Secretary, a staffing may be held, in 
person or via conference call, 
within the next business day or 

59

within the next business day or 
sooner depending on the incident. 

Responding: Staffing the Case
The staffing may include:

Assistant Secretary
Director, Field Operations
Deputy Director, Field Operations
Other CA Directors, as needed

60

Other CA Directors, as needed
DSHS Communications 
Regional Administrator
Deputy Regional Administrator and/or DLR 
Administrator
Area Administrator
Supervisor
Social Worker 
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Responding: Staffing the Case

Tips for staffing the case:
Review the case and know the 

following:
f

61

Current condition of injured child
Safety planning for siblings, location
Case history
Last contact with the family
Current status / future case planning

Reviewing: Child Fatality Reviews

The child fatality review process is changing.
A review team supervised from HQ will 
conduct all fatality reviews. 

62

The CA Quality Assurance Team reviews 
the recommendations and creates an action 
plan for implementation.

CA Leadership Team approves the action 
plan.

63 64

Reminder

Subject to disclosure.
Grammar, punctuation, sentence 
structure.
Use of abbreviations

65

Use of abbreviations.
(REACH, NISSA, FNP, PCIT, TF-CBT)

Drafts may be submitted to anyone on the 
contact for review and feedback prior to 

final submission.

Reminders

AIRS reports continue to be required 
per Operations Manual 5100.

Child fatalities
N f t liti

66

Near-fatalities
Client-related
Provider Incident
Staff Safety Incident or Potential 
Threat of Harm
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Contacts
For assistance with or questions about 

the new protocol to:
Sharon Gilbert 360-902-7822
Paul Smith 360-902-7533

67

Kyle Smith 360-902-0254
Toni Sebastian 206-341-7378
Marilee Roberts 509-737-2812
Nicole Muller 360-902-0217

Direct media-related questions to:
Sherry Hill 360-902-7892
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Knowing one’s true self is the first task of a 
leader.

--Nisargadatta Maharaj, Indian spiritualist

Campbell Consulting 
nancy@nmcampbell.com

Becoming Who you were Born to Be

Campbell Consulting 
nancy@nmcampbell.com

Campbell Consulting 
nancy@nmcampbell.com

The Journey is about trying to see ourselves 
as others see us!

Campbell Consulting 
nancy@nmcampbell.com

I’d like you to take a few minutes by yourself 
to complete the following task

M k li t f th dj ti th t d ibMake a list of the adjectives that describe 
your best boss, your worst boss…..

Campbell Consulting 
nancy@nmcampbell.com

Mission
&
Values

Intellectual
Quotient

Emotional
Quotient

Three Aspects of Our Being

Values

Personality
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Emotional Intelligence by Daniel Goleman

Leaders who used styles with a positive 
emotional impact had better financialemotional impact had better financial 
returns than those who did not
Leaders with the best results did not 
practice one leadership style

Campbell Consulting 
nancy@nmcampbell.com

A leader operates on the emotional and 
spiritual resources of the organization, on its 
values, commitments and aspirations.

Th   t   th  h i l l  The manager operates on the physical values 
of the organization, on its capital, human 
resources, raw materials and technology.

--Bennis and Nanus

Campbell Consulting 
nancy@nmcampbell.com

Take a few minutes and create a definition of 
leadership.

Campbell Consulting 
nancy@nmcampbell.com

The art 
of mobilizing others 

to struggle 
f h d i ifor shared aspirations

Kouses and Posner

Campbell Consulting 
nancy@nmcampbell.com

Trying to get people to do things they 
otherwise, ordinarily would not do

Campbell Consulting 
nancy@nmcampbell.com

The Key is in 
Balancing 
T k dTask and 

Relationship

Campbell Consulting 
nancy@nmcampbell.com
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Affect 
Change

Influence

Campbell Consulting 
nancy@nmcampbell.com

Mission
Values and Principles

Self Awareness

Most career derailment is not due to limited 
technical or conceptual abilities but due to 
lack of effective interpersonal skillslack of effective interpersonal skills

Campbell Consulting 
nancy@nmcampbell.com

Campbell Consulting 
nancy@nmcampbell.com

Everyone thinks about 
changing the world but rarelychanging the world, but rarely 

does anyone think about 
changing themselves

Durga Parajuli, participant in gender-equity program sponsored by 
Heifer Nepal. From “World Ark” March-April 2005.

Leadership Development Assumes

We can learn leadership skills
Th i di id l i hThe individual is the target
There are many leadership roles in our lives

Campbell Consulting 
nancy@nmcampbell.com

Assessment:  Provides clarity about needed 
Changes (behavior, skills, attitude)

Challenge : Opportunity to experiment andChallenge :  Opportunity to experiment and 
Practice new (behavior, skills, Attitudes)

Support: Confirmation and clarification of 
lessons learned

Campbell Consulting 
nancy@nmcampbell.com
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Give you a new personality!

I IQ!Increase your IQ!

Campbell Consulting 
nancy@nmcampbell.com

360 Feedback 
Feedback Intensive Programs
Skill-Based Trainingg
Job Assignments
Developmental Relationships
Hardships

Campbell Consulting 
nancy@nmcampbell.com

THREE CATEGORIES 
OF 

LEADERSHIP SKILLS

1. Technical skills

Campbell Consulting 
nancy@nmcampbell.com

2. Interpersonal skills

3. Conceptual skills

THE EFFECT OF INDIVIDUAL 
CHARACTERISTICS ON BEHAVIOR

BEHAVIORAL RANGE

Comfort Zone

Zone of 
Discomfort

Zone of 
Discomfort

Individual
characteristics

Comfort Zone

Personality Dimensions are relatively stable 
over time, but

we can learn
to move outside 
f f tof our comfort zone

and to modify 
our behavior

Campbell Consulting 
nancy@nmcampbell.com

Ideal Self

Real Self
Practicing

Trusting 

Campbell Consulting 
nancy@nmcampbell.com

My Strengths

My Gaps
My Learning 

Agenda

Experimenting

Trusting 
Relationships
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Campbell Leadership Descriptor 

Id if i Ch i i f ff i l dIdentifying Characteristics of effective leaders

Campbell Consulting 
nancy@nmcampbell.com

Describe Universal Leadership Components
Evaluate your personal strengths and areas 
for growth
D l ti lDevelop an action plan
Expand your tool kit!

Campbell Consulting 
nancy@nmcampbell.com

One focus is on major tasks

Vision
Management
Empowerment
Diplomacy
Feedback
Entrepreneurialism

Campbell Consulting 
nancy@nmcampbell.com

Personal Style
Personal Energy
Multicultural Awareness

Campbell Consulting 
nancy@nmcampbell.com

Vision-Establish Tone and Direction
Management-Set goals and align resources to 
achieve them
E t S l t d D l lEmpowerment-Select and Develop people

Campbell Consulting 
nancy@nmcampbell.com

Diplomacy-Forge coalitions with internal and 
external stakeholders
Feedback-Observe and listen carefully to 
clients, customers, and other key 
stakeholders and share information so others 
can accept it
Entrepreneurialism-Find future opportunities 
or desirable outcomes through projects, 
programs and policies.

Campbell Consulting 
nancy@nmcampbell.com
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Find someone to partner with
Review your leadership descriptor
A h f ll i iAnswer the following questions:

Campbell Consulting 
nancy@nmcampbell.com

What was one important thing you learned as 
a result of completing the descriptor?
What surprised you?
On which characteristic did your good leader 
score the highest? The lowest? Your poorscore the highest? The lowest? Your poor 
leader? What do those scores imply about 
leadership?

Campbell Consulting 
nancy@nmcampbell.com

Did you score higher or lower than you 
expected? On which characteristics?
In what ways has completing the Descriptor 
helped you to see leadership differently?
What are some things you might do next toWhat are some things you might do next to 
become a better leader?

Campbell Consulting 
nancy@nmcampbell.com

Review your strengths

Why strong? How did you develop?
In what ways will this strength be useful to 

?you as you move up?
What steps can you take to further develop 
this?
Are there any negative effects of this 
strength?

Campbell Consulting 
nancy@nmcampbell.com

For your lower areas

Why is this area challenging for you?
In what ways is this area impeding your 

?progress?
How important will this area be as you move 
up?
What can you do to strengthen this area?

Campbell Consulting 
nancy@nmcampbell.com

Campbell Consulting 
nancy@nmcampbell.com
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Pick one behavior that you would like to change. 
Describe this behavior to randomly selected fellow participants. 
Do this one-to-one.
Ask for feedforward-two suggestions for the future that might 
help achieve a positive change in your selected behavior. Listeners 
may not give any feedback about the past. You are limited to 
future ideas only.
Listen attentively to the suggestions and take notes. You are not 
ll dallowed to comment on suggestions in any way. You may not even 

make affirming statements like “That is a good idea.”
Thank the other participant for his or her suggestion.
Now change roles and ask the other participant what s/he would 
like to change.
Provide feedforward-two suggestions aimed at helping them 
change.
Say, “You are welcome” when thanked for your suggestions.
Find another participant and repeat the process. 

Campbell Consulting 
nancy@nmcampbell.com

INDIVIDUAL DIFFERENCES FRAMEWORK

Personality

Environment
Culture & education
Parental Influence

Physical Environment

Heredity
Genes

Race/Ethnicity
Gender

INDIVIDUAL CHARATERISTICS

Campbell Consulting 
nancy@nmcampbell.com

Leadership Style and 
Behaviors

Abilities &
Skills

Values

Leadership is a developmental process
The most effective leaders are willing to 
explore themselves and their environment
Effective leaders understand that they have 
limitations that if acknowledged andlimitations that if acknowledged and 
understood can be effectively addressed
Effective leaders understand that they need 
to see and hear the perspective of others 
about their style and the culture of a given 
situation

Campbell Consulting 
nancy@nmcampbell.com

Everyone thinks about 
changing the world, but rarely 

does anyone think aboutdoes anyone think about 
changing themselves

Durga Parajuli, participant in gender-equity program sponsored by 
Heifer Nepal. From “World Ark” March-April 2005.

We should take care not to make the intellect our god. 
It has, of course, powerful muscles, but no personality. 

It cannot lead

Campbell Consulting 
nancy@nmcampbell.com

It can only serve.

Albert Einstein
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