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Request: The National Resource Center for Family-Centered

Practice and Permanency Planning and the National Child Welfare Resource

Center for Organizational Improvement are developing a framework to

support effective supervision in child welfare. We're attempting to

define the components of child welfare supervision and identify the

systemic and organizational supports required to empower supervisors to

function effectively as leaders and change agents.

As we gather data through a literature review and interviews, we wanted

to collect some information about the on-going training that child

welfare supervisors are receiving. Are you providing on-going training

to the supervisors in your agency? If so, will you share some

information about it? We're interested in learning about the content,

frequency, delivery methods, evaluation process and any other

information you think would help us understand your training. If you

have a website that describes your training I'd welcome receiving that

resource also.

Also, do the child welfare supervisors in your state have job descriptions? If so, are they current? Can you share them?

Responses from the NRCOI  Peer Training Network:

1. Here is Indiana’s Family Case Manager Supervisor job description per your

request.  

MB Lippold
Indiana Department of Child Services
Phone: 317.234.3925
Fax: 317.234.4497
Email: mb.lippold@dcs.in.gov
2. I have attached a copy of MI’s  job description for child welfare supervisors.  

Felicia D. Townsend, MSW, LMSW

Child Welfare Training Institute

(517) 241-7282

townsendf@michigan.gov 
3. Here is a copy of RI’s supervisory job description.

Lori M. Herz, MA

Training Specialist

RI Child Welfare Institute

401-456-4621

lori.herz@dcyf.ri.gov 

lherz@ric.edu
4. Here is the supervisors  job description according to the Human Resource Division Organizational Plan.  All supervisors must have a Masters Degree in order to be hired for the position. Also, supervisors are required to have a Permanent License from the Commonwealth of Puerto Rico and the accreditation from the Puerto Rico School of Social Work.
Ursula Manfredo and Esmeralda Cortijo Muñoz

Coordinadora Programática 

Oficina de Adistramiento

ADFAN
umanfredo@adfan.gobierno.pr
5. http://webapps.dop.state.nj.us/jobspec/62141.htm 

New Jersey's Department of Personnel website is available to the

public. The above link is to the specific job description for the

Supervising Family Service Specialist 2 position. The SFSS 2

position supervises our case workers (Family Service

Specialists). There is also a SFSS 1 position. We have initial

new supervisor training, but no on-going training specifically

for new supervisors.

Jo Ann Jackson

NJ Child Welfare Training Academy
joann.jackson @dcf.state.nj.us 
Indiana Department of Child Services, Family Case Manager Supervisor 4

Job Description:

The incumbent works in a County Office of the Department of Child Services (DCS) and is responsible for the direction and supervision of a unit that provides protective services to children and families. The unit provides social services to maintain children in their families in a safe and positive manner, or to remove children from their family to place them in protective environments working through the court system. The incumbent reports to either a Division Supervisor or Assistant Director in large County Offices or to the Director in smaller counties.

• Prioritizes work within the department and insures that deadlines are met. This includes assessment of the risk to the child when complaint calls are received and staff is not available to respond to all calls.

• Assigns work to unit staff. Sets standards for work based on federal, state and judicial system regulations and guidelines. Monitors the flow and quality of work performed. Schedules on call rotation of Family Case Managers 2’s;

• Reassigns work to maintain equitable work distribution and to cover vacant caseloads;

• Reviews actions taken by the Family Case Managers during home visits resulting form allegations of abuse or neglect for soundness of judgment and to insure that appropriate steps were taken to protect involved children;

• Assists the Director or Division Supervisor in establishing long-term goals and objectives for the county Office or division. Sets and implement goals and objectives within the department both long and short term. Conducts staff and community child protection team meetings;

• Communicates closely with the court system; 

• Reviews case files to insure that documentation is sufficient to meet court standards if subpoenaed. Reviews documents that are written specifically for the court such as recommendations to make a child a CHINS (Child in Need of Services), informal adjustment plans, family progress reports, reunification plans, and terminations of parental rights. The formats must meet court standards and the content must substantiate the recommendation of the department. The supervisor utilizes the assistance of the county attorney for this area but is totally responsible for the actions of the Family Case Managers that lead to the recommendations. Also reviews recommendations regarding licensure of foster care homes and adaptive home studies as well as other reports;

• Exercising considerable judgment, assists staff on call with difficult, emergency, life threatening, or other serious situations;

• Prepares for and testifies in court or may assist staff in preparation and testimony for hearings;

• In larger counties, participates in on call rotation in a supervisory capacity. In smaller counties, may be responsible for on call rotation with the Family Case Managers 2’s. may accompany staff on home visits where crisis situations exist ( although these are difficult to predict) and may do home visits when staff is not available to respond to a call;

• Insures that Family Case Managers and other staff are following policies, regulations and operating procedures. Assures that contacts between staff and people receiving  services as well as between staff and all other involved social service providers and the public are conducted in a professional and ethical manner;

• Maintains positive relationships with foster parents and foster parent organizations;

• Oversees the assessment of each family’s progress and capability to be reunited with their children;

• Conducts performance appraisals and maintains a fact file for all assigned employees;

• Interviews applicants for vacant positions and makes promotional and hiring recommendations to the Appointing Authority. Authorizes leave requests;

• Documents need for, recommends and assists in carrying out disciplinary actions;

• Assists with the development of local policies, interpretation of state and federal policies and regulations, and implements those within the incumbent’s department;

• Prepares and submits a departmental budget recommendation to the Director. Develops statistical and background information to support budget requests. Allocates and monitors the departmental budget and purchase of services budget;

• Trains Family Case Managers and other staff on new programs and developments, as well as provides training to new staff; 

• Establishes effective working relationships with supervisory staff of community social services agencies to facilitate services;

• May perform public relations functions by addressing groups or individuals about the purpose, goals and methods of programs;

• May represent the department in administrative appeals and hearings as a result of a complaints by people receiving services or by staff;

• Performs related duties as assigned

Minimum Qualifications:

Bachelor degree in Child Development, Education, Healthcare, Psychology, Guidance and Counseling, Social Work, Sociology, Criminology or related area.  Plus three (3) years full-time professional experience in the provision of education or social services to children and/or families or related experience.  At least one (1) year of the required experience must be in an administrative, managerial, or supervisory capacity. Or

Master Degree in Social Work from an accredited university or college. Substitution:  Accredited graduate training in any one of the following areas may substitute for the required experience on a year for year basis: Child Development, Education, Healthcare, Psychology, Guidance and Counseling, Social Work, Sociology, Criminology or related area.

MICHIGAN CIVIL SERVICE COMMISSION 

JOB SPECIFICATION 
SERVICES PROGRAM MANAGER 

JOB DESCRIPTION 
Employees in this job direct the activities of professional Services Specialists in one or more of a variety of service program areas such as protective services, foster care, adoption, juvenile justice, foster home licensing and adult services in a Department of Human Services county or district office. The employee works within general methods and procedures and exercises considerable independent judgment to adapt and apply the guidelines to specific situations. The work requires knowledge of the policies, procedures, and regulations of social services programs, and of supervisory techniques, personnel policies, and procedures. 

There are four classifications in this job. The classification level is determined by the application of the Professional Managerial Position Evaluation System. 

Position Code Title – Services Program Manager-2 
Services Program Manager 13 
The employee functions as a first-line professional manager of professional positions in a standard work area. 

Position Code Title – Services Program Manager-3 
Services Program Manager 14 
The employee functions as a first-line professional manager of professional positions in a complex work area. 

Position Code Title – Services Program Manager-4 
Services Program Manager 15 
The employee functions as a second-line professional manager of professional positions in a complex work area. 

Position Code Title – Services Program Manager-5 
Services Program Manager 16 
The employee functions as a third-line professional manager of professional positions in a complex work area. 

JOB DUTIES 
NOTE: The job duties listed are typical examples of the work performed by positions in this job classification. Not all duties assigned to every position are included, nor is it expected that all positions will be assigned every duty. 

Selects and assigns staff, ensuring equal employment opportunity in hiring and promotion. 
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Coordinates activities by scheduling work assignments, setting priorities, and directing the work of subordinate employees. 

Evaluates and verifies employee performance through the review of completed work assignments and work techniques. 

Identifies staff development and training needs and ensures that training is obtained. 

Ensures proper labor relations and conditions of employment are maintained. 

Maintains records, prepares reports, and composes correspondence relative to the work. 

Monitors case activity and periodically reviews cases to ensure that appropriate services are provided and referral sources are developed. 

Monitors and evaluates the provision of client services in the work area. 

Assists employees with and reviews cases, handles contacts with clients and others as required. 

May be responsible to initiate, coordinate, or monitor contracts with providers in support of human service programs. 

Provides assistance to staff in developing effective caseload management techniques to maintain timely service to clients. 

Plans and conducts in-service training for subordinate staff. 

Maintains liaison with public agencies, private agencies, and governmental entities. 

Serves as a resource person to subordinate staff and the public with respect to community resources available for client referrals and in interpreting services available. 

Directs the activities of services staff. 

Provides assistance to the management staff in defining and resolving service delivery problems. 

Develops plans and finds resources to address clients and families problems in housing, employment, training, counseling, and other areas, using specific service methods; monitors services provided. 

Provides assistance in the development of programs, policies, and procedures related to the provision of services to the public. 

Prepares reports, attends conferences and individual meetings, gives testimony, and makes speeches as necessary. 

SERVICES PROGRAM MANAGER
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Provides direct counseling services to clients. 

May be assigned or approved to represent the Department of Human Services’ interests on a human services agency governing board or committee. 

Performs related work as assigned. 

JOB QUALIFICATIONS 
Knowledge, Skills, and Abilities 
NOTE: Thorough knowledge is required at the 13 and 14 levels and extensive knowledge is required at the 15 and 16 levels. 

Knowledge of state and federal social welfare laws, rules, and regulations. 

Knowledge of departmental assistance programs. 

Knowledge of social work theory, methods, and terminology for casework, group work, and community organization. 

Knowledge of human behavior and the behavioral sciences, including human growth and development, dynamics of interpersonal relationships, and family dynamics. 

Knowledge of interviewing techniques and methods for obtaining and communicating information. 

Knowledge of social problems, their causes, effects, and means of remediation. 

Knowledge of family and marital problems, their characteristics, and solutions. 

Knowledge of community resources for providing assistance to families, individuals, and groups.

Knowledge of cultural and subcultural values and patterns of behavior. 

Knowledge of emotional states and their behavior indicators. 

Knowledge of the principles and techniques of achieving change in individuals and groups, and an ability to demonstrate successful application. 

Knowledge of the types of discrimination and mistreatment to which clients may be subjected and applicable remedies. 

Knowledge of training and supervisory techniques and an ability to successfully apply techniques as needed. 

Knowledge of employee policies and procedures. 

SERVICES PROGRAM MANAGER
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Knowledge of equal employment practices. 

Ability to instruct, direct, and evaluate employees. 

Ability to communicate with individuals who have emotional or mental problems and with members of different cultural or subcultural groups. 

Ability to persuade or influence people in favor of specific actions, changes in attitude, or insights. 

Ability to alleviate stress and anxiety and be supportive of persons. 

Ability to work tactfully, collaboratively, and diplomatically with others. 

Ability to maintain records, prepare reports, and compose correspondence related to the work.

Ability to effectively communicate with others, both verbally and in writing. 

Ability to maintain favorable public relations. 

Working Conditions 
Some jobs require an employee to work in adversarial situations. 

Physical Requirements 
None. 

Education 
Possession of a bachelor’s degree in social welfare, social work, sociology, psychology, family ecology, consumer/community services, family studies, family and/or child development, counseling and guidance, criminal justice, gerontology, special education, education of the emotionally disturbed, or education of the gifted. 

Experience 
Services Program Manager 13, 14 
Three years of professional experience equivalent to a Services Specialist or Family Independence Specialist, including one year equivalent to a Services Specialist P11 or Family Independence Specialist P11. 

Services Program Manager 14 
One year of experience equivalent to a Services Program Manager 13 or Family Independence Manager 13. 

SERVICES PROGRAM MANAGER
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Services Program Manager 15, 16 
Two years of experience equivalent to a Services Program Manager 13 or Family Independence Manager 13, or one year equivalent to a Services Program Manager 14 or Family Independence Manager 14. 

Alternate Experience for the Services Program Manager 13, 14 
Two years of experience as a Services Specialist or a Family Independence Specialist in addition to one year of experience in one of the following areas: 

• Resource Program Analyst or Departmental Analyst work as a services program analyst responsible for activities such as assessing legislation, developing program policy, or serving as a policy and case consultant (e.g., foster care analyst, protective services analyst, zone service specialist). 

• Human Resource Developer providing training to services staff in a services program area (e.g., a trainer for the Child Welfare Institute). 

Special Requirements, Licenses, and Certifications 
None. 

NOTE: Equivalent combinations of education and experience that provide the required knowledge, skills, and abilities will be evaluated on an individual basis. 

JOB CODE, POSITION TITLES AND CODES, AND COMPENSATION INFORMATION 
Job Code
Rhode Island
CLASS TITLE:

CASEWORK SUPERVISOR II

Class Code: 02822500

Pay Grade: 28

EO Code: A

CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To plan, assign, supervise and review the work of caseworkers and support staff.  To assist social workers in the clinical assessment and  intervention of individuals and their families.  To facilitate, aid, and motivate staff to address social problems. To demonstrate cross cultural competency and sensitivity. To assist in the implementation of the Department's mission and to do related work as required.

SUPERVISION RECEIVED: Responsible to immediate superior for whom general and specific assignments and instructions are received with the ability to exercise independent judgment and initiative. Work is reviewed as to competency of the Department's mission, clinical skills, appropriate knowledge and implementation and conformance of the Department's policy and federal mandates.

SUPERVISION EXERCISED: Exercises supervisory authority as well as the direction and coordination of social caseworkers and support staff in the performance of their duties. Assess, assigns, and reviews the work of staff for conformance with Department and federal policy.

ILLUSTRATIVE EXAMPLES OF WORKPERFORMED:


To manage the daily operation of a unit consisting of Social Caseworker ITs' and support staff in the performance of their duties which include both direct and indirect services to a highly specialized caseload (abused, neglected, dependent, wayward, delinquent, emotionally and behaviorally disordered children and youth and their families).


To make and/or approve decisions affecting the safety and well being of children and youth based on current child welfare practice and reflecting federal, state and Department policy, procedure, rules and regulations.


To instruct and inform staff in current child welfare practice and all relevant federal, state and department policy, procedure, rules and regulations.


To participate in and/or lead regularly scheduled unit, individual and regional meetings for the purposes of case reviews, information sharing and discussion of practice issues.


To set and measure outcomes for services as required.


To maintain data on unit operations.


To ensure the timely entry of information via a complex information system for both self and staff.


To oversee the management of all cases assigned to the unit, including the timely, accurate and appropriate production of all required documents (such as case plans, narratives, case activity notes, petitions and other court documents) and the timely and professional performance of all required duties and activities.


To ensure that staff practice according to policy.


To implement the directives of management and to keep the assigned administrator informed and aware of routine unit functions and any exceptional circumstances.


To assign and monitor work to staff and maintain records of such work as required.


To maintain schedules for self and staff which facilitate access in emergency situations.


To evaluate, correct or discipline staff according to policy and standards.


To participate in both internal and external committees, activities, events and work groups, hearings as appropriate. .


To ensure coverage of all unit functions such as court hearings, reviews, visits, and other required activities for absent staff


To allocate and account for resources provided to staff and to clients.


To perform related duties as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGES, SKILLS AND CAPACITIES: A thorough knowledge of the principles, practices and techniques of social work and the ability to apply such knowledge in supervising a group of social workers engaged in providing intensive social case work services within the assigned program of family and children services; a thorough knowledge of emotional, behavioral and environmental patterns, as well as social and economic factors

that contribute to personal maladjustment, illness and dependency; a thorough knowledge of the various provisions of federal and state laws involving social welfare services; to demonstrate knowledge and sensitivity to cultural issues; a thorough knowledge of community resources and the ability to utilize them effectively; a working knowledge of the fundamental principles of public welfare administration including financing, budgeting,

personnel management, and In-Service Training; the ability to assign, supervise and review the work of social casework staff; a thorough knowledge of the Department's automation system and related software; a thorough knowledge of the operation of a personal computer; the ability to accept direction and work under the supervision of a superior; the ability to establish and maintain effective working relationships with clients, staff, superiors and associates, other public and private agencies, the community and public; and related capacities and abilities.

EDUCATION AND EXPERIENCE:

Education: Such as may have been gained through: possession of a Bachelor of Arts or Bachelor of Science degree in one of the following areas: Social Work, Psychology, Child Development, Sociology; and

Experience: Such as may here been gained through: 3 years experience as a social worker in public child welfare.

Class Revised: December 29, 2002

Editorial Review: 3-15-2003
Puerto Rico

WORK RESPONSIBILTY –SUPERVISOR I 

·  Supervise, coordinate and direct the work performance of the professional and assistant personnel.

·  Impart instructions and approve work plans.

·   Review and approve social reports related to the rendering of services in their unit. 

·  Prepare statistical and narrative reports about the services offered in their units and review the reports prepared by the supervised personnel. 

·  Carry out evaluations or diagnostic studies in special situations related to the protection of minors, domestic violence, foster homes and/or care centers, vocational rehabilitation centers and others. 

· Plan, coordinate and direct meetings related to the handling of social clients.

·  Receive and answer mail, take care of office visitors and deal with office procedures related to the job description. 

·  Collaborate in the organization and execution of training activities. 

WORK RESPONSIBILITY –SUPERVISOR II

· Supervise, coordinate and evaluate the service activities of the region’s local offices. 

· Direct and orient the personnel of the region on how to apply   the central offices instructions. Oversee that the norms, rules and procedures related to the programs to which they respond are applied correctly and evenly. 

· Determine changes, modifications or necessary amendments in order to assist in the social changes and the needs of the customers. 

·  Visit the local offices periodically to evaluate their performance or to help in the solution of problems. 

· Collaborate as a specialist with the Training Department; this includes the planning, organization and implementation of training activities for the supervised personnel.

· Supervise the protection and adoption services.

· Coordinate all activities with the community, other government department programs and governmental agencies.

· Analyze, evaluate and deliver the local offices reports to the central office.
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