Oklahoma’s Request for Information on Assessing the Training Needs of New Supervisors
Responses as of Nov. 13, 2007
Request: 
The NRCOI received a request to gather information on how to assess the training and mentoring needs of new supervisors. The Oklahoma Child Welfare Training Center is creating an assessment for new supervisors to help evaluate what their specific training and mentoring needs are. The Child Welfare Training Center is interested in learning if any states are already doing this and have existing testing instruments to share. 
Responses received from the NRCOI Peer Training Network:

1. Child  Welfare Recruitment | School of Social Work | Michigan State 

University_ 
http://www.socialwork.msu.edu/outreach/childwelfare_resources.html  

Go to the bottom of the page, look at reports and instruments and you’ll see:  Program Manager and Supervisor Training Needs Assessment  and Program Manager and Supervisor Training Needs Assessment Instrument 
Jerry Sopko

Practice Improvement trainer

PA Child Welfare Training Program

Gps8@pitt.edu 
2. Vermont recently used the following Supervisor Readiness Assessment with supervisors.  It was designed both to assess their position/understanding of impending systems change here and to give them information about what the changes might be in their roles.  It stimulated interesting discussion, and gave us some useful info about their needs.

Sarah Gallagher, M.S.W.

Child Welfare Training Partnership Coordinator

University of Vermont

Mann Hall #004, Trinity Campus

208 Colchester Avenue

Burlington, Vermont  05405-1757

(802) 656-3354

Sarah.Gallagher@uvm.edu 



Vermont Supervisor Readiness Assessment
rate your confidence in your ability to carry out the task.

Rating:    1= not confident I can achieve this 
5= confident I can achieve this

	Supervision  Component


	Readiness Rating

	Administrative Supervision



	Foster ownership of mission, goals, values, policies and procedures
	

	· I understand and support FSD’s transformation plan
	

	· I am aligned with FSD’s mission and new goals and values, and can support emerging policies and procedures aiming for greater family engagement while maintaining safety for children.
	

	· I can guide, support and empower my staff through this transformation into full use of a new, much more family-centered practice model.
	

	Assure cohesion and high performance in the unit 
	

	· I understand what is needed in FSD’s new practice model in terms of key worker functions, such as engaging with families without court intervention, and utilizing a “Signs of Safety” or family-centered framework for thinking about cases.
	

	· I can develop a system to support successful achievement of these functions, monitor success, document program compliance, and evaluate for problems and trends.  
	

	Encourage maximum performance of individual staff
	

	· I hold staff accountable for incorporation of new practices, policies and procedures into their practice.
	

	· I use a transparent model of supervision, owning and sharing my process, and modeling and demonstrating the new practices, policies and procedures.  
	

	· I provide frequent, timely, specific positive feedback, supporting and empowering workers to use and build on their strengths.  
	

	· I challenge workers to improve their practice, and I take appropriate positive or corrective personnel actions when needed.
	

	Facilitate open communication between staff and management
	

	· I model and support positive communication between staff and management as we transform the practice model in FSD.  
	

	· I value and encourage constructive recommendations from staff and advocate with management for creative improvements based on staff input.  
	

	Foster collaborative relationships within the division, department and with community agencies
	

	· I share information and strategies, mend any “broken” relationships, and invite education of me, my staff and colleagues by others in the agency and by community partners. 
	

	Educational Supervision



	Provide or assure new orientation for new staff
	

	· I orient new staff to the new FSD practice model and expectations.
	

	Create and implement a training plan
	

	· I create a training plan incorporating the new practice model for my work with individual new and existing employees.
	

	Encourage personal and professional growth and advancement
	

	· I support personal/professional growth and development by freeing up staff time for attending appropriate trainings.
	

	· I regularly ask for detailed feedback from workers attending trainings, and seek ways to help them incorporate learning into current practice.
	

	Provide clinical case supervision
	

	· My education and training includes a substantial clinical/therapeutic component.
	

	· I supervise my staff on clinical/counseling issues as they engage with clients to create positive change in support of safety for children.  
	

	· I provide effective group supervision within the emerging FSD framework.
	

	Supportive Supervision



	Establish a positive work climate
	

	· I create a positive, forward moving work climate, embracing the changes involved in FSD’s transformation plan.
	

	· I keep staff morale high in spite of challenges inherent in major systemic change plus the ongoing challenges of child welfare work.
	

	Develop and support teamwork
	

	· I develop and maintain a highly functioning, cooperative team in the Family Services work environment.
	

	Facilitate successful resolution of conflict within and without the agency
	

	· I help workers address and resolve conflicts within the team, with other professionals, and with family members on their caseloads.
	

	· I help workers own their feelings and points of view, be open to other points of view, and find creative, win-win solutions, always keeping in mind any safety issues.
	

	· I challenge workers to take a deeper look at their own position in relation to the conflict at hand, the needs of the child and family, and our emerging understanding of best practice. I am able to do this in a way that empowers the worker and facilitates issue resolution.
	

	Develop self-awareness of one’s own attitudes, needs and behavior and its effect on the supervisory relationship
	

	· I know myself and my supervisory strengths and weaknesses well.
	

	· I am consistently deepening my self-awareness, especially as it relates to relationships with the staff that I supervise.
	

	· I am moving to greater transparency in my supervisory role, modeling for staff how to share power while remaining authentic, caring and on-purpose in our work.  
	


3. The following is what we used here in Illinois to assess Supervisor job function/ tasks and competencies, we build our Supervisory curriculum around our analysis. 

Judy Zaleski, CLEW, CAWS

Administrator, Office of Training & Development

Chicago, IL  60616 

Judy.Zaleski@illinois.gov 

Direct Service Child Welfare Employee

Position Information Questionnaire

Document Control Date:  April 12, 2006
PIQ Number ___________
DCFS Division or Private Agency Name:  _____________________________________  

DCFS Region___________

DCFS or POS Site/Office Name: (e.g. East St. Louis Field Office)____________________________ 
Present Job 
□ Child Protection Services Worker

□ Intact Family Caseworker *
□ Child Protection Supervisor

□ Intact Family Supervisor

□ Placement** Caseworker


□ Adoption Specialist Caseworker
□ Placement Supervisor


□ Adoption Services Supervisor

□ Other (Specify Child Welfare Job Function) _____________________________

	PURPOSE 

· We have randomly selected you to participate in this research project. Your participation is strictly voluntary. Your name or identity will not be disclosed or recorded for this survey.

· The information recorded from the Position Information Questionnaire will be used for the express purpose of developing the Child Welfare Foundation Course content used for training direct service child welfare employees and supervisors. The Foundation Course is one of the Requirements for Licensure as a direct service child welfare employee or supervisor.  

· The information provided by direct service caseworkers and supervisors will be used to compile a baseline of job related competencies in all areas of direct service child welfare practice, including supervision, child protection investigation, child welfare intake, follow-up child welfare case management for intact families, follow-up child welfare case management for foster care, relative foster care, residential care, and adoption services. 

· Completion of the Questionnaire is a collaborative process between the Office of Training, and randomly selected DCFS and POS caseworkers and supervisors. Information will be confidential and will be used for the express purpose of research and development of training and instructional programs sponsored by the Department. 

· * Note, the word “caseworker” and “case manager” are used interchangeably in this questionnaire, meaning the same thing.

· ** Note, the words “Placement,” or “Foster Care,” or “Permanency” Caseworker mean the same thing for purposes of this questionnaire.

· Please remember that this time study is NOT to assess your performance on specific cases but to get a sense of how much of your "job-time" is dedicated to stated task.




Instructions:  The following pages provide examples of skill sets for direct service child welfare supervisory/managerial employees. Circle the number which best reflects the overall mastery of skills in each area. 

	Job Competency
	1. Awareness
	2. Understanding
	3. Application
	4. Integration

	1. Assessment and Case Planning of the impact of family dynamics on safety, well-being and permanency
	Acknowledges these are complicated issues in child welfare. Is able to describe factors within each clinical area
	Links behavior and knowledge; asks appropriate questions of workers during supervision. Identifies underlying issues associated with each clinical area.
	Prompts workers to identify issues. Models effective use of self or staff. Ability to assess client progress in specific services.
	Has achieved advanced certification in the clinical specialty area. Mentors/trains other management staff in clinical areas.

	a) Identify the impact of family structure, roles, rules, and boundaries on safety and risk issues
	
	
	
	

	b) Identify the impact of mental health issues on safety and risk
	
	
	
	

	c) Identify developmental issues and needs of family members
	
	
	
	

	d) Identify the impact of domestic violence issues on safety and risk
	
	
	
	

	e) Identify the impact of substance abuse issues on safety and risk
	
	
	
	

	f) Identify the impact on sexual abuse issues on safety and risk
	
	
	
	

	g) Identify the impact of health issues on safety and risk
	
	
	
	

	h) Implement appropriate services to address identified issues in the above categories
	
	
	
	

	i) Ensure identified issues are documented in the case record and service plan


	
	
	
	

	2. Case Management and Supervision of Casework that promotes and influences positive change in the family.
	Understands the responsibilities of the worker as a change agent. Identifies appropriate strategies for change
	Links behavior and knowledge. Model appropriate strategies for staff
	Assess staff’s ability to effect change in children and families. Provides effective and meaningful feedback
	Mentor other management staff in modeling and assessing strategies for change

	j) Model and demonstrate interventions which engage and empower families, such as:
	
	
	
	

	· Engaging the family
	
	
	
	

	· Effective interviewing
	
	
	
	

	· Assessment strategies
	
	
	
	

	· Negotiating
	
	
	
	

	· Constructive confrontation
	
	
	
	

	· Mediation
	
	
	
	

	· Conflict Management
	
	
	
	

	· Termination of Services
	
	
	
	

	· Advocating
	
	
	
	

	· Empowering
	
	
	
	

	· Positive Reinforcement
	
	
	
	

	· Implementing well-planned transitions for children and families
	
	
	
	

	k) Monitor and support worker’s use of self by:
	
	
	
	

	· Helping worker assess his or her biases
	
	
	
	

	· Identify the impact of those biases on family progress
	
	
	
	

	· Assisting worker to minimize impact of the biases on family progress


	
	
	
	

	3. Identify and implement interventions that support safety, well-being, and permanency
	Understands the impact of safety, well-being and permanency on children. Is aware of resources in the community.
	Identifies resources to address child and family needs. Guides worker in decision-making around referrals to appropriate resources. Identifies service gaps in the community.
	Identifies interventions that effectively meet service needs. Appropriately links Integrated Assessment to the service planning process. Advocates for needed service in the community.
	Assesses resources for quality of services. Guide other management staff in the assessment and service referral process.

	l) Know the effective interventions at the regional and state levels
	
	
	
	

	m) Review and interpret all reports and evaluations, including the Integrated Assessment, therapeutic and ensure the implementation of recommendations 
	
	
	
	

	n) Ensure appropriate referrals are made to meet client needs based on assessment
	
	
	
	

	o) Seek consultation when necessary resources cannot be identified
	
	
	
	

	p) Evaluate treatment/service providers ability to meet client’s need and address specific safety, well-being and permanency issues
	
	
	
	

	q) Encourage the workers to involve the family in the development, implementation, and evaluation of the service plan
	
	
	
	

	4. Ability to apply group dynamics to family and team development.
	Recognize the impact of group dynamics on team process. Identifies the roles, rules, and stages of group development as they pertain to families.
	Apply knowledge of group dynamics to intervene with team. Facilitates child and family team meetings and group supervision. Identifies the impact of culture and ethnicity in group dynamics
	Guide staff in facilitating child and family team meetings. Identify and support the resolution of power and control issues as they pertain to staff.
	Serve as a mentor to other management staff regarding conflict resolution skills, negotiation skills, and other group process, skills, with families and teams.

	r) Identify the stage of group process within your team
	
	
	
	

	s) Assist workers with the ability to identify the stages of group process within the families served
	
	
	
	

	t) Identify and address power and control issues as they pertain to families, workers, and organizations
	
	
	
	

	u) Identify and address the role of culture and ethnicity on group dynamics
	
	
	
	

	v) Intervene effectively in group supervision
	
	
	
	

	w) Demonstrate leadership in delegating tasks and responsibilities in teams, work groups or committees 
	
	
	
	

	x) Foster leadership roles with team members
	
	
	
	

	y) Facilitate effective child and family team meetings and clinical staffings
	
	
	
	

	z) Manage and/or resolve conflict in group situations
	
	
	
	

	aa) Apply knowledge of group dynamics to build an effective team
	
	
	
	

	5. Demonstrate self-awareness


	Is aware of one’s on strength and needs. Understands the value of positive parallel process.
	Ability to accept feedback about the impact of self on social work practice and decision making. Addresses barriers that hinder effective decision making
	Identifies self-awareness issues that build barriers to effective intervention. Models self-evaluation process. Implements positive parallel processes.
	Intervenes in negative parallel processes. Guides other management staff in identification of self awareness issues in their staff.

	ab) Honestly assess one’s own:
	
	
	
	

	· Personal And professional strengths
	
	
	
	

	· Needs
	
	
	
	

	· Motivations
	
	
	
	

	· Values
	
	
	
	

	· Biases 
	
	
	
	

	· Filters
	
	
	
	

	ac) Identify and address transference and counter-transference issues in supervisor, worker, and client interactions
	
	
	
	

	ad) Identify and address parallel processes between client-worker relationships and worker-supervisor relationships
	
	
	
	

	6. Demonstrate culturally competent leadership.
	Is aware of cultural issues on service provision and team interactions. Has knowledge of culturally sensitive services.
	Recognizes the impact of culture on critical case decisions. Measures/questions impact of own culture and culture of staff on case dynamics.
	Promotes and advocates for cultural sensitivity and acceptance of diversity of clients and staff. Mentors staff on culture and diversity issues.
	Serves on statewide committees pertaining to culture and diversity. Identifies resources to broaden self and team understanding of culture and diversity issues. Mentors other management staff on culture and diversity issues.

	ae) Practice and model cultural responsiveness in supervision
	
	
	
	

	af) Recognize your limitations in cultural knowledge and seek guidance when necessary
	
	
	
	

	ag) Monitor compliance with ICWA, Burgos, IEPA, and current consent decrees related to client service
	
	
	
	

	ah) Review service plans for culturally responsive interventions and services
	
	
	
	

	ai) Demonstrate the importance of cultural awareness through inclusion of related topics in team meetings and in-services
	
	
	
	

	7. Conduct and document weekly supervision with staff
	Understands the importance of weekly supervision related to service provision and staff support.
	Holds weekly individual supervision with staff. Documents case decisions and supervisory issues in appropriate record.
	Provides sound clinical guidance and ongoing support through weekly supervision. Address both case related issues and professional development of staff. 
	Mentors other management staff in provision of supervision, documentation, and personnel issues.

	aj) Document case-specific supervision in the case file. Such documentation should include:
	
	
	
	

	· Critical decisions
	
	
	
	

	· Case-specific tasks and timeframes
	
	
	
	

	· Family progress over time
	
	
	
	

	· Interventions associated with all cases
	
	
	
	

	· Ongoing assessment of safety, risk, well-being, and permanency
	
	
	
	

	ak) Document non case-specific supervision in the supervisory file. Such documentation should include:
	
	
	
	

	· Professional development
	
	
	
	

	· Progress evaluation
	
	
	
	

	· Human resource issues
	
	
	
	

	· Worker strengths
	
	
	
	

	· Public accolades
	
	
	
	

	· Issues covered in supervision
	
	
	
	

	· Tasks and timeframes/deadlines for workers
	
	
	
	

	al) Review key documents to ensure that they reflect child and family progress
	
	
	
	

	am) Provide feedback to workers regarding any corrections or modifications on reviewed documents
	
	
	
	

	8. Monitor and enforce key administrative functions to ensure compliance.
	Understands all mandated timeframes, policy, COA, and Federal Review Standards.
	Develops tracking systems to ensure compliance.
	Consistently provides staff feedback on their compliance with existing standards. Regularly ensures staff meets those guidelines.
	Mentors other management staff in adherence to existing guidelines. Shares existing tracking and monitoring systems.

	an) Monitors compliance to mandated timeframes
	
	
	
	

	ao) Monitor and track caseworker activities in accordance to Rule and Procedure, Federal Review guidelines and COA standards
	
	
	
	

	ap) Analyze data on key employees functions related to client outcomes
	
	
	
	

	9. Engage in on-going performance improvement activities
	Have knowledge of QA/QI processes as they relate to the Department
	Uses data provided to develop plans to ensure high-quality services to children and families. Encourages participation in QA/QI process within the office.
	Follows through on nay issues identified through the QA/QI process. Participates on local and regional quality councils.
	Participates on the Statewide Quality Council. Mentor other management staff in developing QA/QI expertise.

	aq) Actively participate in the quality improvement/assurance process
	
	
	
	

	ar) Support staff participation in the quality improvement process
	
	
	
	

	as) Apply motivational techniques to improve worker performance
	
	
	
	

	10. Promote and model effective court testimony and conduct.
	Understands juvenile court law and local court procedures
	Attend court with staff to observe and provide feedback regarding their courtroom performance. Ensure staff attend appropriate court training Review and monitor any court documents provided by staff.
	Models effective testimony for staff. Prepares staff for court in order to prevent any negative court feedback. Ensures congenial professional relationships with local court personnel. 
	Assists with state-wide training of staff to enhance court performance. Works with committees to address macro-level court issues.

	at) Ensure workers are adequately trained in the court process
	
	
	
	

	au) Understand court procedures specific to your area
	
	
	
	

	av) Review all documents prior to court hearings to ensure workers are prepared for court
	
	
	
	

	aw) Observe workers delivering testimony and provide structured feedback to help them effectively operate within the court system
	
	
	
	

	ax) Maintain effective working relationships with court personnel
	
	
	
	

	11. Ability to identify and adhere to fiscally responsible practices.
	Has an understanding of local/unit budget and business issues/processes.
	Provides input into budgetary and business needs. Monitors staff travel and other expenditures.
	Assesses monetary resources and spending to maximize effectiveness of contracted services. Models effective fiscal management. 
	Develops local, regional, or unit budgets. Advocates for increased spending in key service areas to meet changing needs. 

	ay) Identify requirements and specifications of agency contracts and grants
	
	
	
	

	az) Manage fiscal responsibility as it applies to unit functions
	
	
	
	

	12. Evaluate and provide accurate and timely feedback on staff performance
	Understand supervisory responsibilities regarding professional development of staff.
	Orient new workers to job expectations. Provide clear and positive feedback to all staff about job performance.
	Develops staff in areas needing growth and builds on their strengths to improve performance. Communicates clearly and supportively to staff.
	Mentors other management staff in the evaluation and feedback process.

	ba) Complete employee evaluations in a timely and detailed manner
	
	
	
	

	bb) Recognize and build on worker’s strengths
	
	
	
	

	bc) In conjunction with worker, identify employee objectives
	
	
	
	

	bd) Identify training areas pertaining to staff’s professional development
	
	
	
	

	be) Effectively communicate job standards and expectations to the worker
	
	
	
	

	bf) Practice the appropriate use of power and authority


	
	
	
	

	13. Promote and support a safe and supportive work environment
	Has an understanding of safety issues related to child welfare.
	Monitors adherence to safe practices and respect of diversity in the workplace.
	Models safe practices and respect for diversity among staff members and with clients. Intervenes in unsafe or disrespectful situations.
	Mentors other management staff in the implementation of safe and respectful practices.

	bg) Develop and implement safety protocols for staff
	
	
	
	

	bh) Enforce worker compliance with sexual harassment policy
	
	
	
	

	bi) Foster and respect diversity in the workplace
	
	
	
	

	14. Model and support ethical practice in child welfare.
	Has read the Child Welfare Code of Ethics and all other codes pertaining to job functions/professional credentials.
	Demonstrates ethical practice with clients, staff, and peers.
	Applies the OIG Model for Ethical Child Welfare Practice to client and staff situations. Follows through with addressing any unethical behaviors.
	Conducts in-services for ethical practices. Assists in providing ethics training for Department staff.

	bj) Follow the Code of Ethics for Child Welfare Workers in Illinois and any other applicable code of ethics
	
	
	
	

	bk) Model behavior and conduct that promotes dignity, integrity, honesty, fairness, and respect in all relationships, with staff and clients
	
	
	
	

	bl) Identify situations where an individual or group’s personal or private interests affects the safety and emotional well-being of the clients
	
	
	
	

	bm) Apply the OIG Model of Ethical Decision Making to ethical dilemmas in the field and in the workplace
	
	
	
	

	bn) Ensure that staff complete the mandatory annual State of Illinois Ethics Training
	
	
	
	

	bo) Ensure compliance with the Department and State of Illinois Sexual Harassment, EEO and Affirmative Action Rules
	
	
	
	

	15. Identify areas of conflict and disagreement and negotiate compromise
	Is aware of conflict situations in the office and team. Understands the basics of conflict management and mediation.
	Applies conflict management and mediation skills to resolve office conflict and to intervene in difficult family situations. 
	Identifies potential areas of conflict in the office before they escalate. Intervenes appropriately to prevent the conflict.
	Teaches staff to deescalate conflict situations with families and team members.

	bp) Identify sources of conflict within the team and client systems
	
	
	
	

	bq) Mediate conflict situations and bring about quick and sound resolutions
	
	
	
	

	br) Promote ownership of a conflict resolution plan amongst parties
	
	
	
	

	bs) Assess and uncover underlying conflicts or tensions and promote resolution of these conflicts 


	
	
	
	

	16. Identify training areas pertaining to staff’s professional development
	Recognize that professional development improves skills and helps retain workers. Understands the levels of learning.
	Understands adult learning theory. Plans for the professional development of staff.
	Applies adult learning theory when modeling skills and teaching/coaching staff. Monitors and provides feedback to staff regarding professional development.
	Serves as a field-based DCFS trainer

	bt) Assess worker’s learning style and skill level through consistent supervision
	
	
	
	

	bu) Review and develop a Professional Development Plan with staff on an annual basis
	
	
	
	

	bv) Provide on-going instruction and reinforcement to staff regarding thorough modeling and demonstration on:
	
	
	
	

	· Engagement
	
	
	
	

	· Assessment
	
	
	
	

	· Service Planning
	
	
	
	

	· Service provision, monitoring and termination
	
	
	
	

	· Family and individual dynamics
	
	
	
	

	· Human development and behavior
	
	
	
	

	· Impact of social class
	
	
	
	

	· Culture
	
	
	
	

	· Ethnicity and environment
	
	
	
	

	· Values and ethics
	
	
	
	

	· Treatment theory


	
	
	
	

	17. Apply labor relations policy as needed.
	Is aware of labor relations policy and procedures.
	Demonstrates understanding of labor relations policy and applies appropriately.
	Applies personnel policy consistently and effectively to avoid personnel problems.
	Mentor other management staff through personnel process.

	bw) Evaluate staff performance on an on-going basis and provide feedback and guidance to staff regarding their job performance
	
	
	
	

	bx) Identify staff strengths and reinforce them
	
	
	
	

	by) Build on strengths to eliminate problematic employee behaviors
	
	
	
	

	bz) Address individual employee performance issues
	
	
	
	

	ca) Track trends on employee performance including, but not limited to:
	
	
	
	

	· Attendance
	
	
	
	

	· Punctuality
	
	
	
	

	· Court performance
	
	
	
	

	· Documentation
	
	
	
	

	· Use of time
	
	
	
	

	· Adherence to Department policy
	
	
	
	

	cb) Complete Annual Staff Performance Evaluation in a timely manner
	
	
	
	

	cc) Use counseling sessions as necessary to address issues that have not been resolved through the use of feedback and guidance
	
	
	
	

	cd) Use progressive discipline per Department policy as necessary


	
	
	
	

	18. Use advocacy skills effectively in order to ensure agency and client needs are met.
	Understand the basics of advocating effectively.
	Recognize when it is appropriate to advocate for staff and /or for families.
	Effectively advocate for staff and/or families to ensure their needs are met. Model advocacy skills for staff.
	Advocate at the statewide or community level for Departmental needs.

	ce) Advocate for staff needs to ensure they have the resources they need to best serve children and families
	
	
	
	

	cf) Advocate to ensure need of children and families are serviced
	
	
	
	

	cg) Advocate for the Department to ensure staff support the agency mission and procedures
	
	
	
	

	ch) Advocate for the Department in the community
	
	
	
	

	19. Use effective decision-making skills regarding case planning, service provision and prioritization of work.
	Is aware of Critical Decision requirements
	Demonstrates ability to prioritize work appropriately. Models appropriate decision-making
	Consistently weighs salient information in decision-making process to come to an appropriate conclusion. Mentor staff in decision-making.
	Mentors or teaches other management staff in decision-making.

	ci) Ensure  all relevant information necessary to the decision-making process is obtained 
	
	
	
	

	cj) Consider all aspects of the situation prior to making a decision
	
	
	
	

	ck) Identify salient issues related to decision-making
	
	
	
	

	cl) Prioritize tasks according to importance and urgency
	
	
	
	

	20. Communicate effectively in writing
	Identifies effective writing.
	Implements effective writing skills in all aspects of supervisor/manager role.
	Provides consistent feedback to staff to improve quality of writing skills.
	Assists other management staff with writing skills.

	cm) Identify salient writing issues in a written communiqué
	
	
	
	

	cn) Write clearly and concisely
	
	
	
	

	co) Use correct grammar
	
	
	
	

	cp) Use correct spelling and punctuation
	
	
	
	

	cq) 
	
	
	
	

	21. Communicate effectively orally.
	Identifies effective oral communication.
	Implements effective oral communication skills in all aspects of the supervisor/manager role. 
	Provides consistent feedback to staff to improve quality of oral communication skills.
	Assists other management staff with oral communication skills.

	cr) Identify salient issues in oral communication
	
	
	
	

	cs) Clearly explain expectations
	
	
	
	

	ct) Provide clear and concise feedback
	
	
	
	

	cu) Use correct grammar
	
	
	
	

	22. Practice effective leadership.
	Understands leadership styles and the appropriate use of power and authority.
	Implements a leadership style that fosters positive work environments for staff. Connects link between positive leadership behavior and improved outcomes for families.
	Ability to share leadership role with other staff, models leadership skills for staff.
	Models leadership skills so effectively, strong team members can be delegated to the leadership role with no interruption of services.

	cv) Build relationships with staff
	
	
	
	

	cw) Communicate honestly and with full disclosure when possible
	
	
	
	

	cx) Create a shared vision for your team
	
	
	
	

	cy) Share the vision and a plan to work toward that vision
	
	
	
	

	23. Practice effective management.
	Understands basic management skills.
	Applies management skills routinely, and mostly effectively.
	Applies management skills at all times, models/teaches management skills to staff.
	Assists other management staff with implementation of effective management skills, assists with training of management skills.

	cz) Set expectations for staff, including deadlines
	
	
	
	

	da) Give staff directions regarding the work they do
	
	
	
	

	db) Delegate responsibility and authority as appropriate
	
	
	
	

	dc) Set deadlines for required work
	
	
	
	


Any additional comments:

PAGE  
1

