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	Tennessee Department of Children’s Services

Supervisor Certification - Individual Learning Plan


Support Team Information:

	New Supervisor Candidate:
	
	

	New Position:
	
	

	Start Date:
	
	

	Supervisor
	
	


A final copy of this completed form should be submitted via the link on the Child Welfare Supervisor Certification Webpage in order for candidate to be issued a letter of certification.

DCS Supervisor Certification Course Components

The new supervisor will complete the following coursework, and coaching with their supervisor:

	Coursework – First 3 months
	Venue
	Date Complete
	Hours

	Intro to Child Welfare Supervision
	ONLINE
	
	1

	Time and Labor 
	ONLINE
	
	1

	Navigating Practices and Policies for Supervisors (DOHR) 
	ONLINE
	
	2

	G.R.E.A.T. Customer Service (DOHR)
	Classroom
	
	3.5

	AWS Awareness (DOHR)
	ONLINE
	
	1

	Respectful Workplace for Managers (DOHR)
	Classroom
	
	3.5

	Sexual Harassment (DOHR) 
	ONLINE
	
	2

	SMART Performance Management (DOHR)
	Classroom
	
	3.5

	Observation and Coaching with Supervisor: Observation of New Supervisor conducting Employee Performance Briefing and review of supervisor notebook
	Coaching
	
	1.5

	Total Hours
	19


	Coursework – Months 4-6
	Venue
	Date Complete
	Hours

	Proactive Onboarding (DOHR)
	ONLINE
	
	1

	Performance Management 2.0 (DOHR)
	ONLINE
	
	3

	G.R.E.A.T. Customer Service: STAR Principals (DOHR)
	ONLINE
	
	2

	Performance Coaching (DOHR)
	Classroom
	
	3.5

	Get S.M.A.R.T.er: Coaching for Higher Performance (DOHR)
	Classroom
	
	3.5

	Developing Direct Reports and Others (DOHR)
	Classroom
	
	3

	Effective Communication (DOHR)
	Classroom
	
	3.5

	Observation and Coaching with Supervisor: Observation  of team meeting and feedback
	Coaching
	
	1.5

	Total Hours
	20


DCS Supervisor Certification – Coaching and Supervision

Monthly Supervision

Throughout your Child Welfare Supervisor Certification Program, your supervisor will meet with you at least once each month per Policy 4.4 - Performance and Case Supervision Practice Guidelines and Criteria.  Your supervisor will document these session using the Employee Performance Briefing form.  This supervision and coaching time is essential for you to discuss with your supervisor how things are going with your team, pressing cases issues and to debrief how you are implementing new skills and strategies that you are learning through your certification journey.  While this is an essential piece to your development, this is already required and monitored in other ways, so documentation of this is NOT required to be submitted for your certification in the program.

Observations and Coaching

1. Observation and Coaching with Supervisor: Observation of New Supervisor conducting Employee Performance Briefing/Case Conference

	To be completed by the New Supervisor’s Supervisor:
	Date completed: 
	


	Describe what the new supervisor did well during the Employee Performance Briefing:




	Describe opportunities the new supervisor had during the Employee Performance Briefing:




	Describe any needed action steps for further developing coaching skills:





2. Observation and Coaching with Supervisor: Observation of Team Meeting

	To be completed by the New Supervisor’s Supervisor:
	Date completed: 
	


	Describe what the new supervisor did well during the Team Meeting:




	Describe opportunities the new supervisor had during the Team Meeting:




	Describe any needed action steps for further developing coaching and facilitation skills:





DCS Supervisor Certification – Final Presentation Panel
Competencies

Throughout your Child Welfare Supervisor Certification Program, four competencies have been identified as most critical for best practice:

1. Child Welfare Mission and Values (not applicable for new supervisors outside Case Management Series Supervision) –To what degree is the supervisor exhibiting the ability to work in a manner that shows commitment to strengths based, family centered practice? 

2. Worker Engagement through Coaching -To what degree is the supervisor is able to enhance, empower and engage staff in high performance through effective coaching

3. Teaming –To what degree is the worker able to build circle of helpers with their work unit and foster collaboration between team members? The degree to which the supervisor demonstrates the ability to manage conflicting demands of quality service delivery with staff wellness and safety.
4. Self-Management –To what degree is the supervisor is able to self-assess (personal biases, strengths and limitations, etc.)?  

Purpose of Panel
The purpose of the panel, which will occur after the coursework for the Supervisor Certification program is completed, is to assess how the new Supervisor Candidate approaches, processes, and applies knowledge to a supervisory case example. The panel is structured to allow the panelists to assess the candidate’s critical thinking, and application skills by responding to supervisory scenarios and team scenarios.

Forming the Panel
The panel should be composed of a minimum of three individuals including the OJT Coach, who will serve as facilitator, the new Candidate’s direct supervisor, and an additional regional representative. The additional regional representative will be selected by the region and can include any of the following: Team Coordinators, Deputy Regional Administrators, and Regional Administrators.

Panel Process
The Candidate will prepare in advance by reflecting on their coursework and first six months as a new supervisor. The Candidate will then be interviewed by the panel members for approximately 1 hour during which the panel will ask the new Supervisor/Candidate questions about their approach to supervision. The New Supervisor will prepare detailed response of approximately five to ten minutes to descriptively answer each of the questions outlined below. The Panel members will complete the rating separately using the scoring rubric as a guide and then discuss to come to a consensus about the Candidate’s supervisory abilities.  Based on this consensus, the panel facilitator will complete the Panel Rating Summary which is then given to the Training Coordinator to be submitted to DCS Central Office. After the Panel Rating Summary is complete, the panel will need to discuss the appropriate next steps for the new Supervisor – proceed with supervisory role, proceed with supervisory role with extra guidance, or do not proceed with supervisory role.

Procedure for Poor Performance
For Candidates with total ratings below  an average score of 11, additional coaching is necessary and a follow-up panel must be conducted to re-assess the Candidates ability and job fit before he or she can be certified. During this process, the direct supervisor of the Candidate should make note of any relevant items on the Professional Development Plan. The second panel assessment should occur two weeks after the first panel assessment. If a Candidate falls within this range, then a TC, Deputy RA, or RA should be present during a second panel assessment. If the Candidates rating is 11 or less again, he or she is not ready for a supervisory role and will not be certified. Next steps will need to be determined by leadership in consultation with HR.

Procedure for Debrief
Immediately following the panel assessment, the team will provide feedback with the Candidate to discuss strengths and opportunities for growth. At this time the Professional Development Plan will be completed by the New Supervisor with their supervisor and OJT coach to ensure ongoing learning occurs and observed gaps are closed.

Panel Questions
Child Welfare Mission and Values (not applicable for new supervisors outside Case Management Series Supervision)
1. Share an example of a time you were in a case conference with a caseworker. Describe how you coached them through a challenging situation that fostered strengths based, family centered practice.

2. Share an example of a time you were in a CFTM with one of your team members. Describe how you partnered with your caseworker to navigate working with a resistant client or team member.

Worker Engagement through Coaching 
1. Share an example of a time you were conducting a monthly performance briefing with an employee whose performance was lacking in a specific area. Describe how you coached the employee. What action steps were implemented as a result of the conversation?

2. Share an example of a time you coached an employee through a wellness or safety related situation.  Describe how you supported the employee.

Teaming 
1. Share an example of a time you were conducting a unit/team meeting.  Describe how you organized and managed the meeting.  Describe your staff member’s participation in the meeting.

2. Share an example of how your team helps and supports each other.
Self-Management 

1. Share an example of a time that you were overwhelmed in your responsibilities as a supervisor.  Describe how you regroup?

2. Share an area that you want to further develop in your leadership skills. Describe how you plan to achieve this goal

Case Presentation Final Recommendation for Certification

Each assessor will rate the New Supervisor Candidate using the rubric and then the assessors will come to consensus and select one of the following two options for each candidate:

1. Fully recommended for Supervisor Certification.  The new supervisor has demonstrated the ability to implement skills learned during the certification program and is successfully supervising their team.

2. Partially recommended for Supervisor Certification.  The new supervisor must complete additional steps before certification will be granted.  This could include additional training, coaching or other developmental activity. The new supervisor will have up to 45 days to complete the requirements as outlined by the panel and successfully complete a new Final Presentation Panel.

3. Not recommended for Supervisor certification.  The new supervisor is not recommended for certification and consultation with HR is required.

Scoring Rubric

	Element
	Meets Expectations (2)
	Opportunities for Improvement (1)
	Skill Not Demonstrated (0)

	Child Welfare Mission and Values Q1
	Thoroughly articulates a commitment to modeling, coaching and monitoring employees in providing culturally competent casework services that embrace strengths-based family-centered practice.
Thoroughly and confidently identifies ways to supervise a caseworker to ensure positive engagement, teaming, assessment, planning, implementation and tracking and adjusting with the family and team.

Demonstrates commitment to the principle that all families have strengths and the principle of family-driven casework; is able to thoroughly discuss how to put this commitment into supervisory practice.

	Articulates a commitment to modeling and coaching employees in providing culturally responsive, strengths-based and family-centered practice, but may need prompts to put their commitment to action.
Demonstrates a moderate level of knowledge of how to supervise a caseworker to ensure engagement, teaming, assessment, planning, implementation and tracking and adjusting with the family and team.
Shows recognition that every family has strengths and articulates some advantages

of family-centered work; is able to discuss some ways to put this into supervisory practice.
	Articulates limited awareness about how to model, coach and monitor employees in culturally responsive, strengths-based and family-centered practice.
Demonstrates a limited level of knowledge of how to supervise a caseworker to ensure engagement, teaming, assessment, planning, implementation and tracking and adjusting with the family and team.
Shows some recognition of the principle that all families have strengths and demonstrates

limited understanding of the principle of family- driven casework.

	NOTES
	


	Child Welfare Mission and Values Q2
	Articulates a consistent commitment to treat families and colleagues with genuineness, empathy and respect.
Thoroughly determines the strengths and needs of a team for team development and describes fully involving team members in decision making through effective conferences and meetings

Thoroughly and confidently describes effective ways to supervise case workers to promote teaming with the families they serve.
Thoroughly and confidently identifies ways to supervise a caseworker to promote teaming with the families they serve

Demonstrates a consistent and thorough knowledge of all signs of safety/risk, a commitment to a child’s need for permanency, and the principle of well-being; is able to thoroughly articulate how to translate this commitment into supervisory role.

	Demonstrates a commitment to treat families and colleagues with genuineness, empath and respect the majority of the time
Demonstrates the ability to determine most of the strengths and needs of a team for team development and describes involving team members in decision making through effective conferences and meetings

Demonstrates a high level of knowledge of ways to supervise case workers to promote teaming with the families they serve.
Demonstrates a moderate level of knowledge of ways to promote teaming with the families they serve

Demonstrates knowledge of the signs of safety/risk, a child’s need for permanency, and the principle of well-being; is able to identify many ways to translate this knowledge into supervisory role.
	Demonstrates a limited ability to treat families and colleagues with genuineness, empathy and respect.
Articulates limited ability to determine the strengths and needs of a team for team development and describes involving team members in decision making through effective conferences and meetings

Demonstrates a limited amount of knowledge of ways to supervise case workers to promote teaming.

Demonstrates limited knowledge of ways to promote teaming with the families they serve

Demonstrates limited knowledge of the signs of safety/risk, a child’s need for permanency, and the principle of well-being; identifies few ways to focus on safety, permanency, and well-being in a supervisory role.

	NOTES
	


	Worker Engagement through Coaching Q1
	Demonstrates a thorough ability to create and maintain a work environment that values continuous growth and professional development through coaching, mentoring, modeling, or other activities.

Demonstrates a thorough ability to fairly
and accurately assess employee
performance including strengths and needs, provides feedback to employees about their strengths and needs, and uses multiple sources of data to promote performance

and professional development

Thoroughly assesses factors that may lead
to employee dissatisfaction, challenging behaviors, non-performance of assigned tasks, and resistance to change; and applies supervisory strategies that reduce resistance and defensiveness, and enables the employee to constructively address performance problems.
	Articulates a commitment to create and maintain a work environment that values continuous growth and professional development and demonstrates knowledge of strategies to enhance coaching, mentoring, modeling, or other activities.

Demonstrates the ability to fairly and
accurately assess employee performance including strengths and needs, provides feedback to employees about their strengths and needs, and uses multiple sources of data to promote performance and professional develop.

Demonstrates a moderate ability to assess
factors that may lead to employee dissatisfaction, challenging behaviors, non- performance of assigned tasks, and resistance to change; and applies supervisory strategies that reduce resistance and defensiveness, and enables the employee to constructively address performance problems.
	Demonstrates a limited knowledge and ability to create and maintain a work environment that values continuous growth and professional development.

Demonstrates a limited ability to fairly and accurately assess employee performance.

Demonstrates a limited ability to assess factors that may lead to employee dissatisfaction, challenging behaviors, non- performance of assigned tasks, and resistance to change; and is unable to describe supervisory strategies that reduce these difficulties.

	NOTES
	


	Worker Engagement through Coaching Q2
	Is able to thoroughly discuss how to help employees recognize potentially dangerous conditions/situations in the workplace and the field, and prepare employees to respond safely and appropriately.

Understands how to build a strong team through effective methods of recruitment, selection, and retention.
	Is able to discuss strategies to help employees recognize potentially dangerous situations in the workplace and the field, and prepare employees to respond safely and appropriately.

Appears to have moderate understanding of how to build a strong team through effective methods of recruitment, selection, and retention.
	Is minimally able to discuss how to help employees recognize potentially dangerous situations in the workplace and the field, and prepare employees to respond safely and appropriately.
Demonstrates a limited understanding of how to build a strong team through effective methods of recruitment, selection, and retention.

	NOTES
	


	Teaming  Q1
	Articulates a commitment to providing an inclusive workplace where diversity and individual differences are valued and leveraged to achieve the vision and mission of the agency; has a thorough description of how to put this into action.

Consistently demonstrates importance of working collaboratively within the agency and in the community to meet agency mission, goals, and objectives, and ensuring that children and families receive coordinated and integrated services; articulates how to support this commitment in supervisory practice.
	Articulates awareness on how to provide an inclusive workplace where diversity and individual differences are valued and leveraged to achieve the vision and mission of the agency, has some ideas about how to put this commitment into action.
Articulates a commitment to work collaboratively within the agency and in the community to meet agency mission, goals, and objectives, and ensure that children and families receive coordinated and integrated services has ideas for supporting this commitment in supervisory practice.
	Articulates a limited awareness about how to provide an inclusive workplace where diversity and individual differences are valued and leveraged to achieve the vision and mission of the agency.

Articulates a limited awareness about how to work collaboratively within the agency and in the community to meet agency mission, goals, and objectives, and ensure that children and families receive coordinated and integrated services. May need prompts at times to identify ways to support teaming in supervisory practice.

	NOTES
	


	Teaming Q2
	Thoroughly determines the strengths and needs of a team for team development and describes fully involving team members in decision making through effective conferences and meetings.

Demonstrates thorough knowledge of how to promote the development of collaboration among teams to achieve shared mission and outcomes.
	Demonstrates the ability to determine most of the strengths and needs of a team for team development and involves team members in decision making through effective conferences and meetings.

Demonstrates knowledge of a number of strategies to promote the development of collaboration among teams to achieve shared mission and outcomes.
	Articulates limited awareness about how to determine the strengths and needs of a team for team development and limited involvement of team members in decision making through effective conferences and meetings.

Demonstrates limited knowledge of how to promote the development of collaboration among teams to achieve shared mission and outcomes.

	NOTES
	


	Self-Management Q1
	Demonstration of adaptable behavior or work methods in a positive manner to new information, changes in conditions or unexpected obstacles.

Demonstrates the capacity to deal effectively with stressful situations encountered on the job; handles stress in a manner that is acceptable to others and to the agency.
	Demonstrates the ability to adapt behavior or work methods in a positive manner to new information, changes in conditions, or unexpected obstacles.

Demonstrates the capacity to deal effectively with most stressful situations encountered on the job; handles stress most of the time in a manner that is acceptable to others and to the agency.
	Demonstrates a limited ability to adapt behavior or work methods or does so in a negative manner.

Demonstrates limited abilities to deal effectively
with stressful situations encountered on the job; limited ability to handle stress in a manner that is acceptable to others and to the agency.

	NOTES
	


	Self-Management Q2
	Demonstrates proficiency in organizing
work assignments, work flow, and manages work time and priorities so that assigned tasks are completed within required timeframes

Articulates insight and ability to self-assess on areas for personal growth and identifies specific actionable activities to achieve growth goals


	Demonstrates competency in organizing work assignments, work flow, and manages work time and priorities so that assigned tasks are completed within required timeframes.

Demonstrates some insight and ability to self-assess on areas for personal growth and identifies general steps to achieve goals.


	Demonstrates limited ability to organize work assignment, work flow, and manage work time and priorities so that assigned tasks are completed within required timeframes.
Demonstrates limited insight to self-assess on areas for personal growth.



	NOTES
	



CASE PRESENTATION FINAL ASSESSMENT
	New Hire Name:
	
	
	Group #:
	

	Presentation Date:
	
	
	
	

	Region:
	
	
	
	


Case Presentation Rating Summary

	
	2

Meets Expectations
	1

Opportunity for Improvement
	0

Skill Not Demonstrated

	Child Welfare Mission and Values Q1
	
	
	

	Child Welfare Mission and Values Q2
	
	
	

	Worker Engagement through Coaching Q1
	
	
	

	Worker Engagement through Coaching Q2
	
	
	

	Teaming Q1
	
	
	

	Teaming Q2
	
	
	

	Self-Management Q1
	
	
	

	Self-Management Q2
	
	
	

	Totals (sum of ratings for a max score of 16)
	
	


Please circle the appropriate conclusion based on the sum of the ratings:

12 and above 
= Fully Recommend for Certification

8 through 11  
= Need extra development before Certification (maximum 45 days, must involve HR and next 

level of leadership) 

7 or Less 
 = NOT Recommended for Certification

Check the appropriate box for the consensus recommendation: 

 FORMCHECKBOX 
 Fully Recommend New Supervisor for Certification

 FORMCHECKBOX 
 Partially Recommend New Supervisor for Certification (maximum 2 weeks)

 FORMCHECKBOX 
 NOT Recommend New Supervisor for Certification

Please have all panelists sign this form to verify agreement to above recommendation and scores.

New Supervisor Candidate Signature: ____________________________________________ Date: __________________________

Supervisor/Coach Signature: _______________________________________________________ Date: __________________________

Other Panelist Signature: ___________________________________________________________ Date: __________________________

Submit completed form to: https://stateoftennessee.formstack.com/forms/supervisor_certification_documentation
Post Panel Debriefing and Professional Development Plan

	New Hire Strengths


	


	
	
	
	
	

	Competency or Performance Area to Develop
	Professional Development Strategies and Action Steps
	Target Date
	Date Completed
	Supervisory Comments Regarding Achievements and Progress Made

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	


	Employee Signature:
	
	Date:
	


	Supervisor Signature:
	
	Date:
	


*The New Hire Professional Development Plan should follow the worker through the first few months of employment and reviewed at monthly Performance Briefings for task completion.
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