
 

 

 

State of Tennessee 
Department of Children’s Services 

 

Administrative Policies and Procedures: 4.4 
 

Subject: Performance and Case Supervision Practice Guidelines and 
Criteria 

Authority: TCA 37-5-105 (3); 37-5-106. 

Standards: COA: PA-TS 3.01,PA-TS 3.03; PA-HR 6.01, PA-HR 6.03; PA-RPM 7.02; PA-PQI 4 

Application: To All Department of Children’s Services Supervisors 

Policy Statement: 

DCS Supervisory staff shall use the Performance and Case Supervision Practice Guidelines and Criteria for 
conducting and documenting case and performance supervision. All Supervisory Employees shall be 
required to participate in the performance supervision and case supervision process when applicable to job 
duties. 

Purpose: 

To provide DCS Supervisors with best practice guidelines and criteria for conducting performance 
supervision and case direction for case carrying staff. 

Quality case and performance supervision are essential to achieve goals for children and families. 
Supervisors play a critical role in ensuring that the agency’s responsibility to protect children and preserve 
families is met through the provision of quality services. 

Procedures: 

A. Performance 
Supervision for all 
DCS supervisors 

1. Supervisors are responsible for monitoring staff performance. They will 
demonstrate the skills and coach staff to work with families and children utilizing 
engagement, individualized strategies, monitoring and accountability. They will 
work to: 

a) Facilitate the professional development of staff; 

b) Provide constructive feedback and intervene when performance does not 
meet agency expectations; 

c) Give timely, specific feedback during routine performance briefings that is 
linked to targeted performance behavior and outcomes; 

d) Monitor and utilize data to provide feedback on performance and ensure 
compliance with agency requirements. 

2. In conjunction with the annual Job Performance Planning and Evaluation 
process outlined by the Department of Human Resources, DCS Supervisors 
will ensure the following: 
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 a) Performance Briefings are held with all staff in the case management series 
and documented on a monthly basis and all other employees quarterly 
utilizing the CS-0820, Employee Performance Briefing form. 

b) Form CS-0820, Employee Performance Briefing is maintained in the 
Supervisor Notebook. 

c) Supervisors will focus supervision on employee performance as it relates to 
job duties, employee specific outcome data, and the employee’s Individual 
Performance Plan. Case specific information will be documented on form 
CS-0820, Employee Performance Briefing in a confidential manner that 
does not directly identify the client or case. 

B. Field/YDC 
Supervisors Case 
Conferences and 
Supervision 
Summaries 

1. All DCS field/YDC supervisors will ensure monthly case conferences take 
place. More frequent case conferences may be held as deemed necessary by 
case circumstances. 

2. Supervisors will document all monthly routine case conferences using self- 
directed note taking methods (e.g. – maintaining a Word document or Excel 
spreadsheet). Supervisors can use CS-0974, Case Conference Document as 
a tool to guide discussion. Supervisors will document in TFACTS case 
supervision summaries that include a summary of all supervision notes 
provided between entries in the system based on the following criteria: 

a) CPS Investigation supervisors: 

 One (1) case supervision summary in TFACTS within thirty (30) days of 
assigning the case to an investigator; 

 One (1) additional case supervision summary in TFACTS before case 
transfer or closure, but no less than monthly if the case remains open 
beyond Sixty (60) days; 

 Documentation will be entered in TFACTS in the Investigation case, in 
“Case Recordings” as an “Administrative Review”. 

b) CPS Assessment supervisors: 

 One (1) case supervision summary in TFACTS within the first thirty (30) 
days of the case opening; 

 One (1) case supervision summary in TFACTS before case transfer or 
closure, but no less than quarterly if the case remains open beyond one- 
hundred twenty (120) days; 

Documentation will be entered in TFACTS in the Investigation case, in “Case 
Recordings” as an “Administrative Review”. 

c) Resource Linkage supervisors: 

 One (1) case supervision summary in TFACTS before case closure 

Documentation will be entered in TFACTS in the Investigation case, in “Case 
Recordings” as an “Administrative Review”. 

d) Foster Care, Juvenile Justice (custodial) and Non-custodial (Family Support 
Services, FCIP, Orders of Reference, ICPC, Probation, Aftercare, 
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 Diversion, and ICJ) supervisors: 

 A case supervision summary will be documented in TFACTS within the 
first 30 days of the case and then at least quarterly on all cases 
thereafter. 

 Documentation will be entered in TFACTS in the Family Case in the 
“Case Conference Notes” section. The type of case conference selected 
should be “TL/FSW Case Conference”. 

 Supervisory case conferences should be conducted in preparation for 
critical points of the case including, quarterly CFTMs, Judicial 
Reviews/FCRB/Permanency Plan Hearings, nine (9)-month legal 
reviews, ASFA reviews, etc. 

e) Resource Placement and Permanency Specialist supervisors will document 
case specific summaries using self-directed note-taking methods monthly 
and maintain them in the Supervisor Notebook. 

3. Case conference summaries should include, but are not limited to, tracking and 
monitoring the progress of work with families to ensure the following information 
is captured: 

a) Strengths of the family; 

b) Barriers to safety, permanency and well-being; 

c) Service delivery (permanency plan) challenges and/or progress; 

d) Additional policy compliance requirements are met (e.g. – face-to-face, 
completed assessments, documentation, CFTMs, etc.); 

e) Next steps needed to ensure case progress and compliance. 

C. Group 
Supervision/Unit 
Meetings for all 
DCS Supervisors 

1. DCS supervisors will conduct unit meetings at least once a month to 
communicate agency policies, priorities, initiatives, and other relevant 
information. Meetings may be used for group supervision and peer case 
staffings, but will not substitute individual case conferences described in 
Section B. 

2. Supervisors will document group supervision/unit meetings in meeting minutes. 
These minutes will be maintained on the shared drive and/or in a 
section/volume of the Supervisor Notebook. 

D. Supervisor 
Notebook 

1. DCS supervisors will maintain a supervisor notebook (3-ring binder or electronic 
record on a secure drive only accessible to the supervisor), which is divided in 
sections by employee name. This notebook will be used as a tool for DCS 
supervisors to monitor employee job performance and case supervision. 
Separate volumes may be utilized and each employee section may be divided 
into subsections.  At a minimum, the Supervisor Notebook will contain: 

a) CS-0820, Employee Performance Briefing forms and data discussed, 

b) Case supervision notes (as applicable for caseload carrying supervisors.) If 
case supervision summaries are entered directly in TFACTS, they must be 
printed and placed in the notebook. 
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 c)   Additional information as useful to the supervisor. 

2. Contents of the Supervisor Notebook will be maintained for at least 2 years by 
the supervisor. 

3. Supervisors will also refer to DCS Policy 4.17, Personnel Files, for maintaining 
a separate personnel file for official Department of Human Resources 
documents on each employee. 

E. Case Process 
Reviews 

1. Case Process Reviews will be conducted by supervisors quarterly. 

2. All levels of regional/YDC supervisors including some designees selected by 
the Regional Administrator/Superintendent or Regional Investigations Director 
will conduct peer reviews using the Case Process Review tool for case type of 
the files selected. 

3. Supervisors are responsible for ensuring corrections to open case files will be 
made by the worker within thirty (30) days of receiving results of the case 
process review for the file. The completed file corrections will be documented 
on form CS-0820, Employee Performance Briefing. 

F. Additional Levels of 
Supervision 

Supervision of cases occurs at various levels within the agency. DCS leadership 
strives to provide support and guidance to workers to ensure the safety, 
permanency and well-being of children. Reviews are conducted to enhance and 
support quality case work. Additional reviews may be incorporated as appropriate. 

Master’s level Social Workers are incorporated in many of these reviews to provide 
additional clinical supervision. 

These reviews include, but are not limited to: 

a) Child Protective Services: 

 Severe Abuse Reviews 

 MSW Trauma Reduction Reviews (prior to removal) 

b) Custodial: 

 Periodic Permanency/Backlog Reviews 

 Nine (9)-month Legal Review 

 Adoption and Safe Families Act (ASFA) Reviews 

 Well-being/High Risk Triage 

 FOCUS (Adoption) Reviews 

 

 

Forms: CS-0820 Employee Performance Briefing 

CS-0974 Case Conference Document 

CS-0987 Meeting Minutes 

https://files.dcs.tn.gov/policies/chap4/4.17.pdf
http://www.intranet.tn.gov/chldserv/Forms/Forms/0820.doc
http://www.intranet.tn.gov/chldserv/Forms/Forms/0974.doc
http://www.intranet.tn.gov/chldserv/Forms/Forms/0987.doc
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Collateral 
documents: 

 Guidelines for Quality Case Conferencing between Team Leaders and FSW’s for 
Foster, Kinship and Adoption Cases 

 

Glossary:  

Performance 
Briefing: 

A meeting between an employee and supervisor to discuss the performance of the 
employee. The mutual discussion should include performance related strengths and 
accomplishments, areas for improvement, and needs identified by the employee. 

Case 
Conference: 

A meeting between a staff member in the case management series and supervisor to 
discuss case specific issues and next steps. 

Case Supervision 
Summary: 

A summary of case conferences held between the employee and supervisor that is 
documented within the client’s TFACTS case record. 

Case 
Management 
Series Staff 

All Case Managers/FSW/Investigation workers 1, 2, and 3 and Team Leaders who 
actively carry cases. 

 

https://files.dcs.tn.gov/policies/chap4/GuideforQualityCaseConference.pdf
https://files.dcs.tn.gov/policies/chap4/GuideforQualityCaseConference.pdf

