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ACTIVITIES

Four Supervisory Roles
Administrative Role:

· Procure resources

· Provide leadership and direction

· Establish and enforce rules and standards, policies and procedures

· Establish and maintain boundaries

· Adhere to prevailing societal laws

· Create and maintain a team-based atmosphere

Managerial Role:

· Establish and maintain a communication system

· Distribute the workload

· Establish and clarify staff roles

· Protect and maintain resources

· Work within effective timeframes

Educational Role:

· Teach values and belief system of agency

· Teach skills

· Provide and/or support educational program

· Teach discipline and correction

· Provide information about agency history

· Coaching and Mentoring for staff professional development

Service and Support:

· Nurture physical and personal well-being 

· Respect staff members

· Resolve conflict among staff

· Support all staff consistently in the way most suited to each person

· Demonstrate empathy and concern for staff 

· Communicate with staff

* Stephen Covey

Four Supervisory Roles:

Self-Assessment Inventory

Instructions:

For each of the roles and corresponding skills, please assess your strengths as you perceive them.  In addition, answer the question, “Does your culture impact your skills in this area?” by circling Yes or No at the far right. (Culture is defined however you define it for yourself.)
Four Supervisory Roles: Self-Assessment Inventory

Administrator

Scale:
1  -----------  2  -----------  3  -----------  4  -----------  5




               None

         Some
          Average
           Good
       Excellent

1. Leadership



My ability to provide leadership and direction

1  2  3  4  5
Y
N

2. Vision



My ability to communicate the agency’s and the unit’s vision
1  2  3  4  5
Y
N

3. Delegation



My skills at delegating responsibilities



1  2  3  4  5
Y
N

4. Prioritization 



My ability to prioritize tasks and stay on schedule

1  2  3  4  5
Y
N

5. Accomplishment of tasks



My skills at handling multiple tasks and getting results

1  2  3  4  5
Y
N

6. Development of resources



My ability to develop agency and community resources

1  2  3  4  5
Y
N

7. Power



My comfort with defining and using the power of my position
1  2  3  4  5
Y
N

8. Authority



My ability to appropriately use the authority of my position
1  2  3  4  5
Y
N

9. Decisions




My ability to make decisions and be decisive

1  2  3  4  5
Y
N

10. Clarity



My ability to clearly communicate expectations

1  2  3  4  5
Y
N

11. Performance appraisals



My ability to evaluate staff performance, confront performance 



issues and use appropriate means to affect change

1  2  3  4  5
Y
N

12. 
Awareness of systems issues


My awareness of the level of cultural competence of the agency
1  2  3  4  5
Y
N

system

My overall skills and abilities performing the Administrator role
1  2  3  4  5
Y
N

Four Supervisory Roles: Self-Assessment Inventory

Teacher

Scale:
1  -----------  2  -----------  3  -----------  4  -----------  5




               None

         Some
          Average
           Good
       Excellent

1.

Teach skills



My ability to teach practice skills


                1  2  3  4   5   Y  N

2.

Transfer of learning



My ability to assist my staff in the transfer of learning
                1  2  3  4   5   Y  N

3.

Honest feedback



My ability to provide honest feedback


                1  2  3  4   5   Y  N 

4.   Develop learning plans


My ability to develop learning plans based on staff needs
                1  2  3  4   5   Y  N

5.

Model



My ability to model standards and model discussion of
  
1  2  3  4  5    Y  N



difficult subjects

6.

Advocate



My ability to advocate for staff and families

1  2  3  4   5   Y  N 

7.
Influence culture




My ability to influence the culture and climate of my unit
                1  2  3  4   5   Y  N 

8. Communicate




                1  2  3  4   5   Y  N


My ability to communicate using multiple modalities


(e.g., verbal, visual, kinetic)




9. Positive


My ability to compliment staff performance and to communicate     
1  2  3  4   5   Y  N
optimism and hope



                                
10. Motivation



My ability to create a motivating environment for staff and                 1  2  3  4   5   Y  N

recognize de-motivating factors




11. Humor







                1  2  3  4   5   Y  N



My ability to appropriately use humor.
  

                                

My overall skills and abilities performing the Teacher Role
                1  2  3  4  5    Y  N   

Four Supervisory Roles: Self-Assessment Inventory

Service and Support Provider

Scale:
1  -----------  2  -----------  3  -----------  4  -----------  5




               None

         Some
          Average
           Good
       Excellent

1.

Respond to staff 



My ability to listen and respond to staff



1  2  3  4   5   Y  N
2.

Respect 



My ability to model respect for all staff and families


1  2  3  4   5   Y  N
3.

Cultural Competence



My ability to value, support and demonstrate cultural





competence









1  2  3  4   5   Y  N
4.

Empathy



My ability to communicate empathy





1  2  3  4   5   Y  N
5.

Case Consultation



My ability to provide case consultation on a regular basis


1  2  3  4   5   Y  N
6.

Teamwork



My ability to create and maintain a team approach with staff
1  2  3  4   5   Y  N
7.

Patience



My ability to exhibit patience concerning staff development
1  2  3  4   5   Y  N
8.

Sincerity



My ability to communicate sincerity for staff concerns

1  2  3  4   5   Y  N
9.

Consistency



My ability to provide consistent feedback to staff and maintain




a consistent schedule of individual/staff meetings


1  2  3  4   5   Y  N
10.

Policies and procedures




My ability to create and maintain policies and procedures that 




are consistent with agency mission and goals


1  2  3  4   5   Y  N
11.

Resolve Conflict



My ability to negotiate, resolve conflict and create an amiable 




work environment 







1  2  3  4   5   Y  N
My overall skills and abilities to perform the Service Role 

1  2  3  4   5   Y  N

Four Supervisory Roles: Self-Assessment Inventory

Manager 

Scale:
1  -----------  2  -----------  3  -----------  4  -----------  5




               None

         Some
          Average
           Good
       Excellent

1.

Manage workloads



My ability to efficiently manage staff workloads


1  2  3  4   5   Y  N
2.

Manage time



My ability to manage my time 





1  2  3  4   5   Y  N
3.

Manage resources



My ability to manage unit resources





1  2  3  4   5   Y  N
4.

CWS/CMS



My skills to use and manage information systems


1  2  3  4   5   Y  N
5.

Quality Control



My ability to monitor and respond to quality of services 



provided by the unit






1  2  3  4   5   Y  N
6.

Standards



My ability to create and maintain standards of performance



for my unit and to convey those expectations clearly to my staff
1  2  3  4   5   Y  N
7.

Details



My ability to attend to details and ensure completeness

1  2  3  4   5   Y  N
8.

Analysis



My ability to analyze situations and provide data analysis

1  2  3  4   5   Y  N
9.

Accuracy



My ability to maintain accurate records and schedules

1  2  3  4   5   Y  N
10.
Planning 



My ability to plan and monitor implementation of plans

1  2  3  4   5   Y  N
11.
Diplomacy



My ability to reserve judgment and gather information

1  2  3  4   5   Y  N
My overall skills and abilities to perform the Manager Role 

1  2  3  4   5   Y  N

	Pedagogy v. Andragogy

	Self-Concept
	Dependent
	Self-directed

Self-motivated



	Experience
	Of little worth
	Rich resource



	Readiness
	Biology

Chronological
	Applicability to 

tasks



	Time Perspective
	Postponed

application 


	Immediate

application 

	Orientation to 

learning 


	Subject centered
	Problem centered

	Climate
	Formal authority 

competition 


	Mutual respect/

collaboration 

	Planning 
	By teacher
	Mutual via needs assessment 



	Diagnosis of Needs
	By teacher
	Mutual via feedback



	Formulation of Objectives
	By teacher
	Mutual via needs assessment 



	Design
	Logic of subject 

matter 
	Sequenced by 

application to 

problem 



	Activities
	Transmittal 

techniques 
	Experiential inquiry/

Engagement



	Evaluation 
	By teacher
	Mutual 

measurement of 

different aspects
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1. T or F
If you “catch” your staff member in the act of doing something “right” and acknowledge it in some way it is likely that they will repeat that behavior.

2. T or F
A policy memorandum given to staff to read is all that is necessary for all staff members to learn a new process.
3. T or F
What happens out in the field when social workers are working with families with intense crisis issues creates long-lasting learning.

4. T or F
If you tell a staff member to do a new skill once they should be able to perform it without assistance.

5. T or F
It is good for a supervisor to go out into the field with new social workers, coaching and supporting them while they are working with the client, to facilitate learning.

6. T or F
Asking social workers to mentor other social workers with less experience facilitates the learning of both and builds the capacity of the unit.
7. T or F
It is important that new social workers recognize that child welfare is unlike any other job that they have ever had so they should listen to new information like a “blank slate” and not try to apply it to other experiences or jobs that they have had.

8. T or F
Social workers learn best when the supervisor tells them what they should do and how they should do it. 

Inspired by Sivasailam Thiagarajan’s 14 Things to Know

More Adult Learning Principles
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What is in it for me? 

Make me feel important about myself.

You can change people’s minds with new information; but they will only change their behavior when they feel the need to change

[image: image12.wmf]
Trainees are learning what they are doing…Give them a job to do

Learners want to learn what they want to learn when they want to learn it. The teachable moment is your best training opportunity.

Three domains of learning: Cognitive, Affective and Psychomotor

Develop a Learning Plan:  Darien

Darien is a new Chinese-American employee with 10 years’ experience working as a social worker for a foster family agency.  He seems like a very capable, intelligent worker who is current on information and attends to details.  His learning style is “Assimilating” in that he is very task-oriented and very analytical.  You have noticed that he does not come to you to ask a lot of questions and already seems to want to work on his own.  However, when you do have interaction with him he is pleasant and eager to work.  You have noticed that he enjoys the computer work and being in the office.  So far he is always up to date on his contacts and administrative case management activities.  He seems less interested in engaging children and families and developing creative skills in working on case planning.  Please develop a training plan for Darien.  What skills and challenge areas would you take into consideration in your plan?

Develop a Learning Plan:  Kate




Staff person Kate, Caucasian, just graduated from Sacramento State with her masters degree in social work.  Kate interned in another County in the adoptions unit.  She has been through the State core training as part of her internship.  Kate has a pleasing, quiet personality.  You have noticed that she has made immediate friends with everyone in your unit and you often find the workers over in her cubicle talking with her about what is going on in their lives and how they are feeling that day.  Kate seems very thoughtful and open minded.  She has already been late turning in documentation on a couple of assignments.  What you notice about her is that when she is working with the children and families she becomes very involved and attached.  The families love her.  During supervision you have noticed that she can begin to take sides with the family when she is discussing them.  Her learning style is “Diverging” in that she is people oriented and more of a follower than a leader. Please develop a learning plan for Kate.  What would skills and challenge areas are you taking into consideration in your plan?

Develop a Professional Development Plan:  Coleenia




Staff person Coleenia, Latina and Jewish, has just been hired. She has 11 years experience in child welfare in New Jersey where she recently moved from.  Coleenia is thoughtful, logical and a natural leader.  Even though she is new you have noticed that social workers go to her for advice and guidance already. Coleenia is a helpful problem solver who has a lot of knowledge about abuse and neglect issues.  She does not however know about California regulations and practices.  She is not familiar with the California child welfare redesign initiatives.  Coleenia is good at working with clients.  They seem to listen to her and carry out their case plan activities in a positive way.  Coleenia works well with you and you have already had thoughts that she might make a fine supervisor some day.  Her learning style is Converging, in that she is a task oriented problem solver who likes to make decisions.  Please develop a learning plan for Coleenia.  What would skills and challenge areas are you taking into consideration in your plan?

Develop a Learning Plan: Andy

Andy is an African American man who recently went back to college to get his masters degree in social work after leaving a successful career in marketing.  He is very enthusiastic and positive about the work.  He likes working with the families and often comes to you will new and innovative ideas about effective case planning and implementation.  When you tell him about a policy or procedure he is able to adapt easily and can be a catalyst to help others do the same.  Andy does not have a lot of child welfare experience but he wants to learn.  You have noticed that he can be so positive about the families that he works with and their edibility to change, that sometimes he does not see some of their more challenging issues that might keep this from happening.  Andy likes to start working on new cases but he can get distracted easily and it seems hard for him to follow through sometimes.  Andy’s learning style is “Accommodating” in that he is a people oriented person who is innovative and likes to get things done.  Andy has come to you wanting a learning plan so that he can learn all there is to know about this exciting job.  Please prepare a learning plan for Andy.  What skills and challenge areas are you taking into consideration in your plan?

Individual Learning Plan


Date: _________

Name of Employee ______________________
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Learning Action 1:
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Notes:

Learning Action 1:

Learning Action 2:

	TRANSFER OF LEARNING

	Before
	During
	After

	Trainee

	
	
	

	Manager/ Supervisor


	
	
	

	Trainer


	
	
	



Manager Supervisor Strategies
Before:

1. Collect baseline performance data

2. Establish training performance expectations

3. Select trainees carefully

4. Involve trainees in the needs analysis

5. Involve trainees in program planning

6. Participate in training overview

7. Review instructional material

8. Express approval of training

9. Express expectations of full participation in training activities

10. Provide coverage while trainee is in training

11. Send co-workers to training together

Others:

 

During:

1. Prevent interruptions during training

2. Provide time to complete assignments

3. Allow trainees practice opportunities

4. Make yourself available to answer questions

5. Encourage trainee to share new knowledge with peers

6. Monitor attendance and participation in training

7. Participate in developing Action Planning for Transfer

8. Recognize Trainee participation

9. Review information brought from training

10. Institute a plan to assess the new skills on the job

11. Read supervisor guides and or executive summaries of training, if available.

Others:



After:

1. Develop a re-entry plan

2. Provide role modeling

3. Provide promotional opportunities

4. Give positive reinforcement

5. Arrange “refresher” courses

6. Encourage trainee to stay in touch with fellow trainees

7. Support trainee reunions

8. Schedule opportunities for trainee to train others

9. Publicize successes

10. Provide support and job aids

Others:



Before:

1. Find out why you are attending

2. Find out what you will be learning

3. Be prepared to learn

4. Clear you desk and have other work duties covered as much as possible

Others:



During:
1. Actively participate in training

2. Ask questions

3. Ask for assistance

4. Challenge ideas

Others:



After:

1. Practice what you have learned

2. Present most interesting topics at a unit meeting

3. Share your knowledge with others

4. Make recommendations for changes

5. Do more learning on the topic on your own

Others:



Before:

1. Conduct a client needs assessment

2. Design relevant curriculum

3. Develop handouts that support the learning

Others:



During:

1. Use a variety of teaching methods

2. Encourage participation

3. Communicate enthusiasm about the topic

4. Stay on task

5. “Read” the audience

Others:



After:

1. Conduct course evaluations

2. Follow-up with trainees

3. Make recommendations for changes at work

Others: 

Action Plan

[image: image3.wmf]
Date:  ______________________________________

Name: ______________________________________

Transfer of learning, coaching, mentoring, adult learning, motivating or learning style principle that I want to use when I get back to the office:
Specific action, how I want to use it:

Self-Concept?











Experience?











Climate?











Time Perspective?











Diagnosis of Needs?











Evaluation?





What is YOUR teaching style on the continuum of :


Pedagogy v. Andragogy?





Test Your Knowledge of Adult Learning 





Learning Style of Employee:





Learning Needs:





Strengths:





Manager Supervisor Strategies 





Manager Supervisor Strategies 





Trainee Strategies





Trainee Strategies











Trainee Strategies 





Trainer Strategies





Trainer Strategies











Trainer Strategies
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