cOURSE descriptions
Capacity Building – OFI Supervisors
SP1600 and AASP 1600 (SP 1497, SP 1498, SP 1499)
Capacity Building: Leadership and Supervision in OFI
SP1600 is a comprehensive six week course that uses a variety of teaching and learning methods. This course models a participant centered approach which builds on the strengths of the participants. When taken as part of the series, the course number is AASP1600 and is linked with the four on line courses described below.
Week 1: The first four days explore the differences in expectations and responsibilities between a case manager and a supervisor.  Two frameworks for understanding supervision are looked at: one from Stephen Covey and one from Alfred Kadushin.  Five foundational guides (the Supervisor’s PMF, the DHS Mission, Vision and Values, Standards of Conduct & Ethics in Government, your Supervisor, and Family Centered Practice Principles) are covered in detail as a basis for staying grounded when faced with multiple demands.   A day is spent on communication, including effective ways to deliver information, conduct unit meetings, and individual conferences with staff.  The week concludes by beginning a discussion of the many roles of a supervisor.  The Supervisor as Messenger, Change Agent, Burn Out Specialist and Coach are explored.

Week 2: Return to the county to process work.  Several short field practice activities are assigned. 

Week 3 (three days):  Roles of the Supervisor continues with the conclusion of Supervisor as Coach, followed by Supervisor as Mentor and Supervisor as Trainer. Training resources available to the supervisor are looked at in detail.  The importance of the supervisor in the transfer of learning process is discussed along with the driving and restraining forces before, during and after training.  Reports, such as INFOPAC and Document Direct are introduced with hands on experience taking place.  The supervisor learns how to access reports using Document Direct. They are taught how to convert Document Direct reports into EXCEL worksheets for easier sorting and manipulation.  The week concludes with a module on Planning and Managing Unit work.  Tips for using EXCEL to work smarter not harder are demonstrated and practiced.

Week 4:  Return to the county to process work.  Several short field practice activities are assigned.

Week 5 (three days):  Performance management is presented, including a discussion of analyzing data and drawing hypotheses.  Monitoring Performance is addressed in terms of Case Accuracy Reviews, QA, SOP and other reports, PMF and Monthly Conferences.  Supervisors learn how to build better relationships, develop effective teams, understand motivation, and manage for increased job satisfaction, including rewarding performance.  

Week 6: Final Field Practice activities are completed.

SP 1496: Systematic Workload Analysis Workshop

A specialized one course module designed for OFI supervisors. This workshop suggests a systematic process for assessing OFI workloads. A live instructor and interactive exercises are included.
This course can either be taken on its own or as part of the AASP1600 sequence.  
SP 1497: Understanding Social Services from an OFI Perspective

“CFSR” is referenced frequently by Services staff. The purpose of this course is to explain what the CFSR (Child and Family Services Review) is and to place it in its larger context.

This course can either be taken on its own or as part of the AASP1600 sequence.  
SP 1498: Food Stamps for Supervisors

A specialized one-course module designed for new FICM Supervisors. This course has a live instructor and covers the important roles of a Food Stamps front-line Supervisor.

This course can either be taken on its own or as part of the AASP1600 sequence.  
SP 1499: Food Stamps SOP
This on line course reviews the policy, performance expectations and reporting process for meeting Food Stamp application processing standards. Best practices for meeting the standards of promptness are shared. Practice exercises provide an opportunity to test learning and understanding.
This course can either be taken on its own or as part of the AASP1600 sequence.  
