UNIT AND STAFF EXPECTATIONS FOR THE PLACEMENT INTAKE UNIT

If, any time you have concerns regarding a specific expectation, please discuss your concerns with me.  Together we can protect the children and help the families of Floyd County.  

INDIVIDUAL CONFERENCES

Formal individual conferences are both an individual and state expectation.  These conferences will be scheduled and maintained for each staff member at least once per month.  A schedule of available times for monthly conferences will be made at the previous month’s unit meeting.

Maintaining conferences serves a three-fold purpose.  First, it serves as a vehicle to update the supervisor of problems/concerns/progress so that you can receive guidance in the most expeditious manner possible.  Second, it deters frequent unannounced visits to the supervisor’s office between conferences; thus, saving time for the supervisor and the case manager.  Third, it meets the mandates of frequency of what is required by policy.

Please know that the supervisor will be available to discuss concerns that require immediate attention, but also know that matters that can wait until individual conferences should be held at that time.  Periodically, there may be a conflict that will require rescheduling your conference.  The supervisor will make every effort to reschedule at the earliest possible date.

UNIT MEETINGS

We will conduct the Placement Intake Unit Meetings monthly.  The location of these unit meetings will be determined and all staff will be notified.  There is a strong need to use this time to update staff on policies, agency concerns and statewide concerns.  Each staff member should always be made to feel a part of the agency, which will be accomplished by involving the unit in the discussions of the concerns.  If you have something that you would like added to the agenda, please e-mail me by the Monday before the unit meeting.

All staff members are asked to do their best to attend scheduled meetings and be on time.  If you are unable to attend the unit meeting, you must address this issue with the supervisor and get prior approval.  It is expected that you will meet with the supervisor at a later date to get the information from the meeting.

PLACEMENT MEETINGS

A Placement Meeting will be conducted the second Wednesday of each month at 3:00pm.  This meeting is mandatory for all placement staff and will address agency concerns, manual transmittals and training.  Each case manager is an integral part of the agency and will be expected to participate in the discussion.  Please bring policy manuals, calendars and other issues of concern to the placement meetings for discussion.  If, for any reason, a staff member is unable to attend a meeting, they must obtain prior approval for the absence AND meet with the supervisor at their earliest convenience to discuss matters of importance.  

SAFETY

A concern of the agency is the safety of our staff.  Case managers are expected to sign out of their office when leaving the agency.  If the case manager changes their destination, or will return more than 30 minutes past the projected time listed on the sign-out sheet, the case manager will call the supervisor and advise of the changes.  The agency cell phones can be used in informing of visit changes.

LEAVE REQUESTS

All leave requests (FLSA, AL, etc.) should be e-mailed to the Supervisor as soon as possible after the need for leave is identified.  Leave will be granted based on the availability of coverage for court and other appointments.

In the event of sickness, the case manager will call the Supervisor directly in the office or via work cell phone.  If unable to get in contact with your direct Supervisor, case manager must call another supervisor, Lynn Green or Nancy Gordon.  Please DO NOT LEAVE A MESSAGE – you must speak with a supervisor directly.


CASE MANAGEMENT

Policy requires that all cases be discussed with your supervisor prior to disposition being made and before a court hearing.  This discussion should also occur prior to case closures, TPRs, non-reunification, and children returning home.  This discussion must be noted on a Case Conference Form.
Individual case staffings will be held bi-monthly, or as the need arises, for the purpose of discussing cases, to include the current status and future planning of case activity.  Recently certified case managers or those with an increased caseload may staff on a more frequent basis.  Policy requires staffing of cases at different intervals in the case; therefore, watch time frames carefully and insure the case is staffed timely (i.e. referrals, case plans, court activity, closing or transferring a case).  Prior to any critical disposition in a case (i.e. being relieved of custody, going from Reunification to Non, etc.), the record should be submitted to the supervisor to be read prior to the discussion of the case.  

All documentation should be current within 30 days and in your case record unless specified in other policy.  TCM documentation is to be in the record when the tear sheet is signed.  Please refer to Social Services Manual Chapter 80 regarding documentation.  

Each case manager is expected to consult the policy manual prior to asking for supervisor assistance.  This is important for both new and experienced staff, as knowledge and usage of the appropriate policy manual is imperative.  Case records will be maintained in accordance with current policy (Chapter 70), while documentation is expected to be current within 30 days.  Unit supervisors will randomly read two (2) records per case manager per month.   The supervisory case reviews will be discussed with the case manager at bi-monthly conferences.  

TCM tearsheets are due to the unit supervisor by noon on the first workday of the month.  Caseload logs/reports are due by the third workday.  If the case manager is on leave or in training when any report is due, it is imperative that these reports are submitted prior to your absence.  The logs and reports will assist in monitoring the activity on each case, as well as timeliness standards.

MAIL

All workers are to check their mailbox, voicemail and e-mail immediately upon arriving to work and return messages as expeditiously during the day as possible.    It is expected that voicemail greetings will reflect your current schedule, and that all messages received will be responded to within 48 hours.

CHAIN OF COMMAND

As your supervisor, it is necessary that all concerns related to worker case management as well as management of the unit be addressed directly with me.  Addressing concerns/questions lessens potential confusion that may occur from seeking advice/consultation from sources other than the designated source.  If your direct supervisor is out of the office and consultation is needed in an emergency, you should seek the guidance from another Social Services Supervisor.  If no Social Services Supervisor is available, the chain of command in an emergency that cannot wait is the Social Services Administrator (Lynn Green), Program Director (Nancy Gordon), Deputy Director (Jason Airman) and finally the Director of the Agency (Ross Collins).  Please inform your supervisor upon their return about the situation that arose and was discussed with another supervisor. 

All correspondence or concerns/documents needing approval must be routed through your supervisor for signature prior to being mailed out.  All correspondence is to be typed on agency letterhead and in a professional manner.  If emergency approval of correspondence is needed in the event of my absence, please contact another Social Services Supervisor.

TRAINING

Training is an integral part of the continuous quality improvement of the unit, and is required to maintain certification.  My goal, as your supervisor, is to assist in your professional growth and development.  All staff will attend and record at least 20 hours of training each year.  This training can be scheduled through the supervisor and will be discussed at individual conferences.  A record of training will be maintained in the case manager’s productivity file.  Additionally, all staff will attend a minimum of two foster parent functions each year.

COURT ACTIVITY

Court involvement is an integral part of Placement.  Case managers are to be prepared to go to court and represent the agency accordingly.  When attending court for any reason, case manager will wear appropriate professional attire.  Refer to the Floyd County Policy and Procedures Manual for our local dress code.

Subpoenas received from law enforcement/District Attorneys will be honored accordingly.  All subpoenas received from private attorneys or other parties will be submitted to the SAAG for action.

To assist with preparation for court, the SAAG will staff cases that will appear in court the following week in our office each Thursday at 11:00am.  Additionally, all court paperwork is to be reviewed by the SAAGS before court.   The paperwork for each case can be placed in the SAAG’s file cabinet in the Administration Office.  

WORKER RESPONSIBILITIES

FAMILY SERVICE WORKER:

It is the responsibility of the FSW to turn in a complete an accurate copy of Form 565 to the Supervisor by the 3rd working day of each month.  Any case activity will be recorded on the Form 565.

A weekly schedule will be turned in to the Supervisor on Fridays for the following week.  This is to ensure that the FSW will not be assigned “double duty” on any certain day.  If a FSW is not in the office on Friday, the schedule must be given to the Supervisor prior to them leaving for the weekend.

30-DAY CASE MANAGER:

It is the responsibility of the 30-day case manager to notify the Supervisor via e-mail of all scheduled court dates, Family Team Meetings, and Multi-Disciplinary Team Meetings.  The Supervisor will make every effort to attend FTMs and MDTs.

Cases that are to be closed or transferred to another worker (ONG or PLC) should be given to the Supervisor for review within three working days.  The Supervisor will review these records, indicate any additional information needed, and transfer the case to the receiving Unit.

MONTHLY REPORTS, ETC.

Mileage reports are due to the unit supervisor on the 15th of each month.  Do not hold on to your mileage sheets for more than one month at a time.

Case managers will complete their timesheets thoroughly, timely, and accurately.  Time sheets will be signed by the end of the workweek and submitted to the supervisor (in the staff’s folder inside supervisor’s office door) by noon on the next workday.  Any time worked beyond the core work hours will be documented in the “comments section” on the time sheet and requires prior approval by the supervisor.  The only exception would be if the case manager is on-call and on-call duties put the case manager over before supervisor’s approval can be given.  Any corrections to the time sheets will be made by the case manager and returned to the supervisor.  NO WHITE-OUT CAN BE USED.

PROTECTED TIME

It is important that each case manager and supervisor utilize protected time.  Case manager’s protected time is scheduled for Monday through Friday, 8:30am-10:30am.  The supervisor’s protected time will be dependent upon the day’s requirements.  A “Protected time” sign will be posted on the supervisor’s door.  Protected time can be used for case planning, documentation, etc.  Telephone usage should be restricted during this time.

AFTER-HOURS ON-CALL

All certified case managers will serve on rotation for after-hours on-call.  A copy of the on-call schedule will be sent to the local law enforcement.  The scheduled on-call case managers (CPS and PLC) will carry the on-call beepers and on-call cell phones from Wednesday at 5:00pm until the following Wednesday at 8:00am.  The case managers will be responsible for handing the on-call bag to the next persons on the list.  The supervisor will be advised of any changes in the on-call rotation.  The supervisors will always be on-call with their workers.

The case manager will have the on-call beeper on and with them at all times.  Response will be made within 10 minutes to all calls.  Obtain as much information as possible from the reporter to determine if you should make immediate contact with child and/or family.

The supervisor will be consulted if it is felt that the child should be removed from the home.  If the direct supervisor is not available, attempts should be made to contact other supervisors, followed by, Lynn Green, Nancy Gordon, Jason Airman, and Ross Collins.

The on-call CPS case manager will complete all intake and documentation taken after hours and submit it to the CPS Intake case manager by 9:00am on the next working day.  The on-call PLC case manager will document all activities completed on PLC cases on a 452 and submit it to their supervisor by 9:00am on the next working day.
I have read and understand the attached UNIT AND STAFF EXPECTATIONS FOR THE PLACEMENT INTAKE UNIT.
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Supervisor Signature




Date

