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Sample Competencies and Standards for Supervisory Management (Front-line Supervisor) Although some of these may be appropriate for higher levels of management, these are not written for the intended use with middle, operational or strategic managers. Organizations can strategically select certain competencies, but within the NCPC framework, some are mandatory.

Similar standards are available for child welfare practitioners and professionals.

Rating Scale

1 – Fails to meet this performance criterion. Substandard performance.

2- Occasionally fails to meet this performance criterion. 

3 - Always meets and occasionally exceeds this performance criterion.

4 – Consistently exceeds this performance criterion. Creativity, ingenuity and outstanding performance are             

      present.

	Competency 1
	Standards
	Rating

	Gain support from peers and staff members
	1. You consult with peers and staff members about proposed activities at appropriate times and in a manner that encourages open, frank discussions

· Supervisor reviews potential changes in procedures and policy and gets input from staff

· Supervisor reviews new sales information with staff, seeks input and discussed implementation

· Supervisor reviews special initiatives or issues for a specific property and discusses the impact that will occur within his/her unit and how it should be managed (within what time frame? How often should this occur?)

2. You keep peers and staff members informed about organizational plans and activities

· Supervisor presents changes to operational policy and procedure in advance and train staff as needed to implement change

· Supervisor reviews ???? each ??? with all relevant staff 

· Supervisor updates staff about the organizations goals and objectives each quarter and discusses how they can contribute to these goals and objectives

3. You honor the commitments you make to peers and staff members

· When supervisor commits to conducting meetings with a staff person, they are on time and prepared for the meeting

· When supervisor tells a staff person that he or she will get them information, they get it and provide it to the staff in a timely manner

· When a peer asked for information or assistance, supervisor provides assistance in a timely manner or discusses alternatives to helping peer

4. You treat peers and staff members in a manner that show you have respect for individuals and a the need for confidentiality

5. You give peers and staff members sufficient support for them to achieve their work objectives

· Supervisor always ensures staff and peers have updated information about services, problems or changes which are going to occur and which may effect them

· Supervisor reviews all policy changes with staff as they are communicated to him/her

· Supervisor is proactive to ensure peers are aware of issues which may effect their work or their unit

6. You discuss your evaluation of peers' and staff members' work and behavior directly with them

· When supervisor is concerned about the actions or behavior of a peer, s/he schedules time to discuss the situation with that individual in private, prepares for the meeting and provides clear, objective  feedback about why the action or behavior impacted him/her and/or the staff in a negative manner

· When supervisor is concerned about the actions or behavior of a direct report, s/he schedules time to discuss the situation and provides clear, objective  feedback about why the action or behavior impacted him/her and/or the staff and or a peer of the supervisor or another unit in the organization in a negative manner

· Supervisor always works to resolve issues in a positive way with staff and peers to ensure a positive work environment for colleagues and staff

· Supervisor completes required documentation of any agreements or action taken with peers or direct reports and provides a copy to the peer or direct report
	     1        2       3      4 

     1       2        3      4 

     1       2        3      4

     1        2       3      4

     1        2        3     4 

     1        2        3     4                 


	Competency 2
	Standards
	Rating

	Minimize Conflict within Your Staff
	1. You inform staff members of the standards of work and behavior you expect in a manner and at a level and pace appropriate to the individuals concerned

· Staff are informed of policies and procedures either individually or in groups about conduct, behavior or changes as they occur

· If a problem occurs with an individual staff person, a meeting is scheduled with that person, the supervisor prepares for the meeting and discusses the issue privately with the staff person

· If the problem occurs with the group, the supervisor schedules a meeting to discuss the problem with the group

· Meetings to discuss these issues are conducted as follows:

· Supervisor presents issue and explains relevant policy or procedure

· Supervisor describes behavior which is in conflict with the policy, procedure or practice

· Supervisor asks individual or group why this is occurring and reviews individual's perspective

· Supervisor explains what is acceptable and asks individual to explain their understand of what is acceptable

· Supervisor documents meeting and provides a copy to individual

2. You provide appropriate opportunities for staff members to discuss problems that directly or indirectly affect their work.

3. You promptly take action to deal with conflict between staff members

4. You inform relevant people about conflicts outside your area of responsibility.

5. The way you resolve conflict minimizes disruption to work and friction between staff members

6. Records of conflicts and their outcome are accurate and comply with the requirements for confidentiality and other organizational policies and procedures
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	Competency 3
	Standards
	Rating

	Contribute to implementing disciplinary or grievance procedures
	1. Your staff members have clear, accurate and timely information regarding disciplinary and grievance policies and procedures

2. Your contributions to disciplinary and grievance process involving staff members are provided in a fair, impartial and timely way

3. Your contributions to implementing disciplinary or grievance process is  consistent with your level of authority

4. Your contributions to implementing disciplinary action maintain respect for the individual and the need for confidentiality
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Sample Competencies for Supervisory Management Continued

Competency 4: Maintain work activities to meet requirements

Competency 5 Maintain healthy, safe and productive work conditions

Competency 6: Make recommendation for improvements in work conditions

Competency 7: Make recommendation for the use of resources

Competency 8: Contribute to the control of resources

Competency 9: Contribute to identifying staff requirements

Competency 10: Contribute to the selection of needed staff

Competency 11: Plan the work of staff and individuals

Competency 12: Assess the work of staff and individuals

Competency 13: Provide feedback on work to staff and individuals on their work

Competency 14: Help staff members who have problems affecting their performance

Competency 15: Gather information according to specifications

Competency 16: Inform and advise others of information 

Competency 17: Conduct Meetings

Competency 18: Provide advice and support for the assessment of processes and working environments

Competency 19: Provide advice and support for the development of plans to improve quality systems

Competency 20: Provide advice and support for the development of measurement systems

Competency 21: Provide advice and support for the collection, analysis and documentation of information

Competency 22: Audit compliance with quality systems

Competency 23: Follow-up on quality audits

Competency 24: Promote people's rights and responsibilities

Competency 25: Promote people's right to confidentiality of information

Competency 26: Promote equality and diversity of people

Competency 27: Contribute to the identification of development needs for staff

Competency 28: Contribute to the development activities

Competency 29: Contribute to the assessment of people against developmental objectives

Competency 30: Develop your own skill to improve your performance

Competency 31: Manage your time to meet objectives 
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