CoFARTMIMT

Updated: 03/15/21 Week 1 Week 2 Week 3 Week 4 Week 5
Daily Activities M|IT|WI|T MIT|WI|T MIT|WI|T TIW|T TIW|T
Review and respond to all incoming correspondence
Address client concerns (phone calls, walk-ins, Ombudsman, FAO)
Review activities and assign follow-up as needed
Check action requests/status communications and report screen
Review and assign all case transfers/incoming cases as needed
Review and approve/deny agency consents as needed
Review social study's, court reports, court orders and minute entries as needed
Attend court hearings, CFTs, TDMs, and case plan staffings as needed
Staff urgent case circumstances and meet with specialists as needed
On-call/after hours calls, staffings, etc.
Conduct data research as needed
Review and approve/deny service approvals as needed
Review and approve FFAs as needed
Participate/support Team Decision Making meetings as needed
Day of A
week Weekly activities Week 1 Week 2 Week 3 Week 4 Week 5

Observe and mentor specialists (field visits, CFT meetings, etc.)

Review and assign all incoming transfers as needed

Review transfer board/electronic version

Update Huddle Board and Process Adherence data

Conduct Unit Huddle Board Meeting

Participate in Section Huddle Board Meeting

Send weekly data to Program Manager and/or Program Specialist

Update and approve timecards

Review countermeasures to prepare for Huddle Board Meeting

Verify pre-approval for overtime

Meet with new workers as required

Follow up on current/outstanding HR/employees issues

Validate onboarding activities and New Specialist Training Learning Track is completed

Review Tableau, assign follow-up actions as needed (i.e. case plan compliance)

Review and approve timesheets (every other week)

Review and respond to FCRB inquiries




Week of month

Monthly Activities

Status

Conduct unit meeting & unit group supervision

Follow Up/To Do Items

For Who

Due
Date

Done
Date

1:1 coaching with each direct report (enter in MAP)

1:1 with Program Manager

1:1 Coaching Session with Supervision Coach

Track placement disruptions for the month

Conduct clinicals with each Direct Report

Submit end-of-month reports

Attend Section Management Meeting

Review and sign travel claims as needed

Check/take action on excess leave for direct reports

Attend case plan staffings (1/specialist/month)

Attend Match meetings and Full disclosure meetings as needed

Month ot
Quarter

Quarterly Activities

Status

Attend Supervisor Quarterly Meeting

Attend Section Meeting

Stand by Supervisor (Rural areas only)

Staff cases with Casey Family Programs (as needed)

# of Month(s)

Annual/Bi-Annual Activities

Status

Complete MAP evaluations (annually or as needed)

Complete mandatory trainings (as needed)

Attend Leadership Summit

Monthly 1:1 with Direct Reports

Name

Week 1| Week 2| Week 3| Week 4

Week 5




