
































Appendix B

Adult Protective Services Case Manager

Job Description
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® STATE OF SOUTH CAROLINA POSITION DESCRIPTION

1.Job Purpose;
Under limited supervision, perform specialized case management in the areas of adult protecive services including but not limited to the areas of adult protective services

including but not imited to the areas of protective and preventive services, permanency planving and freatment services for aduls, children and familis.
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4. Comments:
Work conditions are good. Work week consists of 37.50 hours (possible overtime).

5. The above description is an accurate and complete description of this job.
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Child Protective Services Case Manager

Job Description



STATE OF SOUTH CAROLINA POSITION DESCRIPTION

GENERAL INFORMATION
| 61054637 | P |SCDeputmentof Socal Sevs |
AgencyCode  Agency Name
| CPS Family Preservation | | Spartanburg/Spartanburg |
Division / Section / Unit City / County
l ‘ ‘_4_‘_2_J m YN
Emgloyee Name County Code Is Position in Central Office ?
| Human Services Specialist 1 [s{2]4]o] | L] lole]
Current State Title Alphamumeric Code Siot Band
[F[7[E] | [BS Coudinaor] Je{rfs]o] |11 1]

Full / Part Time Indicator | Supervisor State Title Alphanumeric Code Slo:

[] OHR COPY [JAGENCY COPY
OFFICE OF HUMAN RESOURCES
AN AR
AgencyCode  Alphanumeric Code Slot

LI P
Authorized Dace
ODelegated ~~ [INewPositon [ Prototype

[ State Tile Changes [ Update

“13[7]5[01 Approved State Title

I "y SOURCE OF FUNDING

lours Per Week '

1%915 y '-—U—J»l—-l——l . LLLJI—U val Sienatu Date Approved

—— S % Federal % Other ST St

REQUESTED ACTION INFORMATION l_b‘f_{

UPDATE | Bunan Servies Specilist I |6|2]¢]e] . FLSA Designation
Requested Action Requested State Title Alphanumeric Code
Supervisor's Signature Date Other Required Signature Date

THE FOLLOWING SECTION OF THE POSITION DESCRIPTION IS TO BE COMPLETED BY THE SUPERVISOR
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A bachelor's degree. Selected positions may prefer a master’s degree.

2. What knowledge, skills, and abilities are needed by an employee upon entry to this job including any special certification or license?
Knowledge of normal and absormal behavior adjustment techniques. Knowledge of casework practioes and interviewing techaiquas, Knowledge of legal principles and practices. Knowledge of investigative
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STATE OF SOUTH CAROLINA POSITION DESCRIPTION

1, Job Purpose:

Under limited supervision, perform specialized case management i the areas of child welfare services, inclding but not limited to, the areas of protective and preventive
services, permanency planning, and treatment services for children and families.
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2. Remove children from ebusive or neglectful homes in order to place them in a protective eavironment. Assist law enforcement and/or Famity Court in emergency
removel of children anc placement in a protective environment,

3. Make home visis as required by agency policy and applicable aw{s). L E L%

4, Particiate in legal proceedings as necessery which may include removal of children, interventions, fudicial reviews, permaneacy planning hearings and contempt 2 E pLil%
hearings in compliznce with applicable laws, policics, & regulations, Prepare necessary summaries, home studis, judicial reviews, petitions and make 3 E B0
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5. The above description is an accurate and complete description of this job.
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Retention Practice #6.

Retention Practice #7.
Retention Practice #8.
Retention Practice #9.
Retention Practice #10.

Retention Practice #11.

Retention Practice #12.

Retention Practice #13.

Appendix D

Adopt a “Give-and-Get-Back”
Philosophy 29

Measure What Counts and Pay
for It 44 i

Inspire Commitment to a Clear
Vision and Definite
Objectives 54

Understand Why Some Leave

and Why Others Stay 69
Redesign the Job Itself to Make
It More Rewarding 77

Define the Results You Expect
and the Talent You '

Need 82

Ask the Questions that Require
Proof of Talent 92

Give a Realistic Job

Preview 99

Use Multiple Interviewers and
Reference Checking 104
Reward Employee Referrals of
Successful New Hires 112

Hire and Promote Managers
Who Have the Talent to Manage

People 116
Hire from Within When
Possible 125

Creatively Expand Your Talent
Pool 129



Retention Practice #14.

Retewntion Practice #15.

Retention Practice #16.

Retention Practice #17.

Retesitionn Practice #18.

Retention Practice #19.

Retention Practice #20.
Retention Practice #21.

Give New Hires the Red-Carpet
Treatment 141

Communicate How Their Work
Is Vital to the Organization’s
Success 149

Get Commitment to a
Performance
Agreement 154

Challenge Early and
Often 160

Give Autonomy and Reward
Initiative 166

Proactively Manage the
Performance
Agreement 177

Recognize Results 185

Train Managers in Career
Coaching and Expect Them to

Do It 197



Appendix E

“The Causes and Consequences of Turnover-Research Findings”

ResearchCausesCo
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Appendix F

Employee Interviews

Interview 1:

Former Case Manager in the Economic Services area with the Department of Social Services.

Time spent with the agency was one year and seven months.
Interviewer: Why have you decided to end employment with the agency?

Interviewee: | can’t support my family with the money that | make and | just don’t see room

for advancement.
Interviewer: What are your plans for employment in the future?

Interviewee: | have another job that pays more money. | will have to work some nights and

weekends but | have to pay my bills.
Interviewer: Were there any other factors besides pay that contributed to your resignation?

Interviewee: No not really. It was a nice place to work. | loved the hours and having the

weekends and holidays off.

Interviewer: So would it be safe to say that if the pay was at a higher rate you would continue

your employment with the agency?

Interviewee: Yes if the pay was a higher rate | would not leave.



Interview 2

Case Manager in the Economic Services area currently employed with the Department of Social

Services. Employed with the agency for seventeen years.

Interviewer: What about working for the Department of Social Services has led you to continue

employment for the last seventeen years?

Interviewee: | really enjoy what | do and the hours | work. It is very easy to manage my work

life with my personal life.

Interviewer: Have you spent all of your time with the department as a Case Manager in

Economic Services?

Interviewee: Yes.

Interviewer: Are there aspects or things about the agency that you do not like?

Interviewee: Well | think that the pay could be a lot better as well as upper level management.

They are continuously adding on additional job duties but never additional pay.

Interviewer: How do you feel about the workload expected of you on a daily basis?

Interviewee: | definitely feel it is manageable. | never have to stay over to complete my work.
It gets hectic on some days, but as long as | stay focused and use my time wisely | am able to

keep up.



Interviewer: Do you think you will continue your employment with the department until you

retire?

Interviewee: Yes. | have too much time invested and | think it would be difficult to start

another career this late in life.

Interview 3

Case Manager in the Economic Service area currently employed with the Department of Social

Services. Employed with the agency for seven months.

Interviewer: What was it that led you to seek employment with the agency?

Interviewee: | always wanted to have a State job. | always heard the benefits were good.

Interviewer: After gaining employment with the Department do you find that the benefits are

what one would consider good?

Interviewee: Yes. | really enjoy the time off for the State holidays. The annual leave and sick
leave is awesome. The health Insurance isn’t the best, but it is affordable. The pay however is
not all that great, but being able to work Monday through Friday and have the weekends off

works well for my family and I.

Interviewer: How do you feel about the workload expected of you on a daily basis?

Interviewee: | feel that it is manageable. There are days when | am really really busy, but then

there are days when the work load may be a little lighter. | don’t feel overloaded.

Interviewer: Do you see yourself staying with the Department until you reach retirement?



Interviewee: It is really hard to say. | am young and | would like to make more money. If | am

able to advance in my career it is possible.

Interview 4

Case Manager in the Human Service area of Adult Protective Services currently employed with

the Department of Social Services. Employed with the agency for two years.

Interviewer: What led to your seeking employment with the agency?

Interviewee: | went to school for Social Work. | always wanted to work in the Human Service
field and one of my former classmates worked for the department and recommended me for

the job.

Interviewer: After working in the field for the last two years do you still feel like you will

maintain a career in Social Work.

Interviewee: Yes. | really like what | do. The work is very demanding, but it is rewarding.

Interviewer: What do you find demanding about the work you do?

Interviewee: The amount of paperwork is overwhelming, there are times when you are on call
and may have to work after hours unexpectedly without monetary compensation. | feel like we
should receive overtime pay for hours we work over or are on call, but we are only entitled to

Comp time. However as long as the caseload is low the work is manageable.

Interviewer: Do you find that the caseload is manageable most of the time.



Interviewee: Yes, but there are times when the caseloads are high. If an employee leaves the

agency then that person’s caseload is passed on to the existing case managers.

Interviewer: Do you plan on continuing employment with the agency throughout your entire

career until you reach retirement?

Interviewee: No. | am here for the experience and then | plan to find a better paying job.

Interview 5

Former Case Manager in the Human Service area of Adult Protective Services. Employed with

the agency for sixteen years.

Interviewer: What was the deciding factor that led to the decision of your resignation after

sixteen years of employment with the agency?

Interviewee: A better opportunity came along and | took it.

Interviewer: Can you explain why this was a better opportunity for you?

Interviewee: The new position is in the private sector. | will make more money, there is no on
call involved, no weekends, it is first shift and the caseload is manageable. The paperwork is
probably fifty percent less than what | have to do as a case manager for the Department of

Social Services.

Interviewer: Do you think you would stay with the agency if you found these qualities in your

former position with the Department of Social Services?

Interviewee: | probably would since | have invested so much time.



Interview 6

Case manager in the Human Service area of Child Protective Services of the Department of

Social Services. Employed with the agency for six years.

Interviewer: What initially led you to seek employment with the agency?

Interviewee: After graduating from college | applied for the position and was offered it.

Interviewer: Has the job functions met your expectations of what employment with the agency

would entail?

Interviewee: No and yes. No because | never expected it to be this much work. The work is
very demanding and overwhelming. Case Managers in Child Protective Service work many long
hours that | feel we are not properly compensated for. | feel like we should receive monetary
compensation but all we get is paid time off. We have to drive our own vehicles often. We are
reimbursed, but the problem with this is that it takes a long time and we have to find time to do
the paperwork for the reimbursement. It just seems like it is never ending paperwork and not
enough people to complete it. | feel that my supervisor is not able to support me properly
because they too are overworked as well. Yes because | have found that the working for the
State has very good benefits. We get lots of vacation and sick time and | like because we have a

retirement plan.



Interviewer: Do you feel that you will continue your employment with the agency until you

reach retirement.

Interviewee: | really don’t think so. It is just too stressful. We are overworked and underpaid.

Interviewer: Can you tell me what things would need to change in order for you to change

your mind and continue your career with the agency until you reached retirement?

Interviewee: The size of the caseload would definitely have to go down and stay down

consistently and the pay would have to be better.

Interviewer: What has kept you with the agency for six years?

Interviewee: To be honest | really never have time to update my resume and seek other

employment.

Interview 7

Former Case Manager in the Human Services with Child Protective Services with the SC

Department of Social Services. Employed with the agency for one year and two months.

Interviewer: What led to you giving your resignation from your position as Case Manager in

the Child Protective service area with the Department of Social Services?

Interviewee: The main reason was that the work load was not manageable, the pay was
horrible, my supervisor was awful and non-supportive and it was emotionally too stressful for
me. | started having panic attacks for fear that | was going to miss something on a case a child

would be hurt.



Interviewer: What do you feel needs to change to make the job manageable?

Interviewee: | truly feel that someone in upper level management needs to understand that
there are not enough employee’s to do the job. The supervisors and managers in Child
Protective Services need to be better trained on how to be more supportive and beneficial to
the workers. | truly feel that for the amount of work the case managers have to do they should

receive a higher level of monetary compensation. | truly felt unappreciated.

Interviewer: If these factors were to improve to do you feel employees working in the child

protective service area would have a longer tenure with the agency.

Interviewee: Yes. | would have stayed if the work environment was better.

Interview 8

Case Manager in the Human Services area in Child Protective Services with the SC Department

of Social Services. Employed with the agency for twenty seven years.

Interviewer: What has kept you with the agency for twenty seven years?

Interviewee: | truly have a passion for what | do and retirement is getting closer and closer.

Interviewer: In your opinion do you feel that the agency has changed tremendously since you

came aboard twenty seven years ago? If so was this change negative or positive?

Interviewee: | would have to say that the last seven to eight years has been really rough. The
change has definitely been negative. If | was just starting in my career | don’t think | could
make it another twenty seven years. | feel that things got really bad for the agency when the

number of staff was decreased by at least half. This reduction in staff made it very hard to



manage higher than normal caseloads. This fact along with not receiving merit raises anymore
has made the job difficult. | don’t do what | do just for money, but | do have financial
obligations. While the price of everything has gone up, my pay has remained the same and |

have to work three times harder.

Interview 9

Supervisor in the Human Service Child Protective Service area with the SC Department of Social

Services. Employed with the agency sixteen years.

Interviewer: Out of your sixteen years of employment with the agency, how many have been

in your current position?

Interviewee: Ten years.

Interviewer: Prior to becoming a supervisor in Child Protective Services, were you a Child

Protective Case Manager?

Interviewee: Yes.

Interviewer: Why do you feel it is difficult to recruit and keep good talent in the Child

Protective Service area?

Interviewee: It is really difficult to recruit good talent because | feel that we as an agency are
not competitive with our salaries. | know that Case managers with experience can go work
other places and make about five to ten more thousand dollars more per year than they do
with the agency. Due to the fact our salary is so low we end up getting employees fresh out of

college with little to no experience. They either can’t do the job or get the experience and



move on. The work of a case manager in Child Protective Services is very demanding. | do not

feel like the case loads are manageable often times for the workers.

Interviewer: As a supervisor how do you feel you are best helpful to your employees?

Interviewee: | feel that | help my employees by putting tools in place to help keep them
organized. | do try my best to be as supportive as | can. |too am overwhelmed with the
workload. |try to set aside time to spend with each case manager to staff cases and help them

make sound judgment calls.

Interviewer: Do you think you will maintain your employment with the agency until you reach

retirement?

Interviewee: My plans are to do so, however if things don’t improve | really don’t know. We

need more staff, better training and more money.

Interview 10

Case Manager in the Human Service area of Child Protective Services for the SC Department of

Social Services. Employed for three months.

Interviewer: You have only been with the agency for three months. How confident do you feel

about your capability to do the job, after see how things work first hand?

Interviewee: | really think | will be capable of doing the job. | am a little nervous because | see

how hard it is for the case managers to handle their caseloads. | am going to try my very best.

Interviewer: Are there things about the job that you don’t like yet?



Interviewee: | really don’t feel like | am receiving adequate training. Everyone is very busy and

no one really has a lot of time to explain things to me.

Interviewer: Do you feel like the training to become a certified Child Protective Worker will be

beneficial to you once you have your own caseload?

Interviewee: There are some things that | understand and will apply to my role as a Child
Protective Services worker. Most of the information that is discussed | really don’t understand

because | don’t have the experience yet of actually doing the job.

Interviewer: Do you think you will stay with the agency throughout the majority of your career.

Interviewee: If there is room for advancement | would consider it. | would definitely have to

make more money.



