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	POSITION DESCRIPTION

Children and Family Development


	POSITION TITLE:


	Social Work Assistant
	POSITION
NUMBER(S):
	Various

	DIVISION:
(e.g., Division, Region, Department)
	     
	
	

	UNIT:
(e.g., Branch, Area, District)
	Operations - Vancouver Coastal
	LOCATION:
	Various

	SUPERVISOR’S TITLE:
	Team Leader
	POSITION
NUMBER
	0

	SUPERVISOR’S CLASSIFICATION:
	SPO 28
	PHONE NUMBER:


	     

	FOR AGENCY USE ONLY
	NOC CODE:


	     

	APPROVED CLASSIFICATION:
	     
	CLASS CODE:


	     

	ENTERED BY:
	     
	PHONE NUMBER:


	     


PROGRAM (OPTIONAL)
	The objectives of MCFD are to ensure the safety and well-being of children and to assist with the

preservation of the family unit.  Programs are offered under the statutory authority of various legislation.

Program areas include:

a) adoption services; (b) services related to early childhood development; (c) services to assist families in caring for their children; (d) mental health services for children and youth;  (e) support services for youth in crisis; (f) child protection and guardianship services; (g) services for youth in conflict with the law;

and includes other types of services provided pursuant to the powers, functions and duties of the Minister of Children and Family Development that are prescribed by the minister;

The Adoption Program finds adoptive homes for children permanently in care of the province. The Early Childhood Development Program encourages the development of healthy children, preconception to age six, in order to prevent further problems that would subsequently require more intensive interventions. Family Development Programs ensure that families whose children are at risk of harm receive the necessary support services. Child and Youth Mental Health Services include operation of treatment centres and community mental health programs ranging from prevention to intensive support and treatment.   Youth Services provides programs for at-risk and sexually exploited youth, including support workers, prevention and promotion services, and youth agreements. The Child Protection Program carries out the province’s responsibilities under the “Child, Family and Community Service Act” to ensure that children found to be at risk of harm are protected from further abuse and neglect, and promotes the capacity of families and communities to support children.  The program administers the children in care residential program, including foster care, contracted facilities, and independent living.. Youth Justice Programs promote rehabilitation by providing services to those incarcerated in youth custody centres, and funding for a range of community-based alternatives to custody..




PURPOSE OF POSITION
	To provide case management assistance to Social Workers and assume limited delegated authority under the Child Family and Community Service (CF & CS) Act. 




NATURE OF WORK AND POSITION LINKS
	1. Assists Social Workers in conducting child abuse/neglect investigations:


 

· identifies sources of information that will be of assistance in the development and implementation of case management plans and the preparation of reports;

· interviews community collateral’s such as day care teachers, neighbours or any other community based person to assist the Social Worker prepare abuse/neglect reports (primary contacts [e.g. doctors, psychologists] are handled by senior practitioner). 

2.
Supports youth-in-care (YIC) and service providers in youth-in-care’s independent living plan:

· arranges for services with other ministries e.g. Human Resources, Education) such as income assistance and training plans

· looks for independent housing and arranges for services such as hydro hook-ups

· applies for Social Insurance Numbers and sets up bank accounts

· assists YIC to locate and register in school or alternate school programs, addictions support services or similar facilities

3.
Implements the planned moves of children-in-care (CIC) from one child care resource (e.g. Foster home) to another:

· arranges for physical move of CIC to the new facility an ensures all belongings have been moved

· prepares the child mentally for the new environment and informs foster parents of the child’s needs or behaviour issues

· ensures that all necessities such as food, clothing, and transportation are taken care of

· arranges for alternative placement if behaviour problems become an issue

· keeps documentation up to date
4.     Supports parents in locating and enrolling in community based parenting or other relevant programs:

·  maintains information on parenting programs offered by community resources

· assesses clients needs to determine type of program required (e.g. infant parenting skills)

· evaluates the suitability of community based programs for client 

5.
Coordinates administrative aspects of client case management:

· assumes limited delegated authority under the sections 14, 75, 78 and 96 of the CF & CS Act

· discusses issues and processes with clients in absence of case Social Worker and ensures the social worker or Team Leader are aware of the client’s concerns


· contacts community collaterals to see if the clients have attended appointments as agreed and reports results back to the Social Worker

· serves court notices to parents and explains the Terms and Conditions of the court order

· provides information to families regarding their rights and obligations under the CF & CS Act

· answers questions regarding the rights of children in care

· completes and forwards referral documents to child care resources when children come into care or change resources


· completes applications for medical coverage for CIC’s and retains copies on the case files


· authorizes payments for clothing, transportation or recreational activities for CIC’s

· completes documentation on the MIS system for foster care payments and ensures foster parents receive payments parents receive payments on time by resolving problems with Accounts Payable Office

· ensures Home Care Service payments are made on time

· reviews files to obtain historical information and reviews materials such as policy and procedures and library resources too assist with various case management issues.
6.  Interacts and maintains contact with children-in-care, foster parents and families:
· takes CIC’s to routine medical appointments

· takes physical care of children when first brought into care or during “take charge” process or repatriations while Social Worker is fulfilling other related duties

· visits parents or other relatives to advise of appointments when the parents/others do not have a telephone

· supervises and records access visits by parents with their children

· visits CIC’s as assigned by Social Worker to gather specific information such as how CIC’s are adjusting to the care home, whether they are attending school regularly, and if they have adequate transportation for activities

· reports interactions with CIC’s, parents or foster parents back to Social Worker and provides input on the child’s relationship with the foster parent by observing the interaction with each other and discussing with the Social Worker 

· coordinating activities with foster parents

· sits with anxious clients before the meeting with the Social Worker

· accompanies child to activities when foster family or Social Worker is not available

· prepares children, youth and families for court processes by discussing court procedures


	7. Performs other related duties:
· participates in multi-disciplinary case conferences to understand plan of care or approach and organizes and documents case management points for Social Workers
· attends court under the Youth Offenders Act to provide proof of age

· instructs administrative support staff to draft out court documents for the Social Worker’s approval

· provides familiarization and orientation to new Social Workers on on-line documentation procedures




SPECIFIC ACCOUNTABILITIES / DELIVERABLES
	1. Assists Social Workers in conducting child abuse/neglect investigations:

2. Supports youth-in-care (YIC) and service providers in youth-in-care’s independent living plan:

3. Implements the planned moves of children-in-care (CIC) from one child care resource (e.g. Foster home) to another:

4. Supports parents in locating and enrolling in community based parenting or other relevant programs:

5. Coordinates administrative aspects of client case management:

6. Interacts and maintains contact with children-in-care, foster parents and families:

7. Performs other related duties


FINANCIAL RESPONSIBILITY
	


DIRECT SUPERVISION (i.e., responsibility for signing the employee appraisal form)

	Role
	# of Regular FTE’s
	# of Auxiliary FTE’s

	Directly supervises staff
	    
	    

	Supervises staff through subordinate supervisors
	    
	    


PROJECT /TEAM LEADERSHIP OR TRAINING (Check the appropriate boxes)


	Role
	# of FTE’s
	Role
	# of FTE’s

	Supervises students or volunteers
 FORMCHECKBOX 

	    
	Provides formal training to other staff 
 FORMCHECKBOX 

	    

	Lead project teams 
 FORMCHECKBOX 

	    
	Assigns, monitors and examines the work of staff
 FORMCHECKBOX 

	    


SPECIAL REQUIREMENTS
	


TOOLS / EQUIPMENT
	


WORKING CONDITIONS
	


WORK EXAMPLES
	


COMMENTS

	


PREPARED BY

	NAME:

     
	DATE:

     
	


EXCLUDED MANAGER AUTHORIZATION

	I confirm that:

1.
the accountabilities / deliverables were assigned to this position effective: (Date).

2. the information in this position description reflects the actual work performed.

3. a copy has / will be provided to the incumbent(s).



	NAME:

     
	SIGNATURE:
	DATE:

     


SELECTION CRITERIA

	EDUCATION AND/OR OCCUPATIONAL CERTIFICATION:
1. Minimum of grade 12 education with at least 2 years certification/diploma or post secondary education in a related field such as child and youth care, or related Human Service equivalent.

2.
Completion of Ministry’s Social Work Assistant training.

EXPERIENCE AND/OR ACHIEVEMENTS:
Minimum 2 years experience working with children or youth in a directly related field.

PROVISOS:

1. Some travel required.  Transportation arrangements must meet ministry operational requirements.

2.
Must consent to a criminal records review check and police record check. 




COMPETENCIES

	KNOWLEDGE:

1.
Must have an understanding of children and youth systems, basic court procedures and the Child Family and Community Services Act.

SKILLS AND ABILITIES:

1. Demonstrated effective written and verbal communications skills including interviewing skills;

2. Ability to work independently and as a team member with a multi-disciplinary environment  and with other professional staff, clients and service providers;

3.
Ability to establish priorities and carry out duties in a professional manner.
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