
A Supervisor’s Guide to Strength-based Supervision
Short courses on basic supervisory skills on offer in Atlantic Canada 

This series of courses has as its intended audience newly appointed supervisors in organisations where supervision may comprise managerial, leadership and technical competencies.   Supervisors who have been doing supervision for some time who may require a refresher in some or all of these areas, or who may not previously have received formal training in supervision skills are also excellent candidates.

The guiding philosophy of this series is to build on individuals’ strengths; to facilitate a participative learning process among the delegates; and to educate supervisors in the benefits of providing positive leadership in the workplace, coupled with practical hands-on skills and tools.

	

Supplier
	

Ms. Delphine du Toit B.A., M.S.W.
Cell-phone:  (902)789-3953
Website www.delphine-du-toit.com (presently under construction)
Email:  info@delphine-du-toit.com  or  dephine.dutoit@gmail.com 

Delphine is a seasoned Canadian human resources practitioner and management consultant, based in HRM, with extensive international human resources development experience.   She specialises in course design for supervisory development and works as a professional coach. [footnoteRef:1] [1:  See the back pages for background information.  A full resume will be supplied if requested.] 




	
Entry 
requirements

	
Basic knowledge of people management skills
English language proficiency
Responsible for the management of other employees

	Objectives
	Introduction and/or reinforcement of a strengths-based approach to managing and leading
The development and entrenchment of the fundamental skills and understanding of supervision in large organisations
Contribute to organisational effectiveness and goals
Increase areas of trust and co-operation
Improve supervisors’ confidence and competence
Reinforcement of the organisation’s Guiding Principles/vision, mission, values/culture through day-to-day supervisory practices.
 

	Methodology
	An adult learning process is facilitated in which a variety of learning styles and situations are utilised
Learner’s experience is respected and used as a basis for further learning
Highly participative/interactive on individual and group basis, incorporating creativity and exploration, sharing, analysis and reflection with introduction of new ideas and tools





	Format
	Facilitated class-room based learning
Combination discussion exercises, puzzles, quizzes, role-plays, case studies, reflections, skills practice, application of new tools and presentations (by the facilitator and the learners)
Each learner is supplied with a workbook to use during and after the course. 
Each learner completes a work-related project, which is of immediate practical use on the job.
Each learner is prepared to give a 10 minute presentation to her/his immediate superior on the learnings from the course. 


	Customising
	The material exists in generic format and is always customised to reflect the culture and context of the client organisation.  Case studies and role plays are developed based on actual cases and situations in the organisation and/or sector.  
Customising includes using client content and branding.


	Copyright © 
	The supplier retains the copyright of the original generic course material.  The client retains the copyright of content supplied by its representatives.
An agreement is entered into to ensure that both parties’ interests are respected and protected.


	Duration
	A ‘day’ is 7 hours of class-room time, excluding two short breaks mid-morning and mid-afternoon and lunch.
Actual start and finished times are established by agreement with the client
The total number of days per course is detailed below.


	Class size
	Minimum of 8 learners
Maximum of 20 learners


	Availability

	Throughout Atlantic Canada, subject to travel and accommodation arrangements outside HRM, Nova Scotia


	Costs
	$1200 per day, up to the maximum of 20 learners, for all courses of 3 days or shorter duration. Half-days are pro-rated.  
Cost-sharing between small and medium enterprise can be arranged.
Cost of learners’ workbooks is quoted separately, as the cost of printing fluctuates.
There is no additional fee for standard customising of the learning materials
There is no additional fee for supplies and sundries (e.g. wall charts, crayons, maps, etc)
Travel and accommodation (where relevant) costs will be for the client’s account for any courses supplied outside Halifax Regional Municipality, Nova Scotia.

Costs related to the Action Learning Essential Skills of Supervision:

$6000 for the five class-room days for up to 20 delegates, + $200 per delegate for two hours of one-on-one coaching ($100 per session), + cost of the workbook (subject to price fluctuations in printing costs).








Course List

1. The Essential Skills of Supervision  (5 days [35 hours instruction time] + 12 weeks completing an action learning project with coaching support and a competence assessment)

Learning outcomes: Upon completion of this course the learner will be able to:
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· Explain the fundamental principles of management
· Understand the chain of command/value chain dichotomy in the context of the organisation’s vision, mission, values and strategic goals[footnoteRef:2] [2:  This section utilises the Vision, Mission and Values or Guiding Principles of the Organisation in addition to its key strategic goals, and, where it exists, the formal lay out of the value chain.] 

· Explain the role and responsibilities of a supervisor within the organisation[footnoteRef:3] [3:  This section utilises the job descriptions or competency standards for supervisors in use in the organisation.
] 

· Perform the competencies of planning, leading, organising and controlling in his/her daily work, using a strengths-based approach
· Demonstrate appropriate situational leadership
· Use effective communication techniques to achieve:
· [image: ]Strengthening working relationships through effective listening and greater clarity of message delivery (taking into account generational preferences)
· Clarity in work instructions and goals 
· Improved problem-solving at the appropriate levels
· Improved interaction with superiors around reporting, feedback and problem-solving
· Role-modelling effective listening
· Understand and appropriately use a range of managerial tools (e.g. SWOT, 5 Whys, Drill Down, Johari Window, Goal Matrix)
· Utilise appropriate intrinsic or extrinsic motivators within their scope of authority
· Effective use of delegation and team work to deliver results and develop team members
· Broader knowledge of the functions  and interdependence between, different departments
· Strengthened supervisory network based on team work
· Knowledge and administration of appropriate controls (management of budget, HR policy & collective agreements, health and safety, etc. compliance) to deliver results 
· Enforcements of Key Performance Indicators (KPIs) of the organisation through monitoring, measuring and regular constructive feedback
· Complete an Action Learning Assignment (ALA) which delivers qualitative and quantitative results aligned to the organisation’s goals and intended culture.




This course is designed around an action learning component.  Delegates select a problem or opportunity related to their work goals, in consultation with their own immediate superiors, which will form the basis of the delegate’s action learning assignment (ALA).  Throughout the classroom based experience the learnings are constantly linked to the individual’s selected problem/opportunity.  By the end of the fifth day each delegate is equipped to:

· Present to his/her manager a practical plan on how to apply these skills in fulfilling his/her duties as a supervisor/superintendent.
· Complete an action learning assignment (ALA) which will deliver quantifiable value-add to the organisation as well as qualitative improvement in the exercise of leadership and communication skills.

It is expected that the delegate will utilise the ‘managing up’ skills from the course to obtain coaching and support from her/his immediate manager.  Additionally, each delegate attends two one-hour coaching sessions with the facilitator, the first approximately one month after the course work was done, the second approximately six weeks later.

The competence assessment is based on the submission of a final report. The assessment instrument is designed based on the course content and the job description and/or competency standard for a supervisory position in the organisation.  Each delegate receives a competence certificate signed by the facilitator and co-signed by a relevant senior manager in the organisation.


2. A Supervisor’s Guide to Performance Management  (3 days)

Learning outcomes: Upon completion of this course the learner will be able to:

	· Show increased confidence and assertiveness in supervising subordinates 
· Provide greater clarity in work instructions; reducing confusion and conflict; and delivering specific performance results
· Use the organisation’s Performance Management process in a coherent and continuous manner, from strategic plan to goal setting to ongoing feedback and monitoring to performance appraisal to  reward and career development

	· Explain the organisation’s Vision, Mission & Values and the meaning it has in the learner’s own work
· Explain what “Adding value” means and how that can be demonstrated in the learner’s own job
· Build trust with superiors, colleagues and subordinates to in managing performance and stimulating motivation
·  Explain the relationship between competence and performance
· Make a noticeable contribution to Organisational Effectiveness



By the end of this course the learner will be equipped with a short presentation on performance management, which can be used to explain the process to his/her subordinates and a practical action plan on improving the trust and performance level with at least one subordinate.



3. A Supervisor’s Guide to Goal Setting  (2 days)

Learning outcomes: Upon completion of this course the learner will be able to:

	· Use goal setting methodology – goals that are more are SMART 
· Delegate work to a team, based on team goals
· Select the right Key Performance Indicators (KPIs) or measures for the team’s goals
· Use goal setting and performance management as a positive motivator
· Build individual and team accountability

	· Explain the alignment between her/his goals and those of his/her immediate superior
· Explain the contribution being made by his/her superior to the strategic goals of the organisation
· Demonstrate a high degree of confidence and assertiveness in providing direction and guidance to subordinates.



By the end of the course each learner will have a set of job-specific SMART goals with identified measures and an action plan ready to use on the job and to use for communication with their superior, subordinates and work colleagues.



4. The Power of the Feedback Loop: A supervisor’s guide to giving and receiving feedback & performance appraisal  (2 days)

Learning outcomes: Upon completion of this course the learner will be able to:

	· Explain the relationship between feedback and performance
· Establish performance standards and job-based behaviour as a basis for feedback, using a strengths-based approach
· Select and agree upon appropriate sources of feedback
· Document and verify bases of feedback, as appropriate
· Explain the value of strengths-based feedback (even when managing poor performance)

	· Demonstrate a high degree of confidence and assertiveness in communicating clearly and accurately with subordinates and superiors
· Structure a regular feedback process with her/his team 
· Use feedback in managing poor performance
· Demonstrate the use of appropriate techniques in giving and receiving feedback
· Demonstrate the use of feedback in career development 



By the end of this course the learner will have a specific plan on seeking feedback from a key internal customer and another specific plan on giving feedback to a subordinate.

5. Workshop on the Administration and Interpretation of a Collective Agreement  (duration depends on complexity of the agreement)

Collective agreements are specific to an employer, a trade union and the employees in the bargaining unit.   Whenever changes have been signed into a new collective agreement, supervisors and managers have the responsibility of applying those clauses and interpreting those phrases, as do the union representatives on their side. 
  
During the normal post-negotiating briefing sessions the explanations often appear straight-forward but when a supervisor, manager, shop steward or union official is faced with a specific scenario the interpretation sometimes goes awry, and the employee relations expert is often called in too late, after the decision has gone wrong.

This course is customised for the client, based on the collective agreement and the workplace reality.  The course designer is briefed by the chief negotiators of the agreement and/or the Employee Relations Officer or Union Official for the local/branch.  

The learning material is then designed on a case study basis, utilising multiple choice, quizzes, role-plays and interpretive presentations.  The learners are given the opportunity to interpret and debate clauses in the context of real workplace situations and to develop awareness of consequences of breach of such clauses.   The solutions created by the learners are fed back to the original negotiators to ensure that consistency of interpretation is achieved.  If more than one workshop is conducted the findings from each workshop are captured and fed back to the Employee Relations Manager or other responsible person, with anomalies highlighted.

The fee for this workshop will depend on the complexity of the collective agreement and the size of the organisation, based on a daily rate of $1200 applicable to both development and facilitation work.

The best time to contract for such a workshop is while negotiations are underway, so that advance preparation can be done.  The workshop can then be ready to be rolled out as soon as copies of the new Agreement are distributed.

For more information on these and other courses and services, please contact:


Ms. Delphine du Toit B.A., M.S.W.
Cell-phone:  (902)789-3953
Website www.delphine-du-toit.com (presently under construction)
Email:  info@delphine-du-toit.com  or dephine.dutoit@gmail.com 

Delphine is a seasoned Canadian human resources practitioner and management consultant, based in HRM, with extensive international human resources development experience.   She specialises in course design for supervisory development and works as a professional coach. [footnoteRef:4] [4: ] 




Highlights of Qualifications and Experience: Delphine du Toit

· Executive level human resources management experience
· Experienced executive mentor and coach
· Extensive experience in the development of learning solutions and facilitation of learning at supervisory level
· Highly articulate and effective communicator
· Experienced negotiator/labour relations practitioner  in multi-union settings
· Skilled investigator and dispute mediator 
· Executive level project management skills
· Proven experience in managing highly complex situations
· Strong track record in managing diversity
· Strong leadership skills
· Experienced international consultant 
· Top strengths are Strategic, Individualisation, Maximiser, Connectedness, Developer (StrengthsFinder – Gallup Organisation)

The following is a sample of clients that have successfully used me as a trainer, with my own material or in-house resources:


	Client
	Course
	No. of learners

	AngloGold Ashanti
	Essential Skills of Supervision
	96

	Duke University Corporate Education
	Culture change for a mining house, 2 modules.
	Approx 400

	SABMiller 
	Effective Supervision Programme[footnoteRef:5]  (15 day residential programme with 3-month action learning component) [5:  Return on Investment analyses were conducted on some of the projects with highly favourable results] 

	Approx 200

	Holcim Cement
	Essential Supervision Skills
	40

	Lafarge
	Change Management
	40

	Holcim Cement
	Advanced Leadership Skills for Supervisors
	20

	Holcim Cement
	Change Management 
	45

	Coca-Cola
	Workshop on Values
	15

	Unilever
	Managing Discipline and Grievances
	180

	Contractors Registration Board, Tanzania
	Internal Communications
	22

	Professional Provident Fund, Tanzania
	Performance Management for Senior and Executive Managers
	16

	South African Breweries
	Managing Discipline and Grievances
	Approx 30

	Bromor Foods (Cadbury/Schweppes)
	Managing Discipline and Grievances
	Approx 30



While I was employed by SABMiller as Performance Management Consultant for their African and Asian operations I customised he full range of performance management-related courses (goal setting, communication and performance feedback, working in teams, performance measurement and appraisal) and developed an innovative board game which introduced the concept of the value chain and the basics of systems thinking to employees at all levels. (2000 – 2003). Although I utilised the services of external consultants to do much of this training I conducted a fair amount of the training myself.

Client Recommendations
“Delphine is a great mentor, she walks the talk and she managed to change one of my senior managers to become a great leader who is now meeting objectives set by him and the organisation in totality. Thanks to Delphine” August 17, 2010 Top qualities: Great Results, Expert, and High Integrity. Jayne Nyimbo Taylor   Human Resources Director, Tanga Cement Company (formerly Holcim, now Afrisam)
“Delphine is an experienced HR practitioner who cut her teeth creating workable outcomes between business leadership and unions during South Africa's politically turbulent 80's and 90's. HR practitioners of the time developed a skill set one could claim to be the envy of global businesses and the functions business credibility has made "leadership through people" the protagonist in SABMiller’s global success story.” August 23, 2010 Neil Hobkirk , Brand Group Manager, SABMiller 
“Delphine is one of those rare people who, from my experience of working with her on various occasions, demonstrated insight, intellect and integrity with a good sense of humour. She was able to keep the overall objective in mind when dealing with a variety of challenges which allowed her to maintain a good line of sight between what we focused our efforts on and what we aimed to achieve. She was great to work with as a colleague and would be more than happy to work with her again.” May 10, 2010 Chris Nuns , Recruitment & Assessment Manager 
Delphine is able to mix strategic "big picture" thinking with detailed analyses of problems. She is dedicated to the improvement of peoples' performance through coaching, mentoring or the application of performance management theory - whichever approach would be most suitable to the situation. She is very effective as a facilitator for both problem solving sessions and for knowledge transfer workshops.” Hans Kuilman, Owner, Kindeng Consulting Co 

"Delphine has put me through an exciting and stimulating mentoring program and exposed me to new and innovating thinking. She is an engaging coach and created a forum for lively and enthusiastic discussion. I would highly recommend her expertise and service and have seen few who can consistently deliver the quality of work she does”.  Hassan Dewji, Director Human Resources, METL.

“INVESTMENT WORTH THE MONEY” - Juerg Fluehmann, Managing Director, Tanga Cement Company Ltd.
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