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SUPERVISION POLICY Children’s Services
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1.1 Sefton Council is committed to ensuring that all staff receive good quality, effective and regular supervision in line with their needs and the requirements of their post. This includes those working on a temporary (including Agency staff), permanent, part time or full time basis. Whilst this policy is applicable to all staff working within the Children’s Service, it highlights the specific requirements for practitioners and staff who work directly with children and their families.

1.2 Supervision is:
· an important on-going process in which all Children ‘s Services staff receive guidance, support and challenge in a formal setting;
· the opportunity for workers to think, explore and confront issues that are pertinent to their ability to perform their role to the expected standard and to the agreed objectives and outcomes;
· a mutually beneficial exchange and allows all parties to explore what, why and how work is undertaken and managed within the overarching framework of Council priorities and legislation

1.3 Sefton has adopted the North West Protocol for Standards in Supervision of Children and Families Social Workers (Appendix 1). These standards are equally applicable to all workers who undertake direct work with children as well as adults and also have some useful tools for supporting reflective supervision.

1.4 New managers will receive appropriate training and support in undertaking supervision.
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1.5 Supervision takes place between a member of staff (supervisee) and their line manager (supervisor).

1.6 Team meetings, peer supervision, group supervision, mentoring and action learning sets can also be used in addition to one to one supervision to enable collective work planning and problem solving.

2.3 All managers shall formally supervise all staff for which they are responsible. This includes any temporary, casual or agency staff including sessional workers and volunteers. Managers who supervise social workers must be a qualified and registered social worker. An “open door” policy by a manager does not constitute supervision.

2.4 A supervision contract shall be drawn up jointly at the beginning of every new supervisory relationship. This shall be reviewed as required and at least annually. A supervision contact can be amended to suit individual needs; dates and frequencies are not amendable (see appendix)
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1.7	The frequency and duration of supervision shall be specified in the supervision contract,
however there are minimum standards.

3.2 For any member of staff supervision can be more frequent if either supervisor or supervisee feels this is necessary to achieve performance objectives or targets or to offer additional support should this be considered necessary.

3.3 In certain circumstances, dependent upon the category and proportionate with the level of responsibility designated to the post, supervision may occur on a less frequent basis. In these circumstances the frequency of supervision (which must not be less than once every eight weeks) will be agreed with the line manager at the initial supervision and recorded within the supervision contract and reviewed annually. NB There are additional minimum standards for certain roles, including Social Workers and Children’s Residential staff, which are detailed below.

3.4 Both supervisor and supervisee should plan supervision and treat it as a priority. Supervisors are responsible for rescheduling any cancelled sessions at the earliest opportunity.

3.5 Heads of Service and Service Managers shall receive supervision from their line managers at least on a bi-monthly basis. This shall be planned for a minimum of 90 minutes.

3.6 Team Managers and all other managers shall receive supervision from their line managers at least on a monthly basis. This shall be planned for a minimum of 90 minutes.

3.7 Social Workers shall receive supervision from their line managers at least on a monthly basis. This shall be planned for a minimum of 90 minutes of uninterrupted time.

Newly Qualified Social Workers (NQSW’s) undertaking their initial Assessed and Supported Year of Employment (ASYE) must have regular, reflective supervision with a manager who is a qualified and registered social worker. The frequency of supervision for all newly qualified social workers is once a week for the first six weeks; once a fortnight for the next six months and then monthly thereafter. Supervision meetings should be at least 90 minutes of uninterrupted time.

At the start of the ASYE a Learning Agreement must be completed on commencement of employment at an initial meeting. Subsequent review meetings will be held every three months throughout the duration of the assessed year.

3.8 Children’s Residential Service staff shall receive supervision from their line managers at least on a monthly basis. This shall be planned for a minimum of 90 minutes.

3.9 New members of staff within the residential homes must receive fortnightly supervision for the first 6 months of their employment.

3.10 Agency/Casual Residential staff must receive supervision every 8 sessions they work within the home.
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4.1 Supervision will cover the following aspects:

Performance Management

4.2 This will include an examination of the key tasks being carried out by the member of staff. These may include individual cases, administrative or practical duties depending on the nature of the service. It shall also include discussion about any additional duties undertaken by the supervisee such as action learning sets, auditing of practice, multi-agency practice reviews or mentoring. These shall be reflected within the supervision record.

4.3 The Social Work Caseload Management Tool (appendix 5) shall be used in supervision with Social Workers to ensure that caseloads are appropriate. It is intended to be a guide and used to help facilitate discussion in supervision about caseloads and workload management. Some managers will need to use this tool with Social Workers at every supervision because of the turnover of cases; however, there is a minimum requirement that it should be used quarterly with all Social Workers.

4.4 Supervision shall ensure Directorate policies and procedures are being followed and standards being met.

4.5 Performance management will involve:
· Reviewing work undertaken with a focus on outcomes
· Reflection, analysis and challenge
· Agreeing tasks and priorities for future work
· Problem solving
· Communication of policies and procedures
· Communication of Team/Service/Directorate/Council objectives
· learning from auditing of practice
· Partnership working

· Looking at research and theory

4.6 Performance management will also include Direct Observation of Practice at least twice a year (Appendix7). Such observations play a vital part in monitoring the quality of work undertaken with children/young people and their parents/carers.
Professional Development

4.7 Professional development is central to supervision. Areas for professional development are continuously identified and reflected through the Performance Development Plan/Review process.

4.8 Supervision shall support this process through:
· Identifying contributions/achievements
· Identifying strengths/difficulties
· Identifying training and development needs and opportunities and how these can best be met e.g. shadowing, mentoring, training course, e-learning, Project Work, Task Group membership, Private Study
· Identifying other issues and problems and to assist supervisees in finding strategies to ensure they remain effective in their jobs

4.9 For registered Social Workers training progress shall be measured against the College of Social Work Professional Capabilities Framework (PCF) and CPD activities recorded in line Health & Care Professions Council (HCPC) in order to maintain professional registration.


Welfare/Support Needs

4.10 Employees will be given support via the supervision process, which provides an opportunity to find out how a member of staff is experiencing their work, their role within a team and their performance.

4.11 Supervision is an opportunity to value people, to provide them with constructive feedback on their performance and acknowledge good practice. Supervision should not be used as a counselling session.

4.12 Support in this respect will involve:

· Constructive feedback on performance.
· Discussion of personal issues in so far as they have an impact on the supervisee’s work performance.
· Discussion on any stress-related issues.
· The sharing of concerns and identifying back-up and support in difficult situations.
· Guidance on the use of appropriate staff care processes and mechanisms.
· Supporting, maintaining and valuing competent performance and confirming when standards have been met.

· Equal Opportunities – discussion about any issues of oppression that the supervisee wishes to raise, from personal experience to institutional and structural matters.

Mediation

4.13 Engaging the individual with the organisation (the mediation function) includes:

· Negotiating and clarifying the team’s role and responsibilities
· Allocation of resources
· Consultation and briefing of staff about organisational developments or information
· Mediation between workers within the team or other parts of the organisation or with outside agencies
· Involving staff in decision-making

Additional requirements for supervision in children’s residential homes

4.14 In addition to the above requirements Residential Managers of the Children’s Homes also have a duty to ensure the requirements of the Care Standards Act 2000 are met during supervision. These are:

· Responses to and methods of working with children
· Work with any child for whom the staff member is key worker
· Staff members role including their accountability in fulfilling the home’s Statement of Purpose
· Staff members work in fulfilling the placement plan
· Degree of personal involvement, feelings, concerns and stress
· Staff training and Development
· Feedback on performance
· Guidance on current and new tasks including maintaining standards
· Personal issues which may impinge on the member of staffs ability to carry out their duties effectively
· Reviewing and discussing any measures of physical intervention used
· Reviewing the usage and effectiveness of any behaviour management focusing on outcomes

Each of these aspects must be addressed in every supervision session with members of residential staff.


Additional requirements for supervision in Children’s Centres and Family Centres

4.15 The new (March 2013) Ofsted Framework for Children’s Centre Inspection makes specific reference to staff supervision when inspectors evaluate the quality of leadership, governance and management…

“The extent to which staff delivering children’s centre services are appropriately qualified and drawn from a range of professional backgrounds and the effectiveness of systems for their supervision, performance management and continuous professional development” (page13)
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5.1 Although private, supervision is a management process. Issues raised within supervision may need to be shared with other managers and staff when they concern issues of policy development, poor performance, discipline, child protection and risk management.

5.2 Other issues may be shared with the agreement of both the supervisor and supervisee.

5.3 Supervisor and supervisee shall be aware of their responsibilities in relation to the protection and use of client information as recommended in the Caldicott principles.

5.4 If there is any uncertainty about what should/should not be shared the supervisor’s line manager should be consulted for advice.
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6.1 The supervisor shall make a supervision record that evidences challenge, reflection and constructive critical analysis and provide a copy to the supervisee on the standard welfare Supervision Record form provided within 5 working days copies should be signed by both supervisor and supervisee to demonstrate agreement that notes are correct. Welfare Supervision records must be securely stored on sharepoint.

6.2	Case Supervision Record - In Children’s Services case discussions taking place should be recorded separately on the appropriate Supervision on the child’s electronic record (Liquid Logic). A case supervision record should be completed on each individual case a minimum of once a month. This can reduce to 8 weekly if the child is subject to a child in need plan where there is a short break package of support and this remains under review or where the child remains in a long term foster placement and their visiting frequency has reduced to 12 or 26 weeks (which has been agreed at the LAC review). This reduced frequency must be identified within management oversight. 

The case supervision record provides evidence of management oversight, reflection and
decision-making as well as agreed actions to progress the child’s or young person’s plan.

	9
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7.1 For Children Services staff a Supervision Contract (see Appendix 3) will be drawn up for all workers by their supervisor at the start of any new supervisory relationship.

7.2 The supervision contract must cover:

· Format of supervision
· Frequency of supervision and dates of future supervision sessions.
· Agreed key tasks of the supervisee that will provide the focus for supervision.
· Date for review of supervision contract. This will normally be after 12 months unless either the supervisor or the supervisee feels an earlier review is needed or there is a change of supervisor.
· Supervision standards including roles and responsibilities of both supervisee and supervisor.

7.3 The procedure for dealing with any disagreements including the name of a manager the supervisee can contact if they feel their supervision is not meeting the policy requirements. The contract should be signed and dated by both parties.

· If the Manager and supervisee cannot agree on any aspect of work performance or service delivery, either party may refer the issue to the relevant Senior Manager for resolution. The disagreement and its resolution will be recorded on the Supervision Record.
· In the case of Managers the resolution process will involve the relevant Senior Manager: for example, the Head of Service in the case of dispute between a Service Manager and Team Manager and the Director in the case of dispute between the Head of Service and Service Manager. The disagreement and its resolution will be recorded on the Supervision Record.
· If a supervisee is concerned about any aspect of the manager’s supervision practice and they are not able to resolve the issue in discussion with the manager, they may speak with the relevant Senior Manager who will address the issue raised.
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8.1 All workers will have an individual supervision file. In the following order this will contain: 
· Personnel Details – Front Sheet (see Appendix 4)

 (
11
)
· The current job description and person specification
· Supervision Contract (see Appendix 3)
· Supervision Records 
· Case Supervision Records
· Personal Development Plan 
· Correspondence
· Risk Assessments relating to employees welfare at work
For newly qualified social workers in the Assessed and Supported Year in Employment, a section that includes:
· Correspondence relating specifically to the ASYE

8.2 The supervisor will direct the supervisee to the supervision policy and procedure documentation on the intranet as part of their induction and request they make themselves familiar with the content.

8.3 The supervisor will provide the supervisee with a schedule of supervision sessions covering the 12-month period. These should be specified in the supervision contract. The supervisor is responsible for rescheduling these sessions if they are cancelled for any reason.

8.4 All supervision sessions must be recorded on the standard form (see Appendix ). All Decisions/advice concerning children or carers must also be recorded on the case supervision record on the child’s record. Both elements of supervision should be recorded,
i.e. individual staff record and case supervision for individual children.

8.5 Supervision records must be securely stored.
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10.1 General Supervision Documentation
The Supervision record will be stored for the duration of the employees’ period of employment and will be accessible to both the supervisor and supervisee as a reference tool.

Upon the employee leaving Sefton Council the supervision record will be archived and retained for 7 years.
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11.1Senior Management Teams will keep the policy under review and will make changes to the policy as deemed appropriate following necessary consultation with interested parties.




Appendix 1 - North West Protocol for Standards in Supervision of Children and Families Social Workers

Introduction

1. This protocol has been developed to support social work practice across the region. The purpose is to provide social workers and social work managers with guidance and practice tools to support effective supervision and critical reflection.  This regional protocol, therefore, seeks to outline minimum regional standards with regards to supervision and reflection, to ensure consistency of practice for social workers irrespective of which Local Authority they are working for.

Principles

2. Across the region, it has been accepted that effective supervision is
· Linked to the recruitment and retention of front line practitioners.
· Provides a supportive environment for social care staff to reflect on their practice and make informed decisions using professional judgement and discretion.
· A facility for professional development and personal support.
· A source of effective challenge to ensures the quality of work which in turn improves services and ultimately provides better outcomes for children and their families.

Definition of supervision

3. Supervision is an on-going process in which social care staff receive guidance, support and challenge, in a formal setting, in order to meet organisational, professional and personal objectives.

The function and content of supervision

4. Supervision and its place in professional practice has become a thorny issue in the current practice context. It has been cited in numerous Serious Case Reviews and enquiries. It is routinely cited as failing and as a necessary ingredient; as reinforced in The Munro Review of Child Protection and others previously. Many argue however, that in practice, its functions have become entangled with the management agenda. Many practitioners will argue that the purpose of supervision has become dominated by case management and management objectives leaving neither the time or space for the reflective and developmental functions. Regionally, it is accepted that Local Authorities are committed to tackling this issue.

5. There are four elements of effective supervision. Although it is not necessary to have a complete balance of the four functions in each supervision session, it is important not to let any one of them consistently dominate the supervision process.

i. Managerial and accountability - concerned with ensuring that the work of the supervisee is carried out to the expectations and standards of the service. This seeks to monitor and explore the quality of an employees’ work; to ensure that statutory

obligations are being met; and to provide clarity to the social worker regarding their roles and responsibilities. This element seeks to review the supervisees’ case load, to establish clear and appropriate priorities and actions to inform case direction. This also involves giving the supervisee feedback on their performance; acknowledging and appreciating good performance; and identifying and planning how to address areas of underachievement.

ii. Development/education - the supervisory process is a key element in the continuing professional development of staff. The role of the supervisor is to help the worker reflect on their current performance, identify areas for development and education needs and plan on how these can best be met.

iii. Support - the nature of the work carried out in Children and Young People’s Services can mean that staff are faced with difficult situations, uncertainty and distress. The supportive function of supervision is extremely important to help staff cope with these difficulties by valuing staff as people and not just professionals. This element encourages supervisees to discuss their feelings as well as thoughts and actions and aims to help supervisees to explore emotional blocks to their work and how the work impacts upon them. This function also assists in monitoring the overall health and well-being of the worker with regards to stress.

iv. Mediation/advocacy - concerned with building the relationship between the individual and the service as an organisation. This may include the supervisor representing the supervisee’s needs and views to higher management and briefing higher management about resource shortfalls or exercises and their impact on supervisees. This function also seeks to ensure that resources are allocated in ways that are efficient and equitable including access to training and development opportunities.

6. It is acknowledged that each Local Authority adopts a different approach to providing supervision to staff adopting its own model, policy and procedure.

7. Although the practice models may vary, it is accepted across the region that regular, planned and competent supervision is both a right and a requirement for all members of staff working for children’s services, regardless of role or grade.

8. Children and Families social workers face additional challenges in terms of managing risk and the anxiety around this. Although this is not exclusive to this area, it is of particular significance given the high profile and endemic risk involved in this area of work. Using supervision as a way of working positively with anxiety and utilising it to develop and enhance learning can be useful.


Critically Reflective Practice

9. Reflective supervision has a clear tradition in social work as a way of supervisees gaining practice knowledge and as a prime site for developing professionally. Its potential in bringing practice experiences and theoretical perspectives together lends itself to this.

10. Critical reflection is significant in enhancing practice through all levels of social work and the importance of critically reflective practice to good social work is accepted regionally. Reflective supervision combines theories of adult learning and reflective practice. Reflective supervision can be defined as the process of facilitating and engaging in reflection and reflective practice.

11. Reflective supervision can be provided by the line manager. Alternatively, this task could be delegated to another person with suitable status and relevant experience. A key part of the supervisor’s role is the ability to utilise reflective supervision as a learning and management tool but also as integral to the development of the worker. Expectations of supervision should be clearly defined through the supervision contract.

12. The preferred model for reflective supervision, which will apply to the majority of staff in the service, should be that of ‘one-to-one’. If this model of supervision is not practicable, group reflective supervision may be acceptable providing that there is recorded evidence that supervisees are periodically offered opportunities for individual reflective supervision.

13. It is agreed that regionally, the service will ensure that all those facilitating reflective supervision have the necessary skills to supervise and will provide training as appropriate.

National guidance

14. In February 2014 the Department for Education published Sir Martin Narey’s independent review of the education of children’s social workers- Making the education of social workers consistently effective. In his report Sir Martin identified the need for a single, concise document setting out what a newly qualified social worker needs to know and be able to do. Consequently, the Chief Social Worker for Children and Families developed the Knowledge and Skills Statement- Knowledge and skills for child and family social work, published in July 2015.

15. The statement of Knowledge and Skills provides the basis for accreditation in child and family social work. This document recognises the importance of emotionally intelligent practice supervision and emphasises the importance of supervision and research in the professional development of social work practitioners. Section 10 of the document focuses on the role of supervision and research.

16. The Knowledge and Skills Statement highlights that children and families social workers should be able to:

“demonstrate a critical understanding of the difference between theory, research, evidence and expertise and the role of professional judgement within that; how to utilise research skills in assessment and analysis; how to identify which methods will be of help for a specific child or family and the limitations of different approaches; and how to make effective use of

the best evidence from research to inform the complex judgements and decisions needed to support families and protect children”.

17. There is a clear expectation from the statement that practice supervision should seek to explore how different relationships evoke different emotional responses, which impact upon the effectiveness of social work practice. There is a need for practitioners to be creative in their approach to supervision, to help identify bias, shift thinking and the approach to case work in order to generate better outcomes for children and their families. Managers are guided to promote reflective thinking to drive more effective discussions so that reasoned and timely decision making can take place.

18. The College of Social Work - Professional Capabilities Framework is clear in its stipulation of providing reflective supervision as part of Domain 9- Professional Leadership. Similarly, for workers, their development and active participation in reflective supervision is essential and is linked to Domain 1- Professionalism of the PCF.

Models and Recording

19. There are a number of different reflective supervision models that can be adopted. A selection of models and templates are appended to this document along with a list of useful questions to guide reflective supervision.

20. It is the responsibility of the supervisor to ensure that details of the supervision session are recorded appropriately on one of the attached forms. A clear differentiation is required when recording discussions from a reflective supervision session as oppose to formal case work supervision sessions. In order to avoid confusion, it may be helpful for the reflective element of supervision to be delegated to someone other than the team manager (for example a senior practitioner on the team).

21. A copy of the supervision record should be kept on the social worker’s supervision file or stored in line with the respective Local Authorities’ supervision policy and procedure.

Regional Standards

To summarise, the importance or detailed, regular supervision is acknowledged and accepted on a regional level. In addition, it is agreed regionally that critical reflective practice is the main vehicle for continued professional development - related to social work standards, the HCPC expectations and the overall regulation of professional practice.

The importance of critically reflective practice to good social work is recognised by its inclusion as one of the nine domains in the Professional Capabilities Framework and its inclusion in the newly developed Knowledge and Skills statement and is significant in enhancing practice in all levels of social work.

Each Local Authority has its own supervision policies and delivery methods which fulfil the requirement of the individual service. Therefore it is not possible to adopt a standardised approach

to delivering supervision across the region. However, the following minimum regional standards are agreed and accepted:


· Although the practice models may vary, it is accepted across the region that regular, planned and competent supervision is both a right and a requirement for all members of staff working for children’s services, regardless of role or grade.

· The importance of critically reflective practice to good social work is accepted regionally- all practitioners will be offered the opportunity to engage in critical reflection at regular intervals.

· Records from critical reflective sessions will be stored on the individual workers supervision file and may be used as evidence to support continuing professional development.

· Reflective supervision can be provided by the line manager or be delegated to another person with suitable status and relevant experience.

· Each Local Authority will ensure that all those facilitating reflective supervision have the necessary skills to supervise and will provide training as appropriate.

· The frequency of supervision for an individual will be dependent upon various factors; including the length of time in the job, complexity of their work and individual support needs. This will be negotiated on an individual basis and clearly recorded in the supervision contract.

· Regionally, there is an agreed commitment to provide supervision in line with the minimum frequency set out The Standards for employers of Social Workers in England.

· All supervision sessions will take place in a suitable, private place; free from interruption.

· All supervision should reflect the respective Local Authority’s commitment to anti- discriminatory practice; respecting and valuing diversity and addressing the causes and consequences of discrimination and inequality.

Appendix 2a - Useful questions to guide reflective supervision

Experience
· What was your role? What was your aim?
· What planning did you do?
· What did you expect to happen? What happened?
· What did you say and do? What did the service user say, do or show?
· What were the key moments and what stuck out?
· What words non-verbal signals, interactions, sounds, images or smell struck you?
· What or who was hard to observe and what observations or concerns do other agencies have?
· What went according to plan and what didn't happen?

Reflection
· What did you feel at the start of the visit/interview?
· Describe your feelings?
· What feelings/thoughts/ideas did you feel during?
· What patterns did you see? Any links to historical information you have seen, any new information?
· What did you think the service user was feeling?
· Any factors that influenced your feelings for example gender or race?
· Where and when did you feel least/most comfortable?
· Any change/similarities/difference since last encounter with the service user?

Analysis
· Define your role/agency role?
· How do the service users define your role?
· What went well, or not well, and why?
· What aims/outcomes where not achieved?
· What do you need to revisit or feel is not known?
· What areas of further assessment/resources are required?
· What bits of theory, training, research, policy or values might help you make sense of what happened?

Action
· What are the current strengths, needs, and risks for the different service users?
· What is urgent and essential? What would be desirable?
· What would be a successful outcome of the next session from your perspective? The service users’ perspective?
· What are the best or worse responses from the service user?
· What contingency plans are needed?
· Who need to be involved (colleagues, supervisor, agency) what would you like from them?
· Any safety issues for you or others?

[bookmark: _Toc95917460]Appendix 2b - Reflective Supervision Journal Template




REFLECTIVE JOURNAL DATE:
 (
Brief description of significant event
)

 (
What was I feeling at the time?
)

 (
How did I react and why? What was informing my decisions?
)

 (
On reflection I achieved/learned... And I could have done differently ... My future learning needs are ...
)

 (
20
)
Appendix 2c - 4x4x4 Integrated Model of Supervision

Morrison, T (2005) Staff Supervision in Social Care: Making a Real Difference to Staff and Service Users, (3rd edit.) Pavilion, Brighton

This model brings together the functions, stakeholders and the main processes involved in supervision. The emphasis being that supervision is an integral part of the intervention with adults, children and families.
[image: ]

This model integrates the four functions of supervision in blue, with the reflective supervision cycle in the green ovals and focuses on the needs and priorities of the four stakeholders in the centre box.

For professional development or problem solving to be fully effective, all four parts of the learning cycle need to be engaged. External reflective supervision, should develop workers own 'internal supervisor'.

 (
29
)
[bookmark: _Toc95917461]Appendix 2d - Gibbs Model of Reflection

Gibbs, G. (1988) Learning by Doing: A Guide to Teaching and Learning Methods. Oxford: Further Educational Unit, Oxford Polytechnic

Gibbs’ reflective cycle is fairly straightforward and encourages a clear description of the situation, analysis of feelings, evaluation of the experience, analysis to make sense of the experience, conclusion where other options are considered and reflection upon experience to examine what you would do if the situation arose again.
[image: ]

Description	What is the family and child scenario you are working with?
Feelings	Whilst working with the family, what were you thinking and feeling?
Evaluation	What was good and bad about the scenario?
Analysis	What sense can you make of the situation, from your point of view, the child's and family members?
Conclusion	What do you need to improve, and assist the child and family? Action Plan: If it arose again what would you do?

[bookmark: _Toc95917462]Appendix 2e - Rolfe et al ‘So What’ Model

Rolfe, G, Freshwater, D., Jasper, M. (2001) Critical reflection in nursing and the helping professions: a user’s guide. Basingstoke: Palgrave Macmillan


· What happened? What did I do? What did others do?
· What was I trying to achieve?
· What was actually achieved?























· [image: ]Now what do I need to do?
· Now what different options have I got?
· Now what will be the consequences?




· So what is the importance of this?
· So what more do I need to know?
· So what have I learnt?
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SEFTON COUNCIL CHILDREN’ S SERVICES SUPERVISION CONTRACT
Name of Supervisee:
Name of Supervisor/Manager: KEY TASKS OF SUPERVISEE:
This may include individual cases, administrative or practical duties, depending on the nature of the service. It should also include any additional responsibilities undertaken e.g. auditing of practice, mentoring, multi- agency practice, additional support in respect of inexperience or capability.



	Workload
	Professional Development

	
	

	
	

	
	



MANDATE FOR SUPERVISION:

Sefton Council expects all staff to be supervised as a minimum on a monthly basis. However, for certain staff, such as those in their probationary period; newly qualified social workers in their Assessed & Supported Year of Employment or in situations where there is little responsibility assigned to the post this will be more or less frequent. The principal functions of the supervisory process are:

a) To ensure that the supervisee carries out their job responsibilities to CEC standards and those of their professional code of conduct. (See policies, procedures and practice.)

b) To ensure that the supervisee understands their roles and responsibilities (supervisee job description should be available as a basis of discussions).

c) To assist with the professional development of the supervisee.

d) To be a primary source of support for the supervisee recognising the considerable demands of the job.

e) Provide both regular constructive feedback to the supervisee, and to link with the Performance Development Plan and Review process.


FORMAT OF SUPERVISION:

· The supervision meeting will take place in privacy and there will only be interruptions if
…………………………………….
· The frequency of supervision will be ………………………………………………..
· The supervision meeting will last for a minimum of: ……………………………..
· Method of recording the session will be by ……………… and the person responsible for recording the session will be the supervisor. The record will be shared within 5 working days and will be signed by both parties once agreed as a true record.
· Supervision records will be held by both parties and stored ………………
· Any particular focus for the next session will be noted
 (
Others who may see the record
)

The supervision meeting will consist of the following:

1. Performance Management discussions to include:
· Activities undertaken
· Case Consultation and discussion (where applicable)
· Case file audit discussion (where applicable)

2. Professional Development discussions of your skills, knowledge base and value base
to include:
· Induction requirements (as appropriate)
· Training requirements (and formal completion of Performance Development Plans and Reviews )
· Longer term development plans and setting of professional goals.
· For Registered Social Workers: Review of training progress against the post-registration CPD requirements set out by the Health & Care Professions Council (HCPC) and the College of Social Work’s Professional Capabilities Framework (PCF).
· For NQSW’s in the Assessed and Supported Year of Employment, on-going assessment and appraisal using the ASYE level of the Professional Capabilities Framework.

3. Welfare/Support Issues

· Factors affecting performance
· Personal issues (as appropriate)
· Stress-related issues
· Absence(s) from work
· Health and Safety
· Opportunity for you to give feedback on your experience of and expectation of supervision
· Equal Opportunities – to discuss any issues of oppression that the supervisee wishes to raise, from personal experience to institutional and structural matters

· Annual Leave
· Flexi/Time of in Lieu

Auditing of Practice (if applicable):

Cases which the worker is currently, or has previously been involved with may be selected for audit via the monthly Children Services, CAF or multi-agency file audit process. Workers may also have been involved in cases subject of Serious Case Review or other learning and improvement process.

In preparation the supervisor will discuss the process with the supervisee prior to audit. The supervisor will also discuss the process with the supervisee following audit to identify any learning and the impact that this has had upon the worker.

Expectations of Supervision:

Good quality reflective supervision requires preparation by both the supervisor and the supervisee.

Following discussion, these are the ways we have agreed to work together in order to get the most out of supervision:

a) What I want from you as my supervisor ………………………………….


b) What I will contribute as a supervisee ………………………………….


c) What I want from you as the supervisee ……………………………….


d) What I will contribute as the supervisor ………………………………..


e) As the supervisor I am responsible for …………………………………


f) As the supervisee I am responsible for …………………………………..
ANY OTHER ISSUES

Disagreements

· If the Manager and supervisee cannot agree on any aspect of work performance or service delivery, either party may refer the issue to the relevant Senior Manager for resolution. The disagreement and its resolution will be recorded on the Supervision Record.
· In the case of Managers the resolution process will be as follows: the Head of Service in the case of dispute between a Service Manager and Team Manager and the Director in the case of dispute between the Head of Service and a Service Manager. The disagreement and its resolution will be recorded on the Supervision Record.
· If a supervisee is concerned about any aspect of the manager’s supervision practice and they are not able to resolve the issue in discussion with the manager, they may speak with the relevant Senior Manager who will address the issue raised.


Dates of Supervision Meetings (next 12 months):

	Month
	Date

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	Parties to the Contract:
	

	 	
	Supervisee
	Date:

	 	


Date of Review:
	Supervisor
	Date:



Note: The contract must be reviewed on an annual basis. It must also be reviewed when there is a change of supervisor.

Appendix 4 – Supervision Record

Welfare Supervision 
Basic Supervision details: 
	Name of Supervisee 
	

	Name of Supervisor 
	

	Date of this Supervision 
	

	Date of Last Supervision 
	

	Does the date between this Supervision and the last Supervision exceed the frequency which was agreed in your Supervision Contract? Is so why? 
(Social Worker absence, Manager absence, training etc?)
	



Agenda for Supervision 
The following outlines the agenda for the Supervision Session. Team Managers are also able to add agenda items, specific to each individual worker. 
In addition, SW’s/FSW’s/IRO’s etc, can also add agenda items, should they wish. 
	Team Manager’s Agenda 
	Individual Worker’s Agenda

	Welfare and Support for Social Worker (to include any personal or professional issues which the Social Worker or Team Manager believe need to be discussed formally). 

Welfare
Case Management 
Leave/toil
CPD


	Please add any agenda items you wish to discuss at this Supervision Session. 


Welfare
Case management




	Welfare and Support for individual workers, including Social Worker’s/IRO’s/Support Worker’s (to include any personal or professional issues which the Social Worker or Team Manager believe need to be discussed formally). This section is to include any issues you may be experiencing, but also any positives you wish to discuss. 

	Individual Worker’s comments regarding any support or welfare needs: 
















	Team Manager' comments to include any actions to be taken by the Team Manager to address any support or welfare needs: 

 















 



Practicalities (to include Annual Leave, TOIL, any sickness issues) 
	Worker’s Comments: 
	Team Manager’s Comments and any Actions to be taken: 

	How much Annual Leave do you have to take and when do you plan to take this? 

 
	

	How much TOIL have you accrued and when do you plan to take this? 
 

	 


	Do you have any planned leave, TOIL or medical appointments which you will need cover for within the team? 


	

	Have you had any sickness days since your last supervision and was this recorded with your manager?



	



	Continuing Professionals Development and Training opportunities/arrangements.

	Worker’s Comments: 
	Team Manager’s Comments and Actions: 

	Please list any training/development opportunities you all already booked on to: 



 

	 




	Please list any training/development 


	




	Please list any areas you would like to prioritise for your next supervision session? 

	






Scale you Supervision. On a scale of 1 – 10, with 1 being ‘not at all useful’ and 10 being ‘very useful’ please scale how useful you found the supervision today. 

1            2           3             4             5            6              7             8            9             10



How could your supervision session be improved?
	




.

			

Appendix 5 - PERSONNEL DETAILS
	Surname
	

	Previous Surnames/Known by:
	

	Forename (s)
	

	Title (Mr/Ms/Miss/Ms/Other)
	
	Employee Number

	Job title
	

	Part time/Full time
	(if part time, state hours per week)
	Date employment started with Sefton:
Date employment started in current post:

	Service & Team
	

	Workplace Address
	

	Gender
	Male
	
	Female
	

	Date of Birth
	

	Home Address
	

	Home Tel Number
	

	Mobile Tel Number
	

	Work Mobile Number
	

	EMERGENCY CONTACT INFORMATION

	Name
	

	Relationship
	

	Daytime Telephone No
	

	Evening Telephone No
	

	Mobile Telephone No
	

	Address
	



 (
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[bookmark: _Toc95917464]Appendix 6 - SOCIAL WORK CASELOAD MANAGEMENT TOOL

This simple tool should be used to assist managers in ensuring that caseloads for Social Workers are appropriate. It is intended to be a guide and should be used to help facilitate discussion in supervision about caseloads and workload management. There may be times when social workers are working slightly below or slightly above suggested maximum number of points and the reasons for this should be recorded in supervision notes.

Some managers will need to use this tool with social workers at every supervision session because of the turnover of cases; however, there is a minimum requirement that it should be used quarterly with all social workers.

These points are intended to be a guide; there may be occasions when managers and social workers agree that a case should be scored slightly higher due to an additional complexity for example or lower because a FSW is carrying out specific elements of the work.

Social Worker Caseload	20 – 25 points
NQSW Caseload	15 – 25 points
(NB for part time workers – pro rata re contracted hours)

	Children in Need
	Points

	Family 1 -3 Children Assessment Progress
	2

	Family 1 – 3 Children Assessment Complete
	1.5

	Family 4+ Children
	2

	Children Subject to Child Protection Plan
	

	Same household 1 – 3 Children
	1.5

	Same household 4+ Children
	2

	Childrens Subject to Care Proceedings
	

	1 Child
	2

	2 – 3 Children
	2.5

	4+ Children
	3

	Children Subject to Private Fostering Arrangements
	

	Private Fostering Assessment in Progress
	2



	
	

	Private Fostering Assessment Complete
	1

	Children in Care
	

	1 Child
(extra .5 points if placement further then 20 miles
	1

	Child Permanence Report
	1

	Duty Worker
	

	Full Day Duty Social Worker
	1

	Full day Back up Worker
	0.5

	For Consideration:
	

	Supervision / Assessment of Social Work Students
	

	Practice Educator
	2

	Work based Supervisor
	1



NB: Where a case has more than one status, e.g. care proceedings and child in care, the status with the highest points tariff should be applied

	Adoption
	

	Recruitment
	2

	Assessment
	3

	Support to Adopters
	2

	Family Finding
	1

	Adoption Preparation Training
Adoption Support
	1

	Access to records
	2

	Indirect Contact letterbox
	2

	Referrals
	1

	Adoption preparation and post adoption training
	1

	Support Groups and events
	1



	Support/Direct Work
	2

	Life appreciation Days
	2

	
Fostering
	

	Recruitment
	2

	Assessment
	2

	Support to Carers Task Centred (1-3 children)
	1.5

	Long Term
	1

	Family Finding
	1

	Skills to Foster Training
	2

	Core Training
	0.5

	Duty full day
	1

	
Care Leavers
	

	Former Relevant
	1

	Former Qualifying
	1



SOCIAL WORK CASELOAD MANAGEMENT TOOL

Social Worker:	Date of Supervision:
Supervisor:

	Family/Child
	Status of Case
	Points Awarded

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Total Points
	

	Other Agreed Tasks

e.g. Duty, Training Delivery, Support Groups etc.
	Points Awarded

	
	



	
	

	
	

	
	

	
	

	
	

	
	

	Total Points (b)
	



 (
Overall Workload Points (a) + (b)
)

[bookmark: _Toc95917465]Appendix 7 - Practice Guidance Re Observed Practice

At least twice yearly supervision should incorporate a direct observation of the supervisee’s practice. Such observations play a vital part in monitoring the quality of work undertaken with children/young people and their parents/carers and form the basis for a reflective discussion between the supervisor and supervisee.

For some supervisees undertaking assessed developmental programmes or qualifications, e.g. the Assessed and Supported Year in Employment (ASYE), ILM (Institute of Leadership and Management) assessment and vocational qualifications, direct observation of practice will be a familiar activity. As part of these programmes of study direct observation templates are available and should be used. For all other supervisees the Direct Observation of Practice Record should be used.

Content of Direct Observation

Date / Time / Venue of the Observation: You should agree these with the supervisee and any others who may be involved in the observation session e.g. child/young person and their parents/carers, other agency representatives and ensure that their explicit consent has been obtained prior to the observation taking place.

Nature of the Observation: You should identify what will be observed, who will be present and what the supervisor will be looking for the supervisee to demonstrate in their practice. This should be linked to areas for development identified in supervision, during the Performance Development Planning and review process (PDP/PDR) or previous observations.

Record of the Observation: This section is for noting what has been observed. The supervisor should complete this section. However it may also be helpful for the supervisee to have a copy of the partially completed form before the observation, so that immediately following the session they can note down their own views about the session. This will then enable the supervisor and supervisee to share their perceptions during the feedback session that should follow the direct observation of practice.

Conclusions / Recommendations: This section should be completed during the feedback session between the supervisor and supervisee. Agreement should be reached about what action if any is needed following the direct observation session. A note should also be made about who will do what and by when.


This record should then be copied for both parties and the supervisor’s copy should be filed on the individual supervision file. Any action that requires review should also be referred to during supervision until the task has been completed.

[bookmark: _Toc95917466]Direct Observation of Practice Record

	Date of Observation:

	Venue:

	Nature of Observation:

	Record of Observation:	- to be
completed by supervisor

	Conclusions / Recommendation:	- Critical
reflection of practice and professional development to be completed by Supervisor and Supervisee during feedback session

	Any Actions Required:
- state who will do what and by when



NB Add to Supervision Agenda for follow up / monitoring until completed.




 (
Signature of supervisee
 
Signature of supervisor
 
)
 (
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