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I. Introduction 
 

What is this Policy? 
The Supervision Policy sets out the Children Services commitment to providing 
quality support and supervision to all members of staff who have a significant role 
in working with children and young people. 
The policy aims to be accessible to everyone regardless of age, disability, gender, 
race, sexual orientation, religion/belief or any other factor that may result in unfair 
treatment or inequalities in health/employment 
 
Why do we need this policy? 
The Council aims to provide appropriate, responsive and flexible services for the 
most vulnerable residents of Tower Hamlets and can only do this if staff understand 
what is expected of them; have the skills, knowledge, behaviours, values and 
attitudes necessary to carry out their roles, are fully supported in their work and are 
managed effectively. 
 
Supervision is a key factor in achieving this and the policy sets out how staff can 
expect to be supervised and provides managers with the key elements needed to 
supervise staff effectively. 
 

“All staff working directly with children must be regularly supervised” 
Lord Laming Victoria Climbié Inquiry Report 2003 

 
Who is this policy aimed at?  
This policy provides a framework for supervision for all registered Social Workers 
(whether they are permanent, temporary or agency) working for London Borough of 
Tower Hamlets (LBTH) Children’s Services. For Social workers and their managers 
‘supervision is an accountable process which supports, assures and develops the 
knowledge, skills and values of an individual, group or team. The purpose is to 
improve the quality of their work to achieve agreed objectives and outcomes.’ 
 

 
 

II. What is Supervision? 
 
Supervision is a participative process through which supervisors are sure that 
employees are performing their roles to a satisfactory standard, and have the 
appropriate support and training to do so in line with the policies and procedures of 
LBTH. Supervision also forms a key part of individual performance management. 

 
“A process in which one worker is given professional responsibility to work with another in 

order to meet certain organisational, professional and personal objectives. These objectives 
are competent, accountable performance, continuing professional development and 

personal support.” 
Morrison 1993, (adapted from, Harries 1987) 

 
 
There are different types of supervision. This document specifically addresses 
planned and structured supervision rather than unplanned supervision which is 
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often on-going in most effective teams, as staff members seek advice and help in 
situations that they deal with on an on-going basis.  
 
Ad hoc supervisions should be recorded on Fwi in a timely manner as 
‘Management Oversight’ but should NOT replace a planned and structured 
supervision session. For example, some of these ad hoc supervisions recorded in 
case notes as ‘Management Oversight’ could be the (list below is not exhaustive): 

• Case discussion with a social worker that falls between planned 
supervisions.  

• Supervisions that have had to be rescheduled for unavoidable reasons; the 
SW is unavailable or supervision does not take place within the required 
timescale. This will include an overview of how the risk is being managed 
and ensuring that arrangements are in place for the child/ren to be seen 
within timescales.  

• Case Audit is received and a management oversight is recorded in response 
giving any immediate case direction and within 5 working days addressing 
the case improvement plan based on the audit findings. 

• Case escalated or an alert sent; management response recorded 
appropriately.  

• Attended a strategy meeting, TAC, child protection conference, 
professionals meeting or CLA review capturing key issues or actions  

• Discussed a case at CSMT or a similar senior management discussion. 
 
 
 

III. What is the model of Supervision? 
 
 
The model of supervision in Tower Hamlets has primarily been based upon the 
integrated 4x4x4 model (Morrison 2005; Wonnacott 2014). This model brings 
together the functions, stakeholders and the main processes involved in 
supervision.  
 

Four Functions Four Stakeholders Four elements of 
Supervision Cycle 

Management People who use service Experience 
Support Staff Reflection 
Development Organisation Analysis 
Mediation Partner Organisations Action Planning 

 
The emphasis is on seeing supervision as itself an integral part of the intervention 
with children and families. This model integrates the four functions of supervision, 
with the reflective supervision cycle and focuses on the impact on the four 
stakeholders in the centre box.  



5	  
	  

 
In line with the Restorative Practice Model, we are in the process of adopting 
aspects of the ‘Safeguarding Restorative Supervision’ (SRS) (Wonnacott/Wallbank 
March 2016) which combines Restorative Practice and the 4x4x4 model. It 
promotes the use of restorative skills within the supervision cycle, which if used 
effectively, enables an integration of case management with the staff support, 
critical reflection and critical thinking needed to promote good practice.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Using the Restorative approach, Wonnacott and Wallbank (March 2016) the 
supervision cycle as follows:-  

Experience	  
Engage	  with	  the	  experience	  of	  
service	  users	  	  
Observe	  accurately	  	  
Recognise	  significant	  information	  
	  

Analysis	  
(Critical	  thinking)	  

Understand	  the	  meaning	  of	  information	  and	  
behaviour	  	  
Focus	  on	  strengths	  	  
Evaluate	  risk	  and	  remain	  "risk	  sensible"	  
Creative	  thinking	  	  
Understand	  organisational	  requirements	  

Action	  
Creative	  Solutions	  
Colloboration	  with	  Others	  
Challenge	  others	  
Organisational	  Assurance	  

Reflection	  	  
Challenge	  assumptions	  and	  biases	  
driving	  practice	  	  
Individual	  learning	  and	  personal	  
development	  

Safe	  Space	  Containment	  
Process	  experience	  and	  

work	  with	  anxiety	  
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i. Experience/Telling the story – In order to understand the experience of the 
professional within safeguarding supervision, the supervisor needs to 
engage the supervisee to elicit accurate observations – this method of telling 
the story, reflecting on events, thinking about the voice of the service user in 
the story is compromised if the professional is in a difficult or overwhelmed 
space. Often the story becomes about the professional’s experience of the 
family rather than the family itself. Containment of the individual and their 
capacity to slow down their thinking to reflect appropriately on the family is 
key. This is a significant skill in restorative supervision, creating a space that 
feels supportive and enhances learning.  

ii. Reflection – Sharing feelings about the story and previous stories. In order 
to be thinking about making connections and recognising patterns, the 
professional needs to be thinking clearly. The space they are sharing with 
the supervisor needs to be an open and honest one where thoughts of, what 
is this evoking for me and what is this linked to are able to be shared without 
judgement. The capacity of the supervisor to listen in a non-judgmental way 
and know when to challenge and support connection making is again a key 
skill in restorative sessions. The supervisor does not remain a sponge, but 
instead offers a mirror experience, reflecting and identifying patterns in a 
way that can be heard by the supervisee.  
This requires a deeper level of thinking and pattern making by both the 
supervisor and supervisee. To be reflective in this way, the relationship 
between the supervisor and supervisee needs to be reciprocal and trusting 
as the supervisee may need to reveal some vulnerability. If the professional 
is feeling insecure or vulnerable because of workload stress etc. then this 
process will be slowed down. The professional is likely to be more defensive 
and unable to see their own contribution in these difficulties.  

iii. Analysis – what does the story mean – supporting the professional to 
translate reflective experience into professional evidence. This requires the 
supervisor to be expert and facilitator at the same time; the supervisor needs 
to feel that the supervisee is in a place to use the knowledge gained from 
the reflective process to understand what life is like for the service user. 
Understanding what life is like, exploring different perspectives and weighing 
up alternative ideas are key to the supervisory process. Being in a position 
to analyse rather than adopt a defensive position in favour of one’s own 
practice occurs best when both supervisor and supervisee are able to think 
clearly. Pattern identification, considering research evidence and own 
practice experience all take place within a supportive supervisory space. If 
the supervisee is still overwhelmed by their own experiences because they 
have not been contained or reciprocal in the session they are unlikely to be 
able to hear the conversations on the appropriate level. In fact they are more 
likely still to be focusing on their own experiences.  

iv. Plans/Action – The final element of an effective safeguarding session is to 
agree what plans and actions need to be taken. Whilst a professional who is 
not in a good enough mode can agree and sign up to these, they are not 
likely to contribute to a shared understanding of what needs to be done and 
are more likely to feel that the session has been done unto them rather than 
being an active participant in the process. 
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IV. Minimum Standards 
 
1. Contract between a supervise and supervisor 

 
This should clearly outline the responsibilities and expectations of both parties. 
The contract should be discussed, agreed and signed off at the beginning of the 
supervisory arrangement and reflect the minimum standards within this 
document. The contract should form part of the supervision records and should 
be reviewed annually (see Appendix 1 for sample Supervision Contract). 
 

2. Clearly defined roles and responsibilities of supervisor and supervise, for 
example: 
The Supervisor is responsible for: 

• Sharing the responsibility for making the supervisory relationship work 
however seeking alternative arrangements if needed. 

• Ensuring confidentiality, subject to service user and staff safety 
• Creating an effective, sensitive, supportive supervision and maintains 

trust. 
• Adopt attentive listening skills, using appropriate service tools if 

available. 
• Providing suitable time and location 
• Agree the timescales within which supervision takes place. 
• Eliminating interruptions 
• Maintaining accurate and clear records in relation to comments about or 

actions for the supervisee as well as changes or actions in relation to 
particular cases. 

• Ensuring that the supervision contract has been agreed and reviewed 
annually. 

• Ensuring the organisation’s professional standards are met. 
• Ensuring that where a change in line management occurs, a handover 

process is arranged between all parties concerned. 
• Ensuring that issues relating to diversity are addressed constructively 

and positively and provide opportunity for staff to raise issues about their 
experience and diversity. 

• Ensuring the shared responsibility for case oversight and maintenance, 
including safeguarding, accountability and workload. 

 
The supervisee is responsible for: 

• Sharing the responsibility for making the supervisory relationship work 
• Attending regularly and on time, participating actively and bringing their 

agenda. 
• Understanding and engaging with the rational for supervision, and being 

accountable for any actions. 
• Preparing appropriately for supervision sessions. 
• Ensuring the recording of supervision is reflective of the particular 

meeting. 
• Ensure any identified changes or actions regarding individual caseloads 

are recorded on the case files 
• Ensure that the contract has been agreed and reviewed annually. 
• Actively participating in an effective sensitive and supportive supervision. 
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• Aiming to meet the organisation’s professional standards 
 
 
3. Agreed frequency of supervision 
 

The minimum frequency of formal supervision is detailed in the table below. It 
is also expected that informal supervision will happen when needed. The actual 
frequency of supervision for individuals should be agreed between the 
supervisor and supervisee when negotiating the terms of the Supervision 
Agreement. For professional social work staff, supervision must include 
Reflective Practice sessions and observations of practice. 
 
In the event that the supervisor is absent from work for more than two weeks 
unplanned leave, it is the responsibility of the supervisee to report to the 
supervisor’s line manager for alternative supervision arrangements to be made.  
 
Part-time staff should receive supervision on a pro-rata basis.  

 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In relation to case supervision, it is expected that each case allocated to a 
professional is discussed and recorded atleast once within an 8 week cycle. This is  
to ensure managers have the necessary time and space to ensure reflective 
supervisions on each allocated case,  Case direction and oversight on each of 
these cases needs to be recorded on fwi as ‘Management oversight’ (refer to 
Section II) on a regular basis (atleast monthly). 
 
 
 
 
  

Staff Member Frequency 

Newly qualified social work staff Weekly for the first six weeks  
Then every 2 weeks during the 
first year 
 

Social Workers after first year of 
service 

Every 3 - 4 weeks, depending on 
need and complexity of work 
 

Senior Practitioners Every 3 - 4 weeks, depending on 
needs and level of experience 
 

Managers (Group Managers and 
Deputy Managers) 

Every 3 - 4 weeks, depending on 
needs and level of experience 
 

Service Managers Every 4 weeks 
 

Non Social Work Trained Staff Every 3 - 6 weeks, depending on 
need and complexity of work 
 

Admin/ Other Staff Every 3 - 6 weeks depending on 
needs and level of experience 
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4. Recording of supervision sessions 
 

In general the supervision record (see Appendix 2) should record details of any 
agreements reached, who is responsible for undertaking any action and the 
timescales. In the case of any disagreement concerning issues discussed in 
supervision, the disagreement should be recorded. This is a record held on the 
social workers supervision file. 
 
Each supervisor will keep a Supervision File of supervision records to be 
maintained throughout an employee’s career. Supervision files should include a 
copy of the individual’s job description, role profile, records of induction and 
copies of PDRs. The Supervision File must be kept in a secure place. 
Supervision records belong to the organisation. To ensure continuity of 
management accountability, support and development, the records should be 
transferred to the next Supervisor if the supervisee is moving to another post 
within the organisation. The records will remain the property of the Children’s 
Services 
 
Access to supervision files will be restricted to the supervisor, supervisee, 
senior managers, and HR as appropriate, and to officers and other agencies 
involved in any auditing or personnel purposes. 
 
There may be some occasions when personal information does not need to be 
recorded. This will normally be where such information does not have a direct 
impact on work performance or service delivery and it has been agreed by all 
parties that it will remain confidential within the supervisory or line management 
relationship. 
 
Where matters relate to a service user and their family these must be recorded 
separately on the child’s electronic file. This should recorded in the case note 
‘managers oversight’ A brief note may be made on the workers supervision 
record regarding the individual service user, taking into account confidentiality, 
to inform future sessions. 
 
A legible, accessible, written record of every supervision session must be made. 
(See Appendix 2) 
 
The supervisor is ultimately responsible for the production of adequate, 
accessible supervision records (even if they are written, with agreement, by the 
supervisee). Every effort should be made to ensure that the record is an 
accurate reflection of the interaction between supervisor and supervisee. 
 
The supervision record is agreed by the supervisor and supervisee and signed 
(by both parties) as an accurate record of discussions and decisions made. If 
the supervisee does not agree with any part of the record and agreement 
cannot be reached on re-wording, they should be able to add their own 
comments or amendments which then become part of the record of that 
session. 
 



10	  
	  

In the case of a person leaving the Local Authority, records must be kept locally 
for at least 2 years. Records should be kept locally for longer if there is any 
possibility of litigation. Advice should be requested, if needed, from the 
Freedom of Information Officer. 
 
Where necessary any targets or deadlines must be recorded to enable review 
at the subsequent supervision session. 

 
It is appropriate for either party to record supervision as long as notes are 
shared and agreed as part of the individual supervisee’s development. 
 
Supervision relating to the child should include: 

 
• Reason for involvement 
• Significant events since the previous supervision 
• What is the desired outcome 
• How will this be achieved 
• What challenges are there to achieving the outcome 
• What is the child’s lived experience and what are their views? 
• What actions are required (SMART). 

 
 
5. Capacity 

Workers who are providing casework and child protection supervision and 
support need to be suitably trained in supervision and safeguarding in order to 
be able to provide this effectively. In addition they should also be provided with 
supervision relevant to their role. 
Managers will ensure the supervisees are supported through an annual 
‘Performance Management Review’ appraisal as per the staff appraisal 
process. 
 
http://towernet/staff_services/hr_workforce_development/people_management/
PDRs/ 
 
Where staff members are not meeting the requirements of their post, the 
manager shall address that within supervision to ensure appropriate support; if 
necessary the Capability process should be utlised. 
 
http://towernet/staff_services/hr_workforce_development/people_management/man
agi ng_performance/ 
 

 
6. Group supervision 

Group Supervision is a forum for that enables reflective thinking, problem 
solving, peer group learning and giving and receiving strong feedback within a 
supportive setting. When a group supervision process is undertaken the roles 
and responsibilities of the supervisor and supervisees should be the same with 
the added principles: 

• Every team and service is expected to facilitate atleast one Group 
Supervision a month 

• The group should clarify and agree the boundaries of confidentiality 
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• The records should reflect that this was a group supervision 
 
 
 
 

V. Quality Assurance 
 
 
There is a critical link between good quality regular supervision and good outcomes 
for children young people and families. Recording should be available during 
inspection and audits if required. 
 
In order to be effective the supervision process requires monitoring and quality 
assurance arrangements. The quality assurance process ensures that the Councils 
expected standards of supervision as outlined in this policy are being followed:  

  
• Staff are being supervised professionally and effectively 
• Supervision sessions are recorded 
• Individual Supervision Agreements are used and reviewed 
• The supervision process promotes anti-discriminatory practice 

 
The quality assurance arrangements include the auditing of a random selection of 
supervision files on a 3 monthly basis by a Service Manager on behalf of the 
Divisional Director. The findings along with data from the activities described below 
will be reported as part of the department’s performance reporting and quality 
assurance schedules 
 
It is essential that good quality supervision is provided. A practitioner who is not 
receiving supervision at the required frequency or standard should: 

• In the first instance arrange a one to one with their supervisor to discuss and 
resolve, where possible. 

• If they are unable to find a solution, the supervisee should request a three 
way meeting between themselves, their supervisor and appropriate line 
managers (potentially including theirs and the supervisors). The difficulties 
should be discussed and outcomes agreed. 
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Appendices 
 
The following documents should be used as tools to ensure effective supervision. 
 
Appendix 1 - Supervision Contract Discussion & Agreement  
To be completed at the start of a new job (at every change of supervisor) and 
reviewed annually. 
 
Appendix 2 - Record of Supervision  
To be completed at every one-to-one supervision session (PDR Forms- to be 
completed at the annual or 6-monthly review or at the induction of a new employee) 
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Appendix 1 - Supervision Contract Discussion & Agreement 
 
 
Name of Supervisee: 
 
Name of Line Manager:  
  
Name of Team/Service: 
 
 
Purpose of supervision 
Supervision is a participative process through which supervisors as sure that 
employees are performing their roles to a satisfactory standard, and have the 
appropriate support and training to do so in line with the policies and procedures of 
LBTH. Supervision also forms a key part of individual performance management. 

 
“A process in which one worker is given professional responsibility to work with another in 

order to meet certain organisational, professional and personal objectives. These objectives 
are competent, accountable performance, continuing professional development and 

personal support.” 
Morrison 1993, (adapted from, Harries 1987) 

In line with the Restorative Practice Model, we are in the process of adopting 
aspects of the ‘Safeguarding Restorative Supervision’ (SRS) (Wonnacott/Wallbank 
March 2016) which combines Restorative Practice and the 4x4x4 model. It 
promotes the use of restorative skills within the supervision cycle, which if used 
effectively, enables an integration of case management with the staff support, 
critical reflection and critical thinking needed to promote good practice.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Experience	  
Engage	  with	  the	  experience	  of	  
service	  users	  	  
Observe	  accurately	  	  
Recognise	  significant	  information	  
	  

Analysis	  
(Critical	  thinking)	  

Understand	  the	  meaning	  of	  information	  and	  
behaviour	  	  
Focus	  on	  strengths	  	  
Evaluate	  risk	  and	  remain	  "risk	  sensible"	  
Creative	  thinking	  	  
Understand	  organisational	  requirements	  

Action	  
Creative	  Solutions	  
Colloboration	  with	  Others	  
Challenge	  others	  
Organisational	  Assurance	  

Reflection	  	  
Challenge	  assumptions	  and	  biases	  
driving	  practice	  	  
Individual	  learning	  and	  personal	  
development	  

Safe	  Space	  Containment	  
Process	  experience	  and	  

work	  with	  anxiety	  
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Using the Restorative approach, Wonnacott and Wallbank (March 2016) the 
supervision cycle as follows:-  
 

i. Experience/Telling the story – In order to understand the experience of the 
professional within safeguarding supervision, the supervisor needs to 
engage the supervisee to elicit accurate observations – this method of telling 
the story, reflecting on events, thinking about the voice of the service user in 
the story is compromised if the professional is in a difficult or overwhelmed 
space. Often the story becomes about the professional’s experience of the 
family rather than the family itself. Containment of the individual and their 
capacity to slow down their thinking to reflect appropriately on the family is 
key. This is a significant skill in restorative supervision, creating a space that 
feels supportive and enhances learning.  

ii. Reflection – Sharing feelings about the story and previous stories. In order 
to be thinking about making connections and recognising patterns, the 
professional needs to be thinking clearly. The space they are sharing with 
the supervisor needs to be an open and honest one where thoughts of, what 
is this evoking for me and what is this linked to are able to be shared without 
judgement. The capacity of the supervisor to listen in a non-judgmental way 
and know when to challenge and support connection making is again a key 
skill in restorative sessions. The supervisor does not remain a sponge, but 
instead offers a mirror experience, reflecting and identifying patterns in a 
way that can be heard by the supervisee.  
This requires a deeper level of thinking and pattern making by both the 
supervisor and supervisee. To be reflective in this way, the relationship 
between the supervisor and supervisee needs to be reciprocal and trusting 
as the supervisee may need to reveal some vulnerability. If the professional 
is feeling insecure or vulnerable because of workload stress etc. then this 
process will be slowed down. The professional is likely to be more defensive 
and unable to see their own contribution in these difficulties.  

iii. Analysis – what does the story mean – supporting the professional to 
translate reflective experience into professional evidence. This requires the 
supervisor to be expert and facilitator at the same time; the supervisor needs 
to feel that the supervisee is in a place to use the knowledge gained from 
the reflective process to understand what life is like for the service user. 
Understanding what life is like, exploring different perspectives and weighing 
up alternative ideas are key to the supervisory process. Being in a position 
to analyse rather than adopt a defensive position in favour of one’s own 
practice occurs best when both supervisor and supervisee are able to think 
clearly. Pattern identification, considering research evidence and own 
practice experience all take place within a supportive supervisory space. If 
the supervisee is still overwhelmed by their own experiences because they 
have not been contained or reciprocal in the session they are unlikely to be 
able to hear the conversations on the appropriate level. In fact they are more 
likely still to be focusing on their own experiences.  

iv. Plans/Action – The final element of an effective safeguarding session is to 
agree what plans and actions need to be taken. Whilst a professional who is 
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not in a good enough mode can agree and sign up to these, they are not 
likely to contribute to a shared understanding of what needs to be done and 
are more likely to feel that the session has been done unto them rather than 
being an active participant in the process. 

 
 
Responsibilities and expectations 
The supervisor and supervise will: 

• Meet a minimum of every four weeks, and be scheduled to last at least an 
hour. These will commence on ……………………………… & will be located in 
a confidential space which is appropriate and free from distraction 

• Undertake open and honest discussions in relation to cases loads 
• Pose and respond to challenging questions with regard to action, progress 

and outcomes for children, young people and families. 
• Focus discussions on any current identified families where there are needs, 

concerns or risk for children, young people and families 
• Identify good practice which can be transferred or built upon when supporting 

other cases 
• Work in an environment of high support and high challenge. 
• Discuss team work & training as appropriate 
• Ensure that supervision records include any actions required. 
• Implement any agreed actions. 
• Ensure all records are updated as required. 

 
 
Quality Assurance 
Recordings should be available during inspection and audits if required. In the event 
that there is unresolved dispute between supervisor and supervisee, both parties will 
agree to meet together with __________________ to ensure that any difficulties are 
satisfactorily resolved. Both parties will ensure that the other is aware in advance 
that a dispute resolution meeting has been arranged. 
 
 
Agreement 
Supervisee signed: date: 
 
 
 
Supervisor signed: date: 
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Appendix	  2:	  	  Record	  of	  Supervision	  	  
Please	  refer	  to	  Supervision	  Policy	  for	  prompt	  questions	  

	  
SUPERVISION	  RECORD	  

Child/YP’s	  name:	   	  
Case	  ID:	   	  
Date	  last	  assessment	  completed;	  is	  it	  up	  to	  
date?	  
Care	  Plan	  date:	  
Risk	  Management	  Plan	  date	  (if	  applicable):	  

	  

Social	  Worker	  or	  Allocated	  Worker’s	  name:	   	  
Line	  Manager/Supervisor’s	  name:	   	  
Date:	   	  
Record	  of	  Discussion	  –	  	  
Supervisee	  has	  prepared	  to	  present	  their	  Structured	  thinking,	  which	  will	  provide	  supervisor	  
with	  most	  relevant	  information	  (10mins)	  
	  
	  
	  
PLEASE	  DESCRIBE	  YOUNG	  PERSONS	  EXPERIENCE	  
	  
	  
	  
	  
REFLECTION	  &	  ANALYSIS	  
Consideration	  could	  be	  given	  to	  the	  following	  questions/prompts	  to	  support	  reflection	  &	  
analysis:	  
	  
PLEASE	  SUMARISE	  REFLECTION	  &	  ANALYSIS	  
	  
	  
	  
	  
PLANS	  &	  ACTIONS	  
Consideration	  could	  be	  given	  to	  the	  following	  questions/prompts	  to	  support	  decision	  making,	  
plans	  &	  actions:	  
	  
	  
	  
	  
	  
What	  needs	  to	  be	  done	   By	  Who	   By	  When	  
	   	   	  
	   	   	  
	   	   	  
	   	   	  
	   	   	  



17	  
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Appendix 3 - Supervision File Structure and Index 

 
 
 
 

Name:  
Supervisor:  
Team: 

Start 

date: 
 

Section Contents  
  
1 Personal contact details 

 Supervision Contract Discussion & Agreement 
  
2 Monitoring Sheet Supervision dates 

  
3 Supervision notes 

  
4 Correspondence 

  
5 Personal development and training record 

 - to include induction programme, training, PDR 
  
6 Job Description & Person Specification 

  
7 Personnel information 

 - Contract letter, 
 - Starter/variation/transfer form(s) 
 - References 
  
8 Health and Wellbeing issues 
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Appendix 4 Supervision Case File Audit 

 
Part 1 

 

Judgments  
 

1. Were the actions from the last supervision session reviewed? (Rate the evidence on a scale of 1 to 
5) Mediation  

 
 
 
 
 
 
 
 
 
 
 
Excellent    Poor 
1 2 3 4 5  

 
 

2. Were the actions from the last supervision session reviewed? (Tick)  
Yes No 
Partially 
Unclear 
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3. What evidence is there that reflective casework discussions took place that then informed the making or 
changes of plans or actions? (Rate the evidence on a scale of 1 to 5)  
Management 

 
 
 
 
 
 
 
 
 
 
 

Excellent    Poor 
1 2 3 4 5  

 
 

4. What evidence is there that it was ensured that where appropriate case plans are devised, implemented, 
reviewed and recorded (Rate the evidence on a scale of 1 to 5)  
Management  

 
 
 
 
 
 
 
 
 
 
 
Excellent    Poor 
1 2 3 4 5 

 
 
 
 
 
 
 
 
 

21	  
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5. What evidence is there that outcomes and/or risks for individual children are specifically identified? (Rate 
the evidence on a scale of 1 to 5)  
Management 

 
 
 
 
 
 
 
 
 
 
 

Excellent    Poor 
1 2 3 4 5  

 
 

6. What evidence is there that the case discussions included dialogue about any diversity issues pertinent to 
the case? (Rate the evidence on a scale of 1 to 5)  
Management  

 
 
 
 
 
 
 
 
 
 
 
Excellent    Poor 
1 2 3 4 5 
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7. What evidence is there that a discussion took place about the level and quality of contact or direct work 
with the child, that their views were included in the session and action agreed where this was planned? 
(Rate the evidence on a scale of 1 to 5)  
Management 

 
 
 
 
 
 
 
 
 
 
 

Excellent    Poor 
1 2 3 4 5  

 
 

8. What evidence is there that the worker was given feedback on how they are performing, their areas for 
development and how these would be addressed? (Rate the evidence on a scale of 1 to 5)  
Development  

 
 
 
 
 
 
 
 
 
 
 
Excellent    Poor 
1 2 3 4 5 
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9. What evidence is there that the workers own well-being was discussed in the session, including aspects 
relating to attendance, workload management and health and safety? (Rate the evidence on a scale of 1 
to 5)  
Support 

 
 
 
 
 
 
 
 
 
 
 

Excellent    Poor 
1 2 3 4 5  

 
 

10. Was the supervision session appropriately recorded and the notes copied to the worker promptly? 
(Rate the evidence on a scale of 1 to 5)  
Management  

 
 
 
 
 
 
 
 
 
 
 
Excellent    Poor 
1 2 3 4 5 
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11. Does the Supervision File contain the following documents?  
Yes No NA  

Job Description & Person Specification  
Supervision Contract Discussion & Agreement  
Up to date CRB  
Print out of current open cases  
Observation of Practice template  
Employee Learning & Development Plan  
Absence Record forms  
Return to Work proformas  
Sickness Absence Notification forms  
Self-certification of Sickness Absence  
Medical Certificates  
Occupation Health Referrals  

 
 

12. What evidence is there of discussions about the professional development needs of the worker and 
actions planned to meet their training needs? (Rate the evidence on a scale of 1 to 5)  

 
 
 
 
 
 
 
 
 
 
 
Excellent    Poor 
1 2 3 4 5 
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13 (a) Considering your findings above provide a grade for the overall effectiveness of the supervision  
Outstanding  
Good  
Requires Improvement  
Inadequate  
 
 

13 (b) If your judgment was less that ‘good’ please identify what actions need to be taken by the supervisor 
or their manager to achieve a grading of good  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Return copy to QA team 
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Part 2 Supervisee’s Quality assessment 
It is the File Auditors responsibility to ensure this section is completed and returned. The supervisee should be made aware that 
the information is being requested to improvement management and supervision practice across the service and will not be shared  
 
Thinking about the above please rate the following aspects of your most recent supervision 
 

  

Very Good 
  

Good 
  

Satisfactory 
  

Poor 
  

Very Poor 
 

           
I receive  guidance and support to help me            
construct  and  oversee  plans  which  provide            
positive change for children            

            
I am provided with advice and guidance            
which   helps   me   to   achieve   my            
performance goals            

            
I get support which helps me develop and                
maintain emotional well-being and            
Resilience            

            
My feelings are valued your and seeks to                
motivate you            

            
My manager is clear about mine and their                
respective work roles and responsibilities            

            
I am clear about case decisions are made                
in supervision and how to record them            
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My Manager makes sure there is space                
for case discussion and critical reflection            

 
            
I  am  supported  to  develop  knowledge                
about the child, worries and strengths            

            
I am helped to identify gaps in my practice                
skills and opportunities to learn            

            
Please return this form to the Supervision File Auditor          

 
	  
	  


