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London Borough of Hillingdon Adult Social Care Supervision Guidance
This guidance should be read in conjunction with the Adult Social Care Supervision Policy 



This guide outlines the key steps to consider in relation to supervision – 
1- Complete a Supervision Agreement   




2- Use the Supervision Template as a guide and record supervision on Talent Space 

[bookmark: _MON_1682522373]         
3- Use this template to record case discussions on Protocol      




4- Use this template for any Group Supervision




5- Use this template to record consent for Direct Observations   
  

 

6- Use this template to record a Direct Observation 
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1. Introduction 



1.1 Policy statement 

The London Borough of Hillingdon recognises our staff are our most important asset. Supervision and appraisal are how we support staff to meet the Council's objectives, deliver a high quality service, support residents to achieve the outcomes that matter to them and to carry out their duties in accordance with relevant policies, procedures, evidence, best practice and statutory requirements.  



For supervision to be effective, supervisors and supervisees must be clear about their roles and responsibilities. The London Borough of Hillingdon Adult Social Care (ASC) Supervision Policy sets out the framework, good practice principles and minimum standards required in order to embed a consistent and effective approach to supervision across our service.  

We recognise - 

· Effective supervision is essential to improve the outcomes for adults, carers and their families. 

· Supervision is a key activity for staff throughout their career and is an integral part of retaining a confident, skilled, resilient and effective workforce who feel well supported. 

· Continual improvement in the service we deliver can only be achieved by recognising the value of each individual staff member, being clear about the standards of practice required and investing in staff development. 



1.2 The supervision outcome chain



Quality of supervision 	     Quality in Practice 	     Positive impact on Practice                  Better Outcomes 



1.3 Aims 

The aims of this policy are to define - 

· The supervision framework for Adult Social Care

· The roles and responsibilities of the supervisor and the supervisee

· The required minimum standards to be met by all staff 

· The quality assurance model in place to monitor the standard of supervision in place and compliance with this policy 



1.4 Scope of the policy 

This policy should be followed by all supervisors and supervisees in Adult Social Care and this includes agency members of staff. Students, Newly Qualified Social Workers (NQSWs) and Social Work Apprentices will have additional arrangements in place, however, the Individual Supervision Meeting format outlined in this policy should still be followed.  





2 Definition of supervision         

2.1 Supervision is - 

· A regular meeting between the designated supervisor and supervisee in order to meet organisational, professional and personal objectives. It is a protected time for critical reflection, challenge and professional support and operates alongside the London Borough of Hillingdon PADA process



· A key part of individual performance management and professional support - Staff should receive feedback on their performance. Managers and staff should explore work undertaken within the overarching framework of the Council's objectives, Adult Social Care priorities and values, individual work plans and relevant professional standards



· A protected time to reflect on practice - Staff should use supervision to continually support their professional development and meet the required professional standards. In supervision they should develop their capacity to use their experiences to critically reflect on their practice, receive feedback on their practice, build emotional resilience and identify and address training and development needs 



· A safe environment for the supervisor and supervisee to explore and address any concerns related to the impact of work, wellbeing, health and safety or work/life balance issues.





2.2 What do Supervisors and Supervisees need to know?

· Council Objectives 

· Adult Social Care Service Plan 

· Team Plans

· PADA process

· Mandatory training matrix for Adult Social Care 

· Social Work England Professional Standards and registration requirements 

· The Department of Health and Social Care Knowledge and Skills Statements for Social Workers in Adult Services 

· The British Association of Social Workers Professional Capabilities Framework

· London Borough of Hillingdon career progression pathway









3. London Borough Hillingdon Adult Social Care Supervision standards 

· [bookmark: _Hlk71908207]Standard 1: All staff receive regular and high-quality supervision 



· Standard 2: Supervision enables effective reflection and discussion 



· Standard 3: Supervision is planned and purposeful



· Standard 4: Supervision sessions are recorded, shared and stored appropriately



· Standard 5: Supervisors and supervisees are appropriately trained to carry out their role 



· Standard 6: Supervisors ensure the performance management, professional support and work related functions are met



· Standard 7: Supervisors ensure the reflection, professional support and continuing professional development functions (including the regulatory standards of Social Work England) are met 



· Standard 8: Supervision supports the development of practice in accordance with relevant professional standards, legislation and guidance 



· Standard 9: Robust quality assurance monitors the standard of supervision in place 



· Standard 10: Supervision promotes equality and diversity and is proactive in addressing discrimination and oppression 



4.  Methods of supervision and associated roles and responsibilities 

4.1 Individual Supervision Meeting 

The principle method of supervision is a one to one meeting between supervisor and supervisee – this is called an “Individual Supervision Meeting”. This is protected time without interruptions 

· It contains 2 key elements - Professional Supervision and Practice Supervision - these take place within the same meeting but are recorded separately 



· [bookmark: _Hlk71908323]At least 10 Individual Supervision Meetings should take place each financial year. Students, NQSWs and Social Work Apprentices will have additional arrangements in place which should be followed, however, the formal one to one meeting format should still be followed.  



· [bookmark: _Hlk71908339]Twice a year, the supervisee should share a pre prepared critical reflective piece of work (no more than 500 words) on an area of their practice within the last six months. This should be discussed in the Individual Supervision Meeting and the key points of the discussion recorded on the Supervision Template



· At least 2 Direct Observations should take place each financial year (see Direct Observation section below for more details) 



· 1.5 hours should be scheduled for the meeting to ensure there is time to cover all agenda items. The meeting should last no longer than 1.5 hours and should end once all matters have been discussed



· All parties should arrive on time 



· All meetings should be diarised annually in advance and should not be cancelled or postponed, unless there are exceptional circumstances. Any cancellation of postponed session should be rearranged within 24 hours for a date no later than 5 working days where possible



· Additional meetings should take place as required in accordance with individual staff circumstances e.g. probation period, additional support required or performance management concerns



· The meeting should take place in a quiet, comfortable space that offers privacy for the duration of the meeting 

· A Supervision Agreement should be complete in the first Individual Supervision Meeting (please see appendix 1). The Supervision Agreement should be completed annually



· An agenda should be agreed 5 working days before each Individual Supervision Meeting using the Supervision Template as a guide (please see appendix 2). Additional agenda items can be added if agreed by both parties



· All agenda items should be covered in the Individual Supervision Meeting, unless there is mutual agreement to remove an agenda item 



· Previous agreed actions should be reviewed and updates recorded on the Supervision Template 



· Actions and timescales for completion should be agreed in the meeting and recorded on the Supervision Template



· All matters discussed in an Individual Supervision Meeting should be recorded on Talent Space using the Supervision Template as a guide. The only exception to this is where the supervisee wishes to discuss a personal matter and this should be recorded separately to the Supervision Record



· [bookmark: _Hlk71908718]All cases open to the supervisee should be discussed in the Individual Supervision Meeting. No identifiable details should be recorded on the supervision record, this includes the resident’s protocol ID. Details of the discussion should not be recorded on the supervision template and should only be recorded in Protocol - the supervisor should complete the Case Note Supervision Template and record this on Protocol under the "Supervision" case note heading during the Individual Supervision Meeting. (please see appendix 3 for a copy of the Case Note Supervision Template). If this is not possible, the case note should be completed no longer than 3 working days from the date of the Individual Supervision Meeting 



· A record of the supervision meeting should be shared within 5 working days 



· The Supervision should be dated and signed by supervisee and supervisor 



· If a supervisor is absent from work for more than 2 weeks, the Team Manager should ensure that alternative arrangements are in place 



· Where a Social Worker’s line manager is not a registered Social Worker, additional supervision will be provided by a registered Social Worker



4.2 Group Supervision (please see appendix 4 for template to support Group Supervision) 



· [bookmark: _Hlk71909708]Group Supervision is a meeting between 3 or more individuals to support thinking, critical reflection, problem solving in the context of peer learning



· Group supervision is not mandatory and there is no minimum or maximum number of sessions



· It can be guided by a separate facilitator or by a member of the group 



· An agreed agenda should be shared with attendees before the meeting 



· Group supervision cannot be used as an alternative to Individual Supervision Meetings and should be used to compliment this process



· Supervisees should keep a record of their individual reflective practice, skills and knowledge obtained and how these impact on practice 



· The facilitator should keep a record of key points discussed in the Group Supervision and these should be shared with attendees within 5 working days of the Group Supervision





4.3 Direct Observation    



· [bookmark: _Hlk71910125]Direct Observation is where the supervisor directly observes the practice of the supervisee



· At least 2 Direct Observations should take place each financial year



· Direct Observation sessions should be diarised at least 1 week in advance and should not be cancelled or postponed, unless there are exceptional circumstances. Any cancellation of postponed session should be reconvened within 5 working days where possible



· Consent must be obtained from the resident and relevant others, recorded on case notes and the Direct Observation consent form template before the meeting (please see appendix 5 for a copy of the Direct Observation consent form template) A copy of the consent form template should be uploaded to Protocol on the resident’s record



· The supervisor and the supervisee should complete the Direct Observation Template within 5 working days of the Direct Observation taking place (please see appendix 6 for a copy of the Direct Observation Template) 



· A copy of the Direct Observation Template should be saved by each individual. The supervisor should save a copy of the record in a secure “Team Folder” with access granted only to staff with management responsibility within the team 



· If a supervisor is absent from work, the Team Manager should ensure that alternative arrangements are in place







4.4 Informal Supervision 



· Informal Supervision is when significant decisions are made based on a discussion, email or telephone call between the supervisor and supervisee



· Actions agreed are recorded in writing - the supervisor should complete the Case Note Supervision Template and record this on Protocol under the "Supervision" case note heading during the supervision session. If this is not possible, the case note should be complete no longer than 3 working days from the date of the Supervision meeting. (please see appendix 3 for a copy of the Case Note Supervision Template). If the decision relates to any other matter, this should be recorded in an email and added to the next Individual Supervision Meeting agenda so it can be included in the next formal Individual Supervision Meeting



· If a supervisor is absent from work, the Team Manager should ensure that alternative arrangements are in place





5. Performance and development appraisal

All staff are required to contribute to a Personal and Development Appraisal (PADA) on an annual basis, reviewed 6 monthly. Please refer to PADA policy for more information. The PADA objectives should be reviewed/considered in each Individual Supervision Meeting.

[bookmark: _Hlk71908875][bookmark: _Hlk71908860]Through the PADA appraisal review, the supervisee will have a Personal Development Plan detailing the learning and development required. 

[bookmark: _Hlk71908894]The PADA review meetings are undertaken separately from Individual Supervision Meetings. However, the Individual Supervision Meetings are an opportunity for the supervisee to gather and record evidence of their performance so that PADA review discussions are meaningful and accurately reflect the supervisee’s performance and professional development.

6. Quality Assurance of Supervision 

[bookmark: _Hlk71908935]Audits of supervision records and case notes titled "Supervision" will be undertaken by Adult Social Care London Borough of Hillingdon staff to ensure that supervision is being carried out in accordance with the Adult Social Care London Borough of Hillingdon Supervision Policy. If a staff member's supervision records are to be audited, they will be informed of this by the auditor and/ or their supervisor beforehand. The outcome of the audit will be shared with the supervisee and supervisor.

7.  Confidentiality and retention 

· Supervision records are owned by the London Borough of Hillingdon and may be subject to internal inspection or audit  



· Supervision records can be used in disciplinary or legal proceedings



· [bookmark: _Hlk71908997]The Supervisee may disclose information that is of a private or sensitive nature -



· As outlined above, all matters discussed in supervision must be recorded on the Supervision Record and the only exception to this is where the supervisee wishes to discuss a personal matter and this should be recorded separately to the Supervision Record 

· Where issues of a personal nature to the supervisee are recorded in the Supervision Record, the confidentiality of such material should be protected in line with GDPR 



· [bookmark: _Hlk71909022]The principles of confidentiality within supervision do not exclude the supervisor or supervisee from their responsibilities under London Borough of Hillingdon's Code of Conduct. Should evidence of misconduct, unsafe or illegal practice arise, this must be reported to the operational manager immediately  



· On leaving the Council, supervision records will be retained in accordance with London Borough of Hillingdon Destruction and Retention Policy related to staff files



8. Resolving and escalation of disputes 

· Supervisees should be clear about who they should contact if they feel their supervision agreement is not being met



· Supervisees should always discuss any complaints or dissatisfaction with their supervisor in the first instance and endeavour to reach a resolution. If the matter cannot be resolved, the supervisee should raise the issue with the supervisor's line manager



· Where there are concerns about conduct or capability, London Borough of Hillingdon HR processes must be followed







9. Appendices

1. Supervision Agreement 







2. Supervision Template









3. Template for case note recording on Protocol 











4. Template to support Group Supervision 











5. Direct Observation Consent Form Template



[bookmark: _MON_1682524228]            

6. Direct Observation Template







END
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London Borough of Hillingdon Adult Social Care Supervision Agreement


1. Introduction 



This document should be read in conjunction with London Borough of Hillingdon’s Adult Social Care Supervision Policy. The purpose of this agreement is to outline the agreed standards, roles and responsibilities related to Supervision. 


A Supervision Agreement will be complete in the first Individual Supervision Meeting


London Borough Hillingdon Adult Social Care Supervision standards - 



Standard 1: All staff receive regular and high-quality supervision 


Standard 2: Supervision enables effective reflection and discussion 



Standard 3: Supervision is planned and purposeful


Standard 4: Supervision sessions are recorded, shared and stored appropriately


Standard 5: Supervisors and supervisees are appropriately trained to carry out their role 



Standard 6: Supervisors ensure the performance management, professional support and work related functions are met



Standard 7: Supervisors ensure the reflection, professional support and continuing professional development functions (including the regulatory standards of Social Work England) are met 



Standard 8: Supervision supports the development of practice in accordance with relevant professional standards, legislation and guidance 



Standard 9: Robust quality assurance monitors the standard of supervision in place 



Standard 10: Supervision promotes equality and diversity and is proactive in addressing discrimination and oppression 



Supervisor and supervisee details 


· This contract is between supervisor (please complete) and supervisee (please complete)


2. Frequency, Length and Location 


· At least 10 Individual Supervision Meetings should take place each financial year. Students, NQSWs and Social Work Apprentices will have additional arrangements in place which should be followed, however, the formal one to one meeting format should still be followed.  


· Twice a year, the supervisee should share a pre prepared critical reflective piece of work (no more than 500 words) on an area of their practice within the last six months. This should be discussed in the Individual Supervision Meeting and the key points of the discussion recorded on the Supervision Template


· Informal Supervision is when significant decisions are made based on a discussion, email or telephone call between the supervisor and supervisee – please see LBH Adult Social Care Supervision Policy for more details


· Direct Observation is where the supervisor directly observes the practice of the supervisee. At least 2 Direct Observations should take place each financial year – please see LBH Adult Social Care Supervision Policy for more details



· Group Supervision is a meeting between 3 or more individuals to support thinking, critical reflection, problem solving in the context of peer learning. Group supervision is not mandatory and there is no minimum or maximum number of sessions - Please see LBH Adult Social Care Supervision Policy for more details



· 1.5 hours should be scheduled for the meeting to ensure there is time to cover all agenda items. The meeting should last no longer than 1.5 hours and should end once all matters have been discussed



· All meetings should be diarised annually in advance and should not be cancelled or postponed, unless there are exceptional circumstances. Any cancellation of postponed session should be rearranged within 24 hours for a date no later than 5 working days where possible


· Additional meetings should take place as required in accordance with individual staff circumstances e.g. probation period, additional support required or performance management concerns


· The meeting should take place in a quiet, comfortable space that offers privacy for the duration of the meeting  


· All parties should arrive on time


3. Agenda and Structure 


· An agenda should be agreed 5 working days before each Individual Supervision Meeting using the Supervision Template as a guide. Additional agenda items can be added if agreed by both parties


· All agenda items should be covered in the Individual Supervision Meeting, unless there is mutual agreement to remove an agenda item 



· Previous agreed actions should be reviewed and updates recorded on the Supervision Template 



· Actions and timescales for completion should be agreed in the meeting and recorded on the Supervision Template



4. Record Keeping 


· All matters discussed in an Individual Supervision Meeting should be recorded on Talent Space using the Supervision Template as a guide. The only exception to this is where the supervisee wishes to discuss a personal matter and this should be recorded separately to the Supervision Record


· All cases open to the supervisee should be discussed in the Individual Supervision Meeting. No identifiable details should be recorded on the supervision record, this includes the resident’s protocol ID. Details of the discussion should not be recorded on the supervision template and should only be recorded in Protocol - the supervisor should complete the Case Note Supervision Template and record this on Protocol under the "Supervision" case note heading during the Individual Supervision Meeting. If this is not possible, the case note should be completed no longer than 3 working days from the date of the Individual Supervision Meeting 


· A record of the supervision meeting should be shared within 5 working days on the Supervision Template 



· The Supervision Template should be dated and signed by supervisee and supervisor 


· If a supervisor is absent from work for more than 2 weeks, the Team Manager should ensure that alternative arrangements are in place



· Where a Social Worker’s line manager is not a registered Social Worker, additional supervision will be provided by a registered Social Worker 


5. Functions 


· Supervision contains 2 key elements - Professional Supervision and Practice Supervision - these take place within the same meeting but are recorded separately 


· All staff are required to contribute to a Personal and Development Appraisal (PADA) on an annual basis, reviewed 6 monthly. Please refer to PADA policy for more information. The PADA objectives should be reviewed/considered in each Individual Supervision Meeting


Through the PADA appraisal review, the supervisee will have a Personal Development Plan detailing the learning and development required. 



The PADA review meetings are undertaken separately from Individual Supervision Meetings. However, the Individual Supervision Meetings are an opportunity for the supervisee to gather and record evidence of their performance so that PADA review discussions are meaningful and accurately reflect the supervisee’s performance and professional development.


6. Quality Assurance of Supervision 



Audits of supervision records and case notes titled "Supervision" will be undertaken by Adult Social Care London Borough of Hillingdon staff to ensure that supervision is being carried out in accordance with the Adult Social Care London Borough of Hillingdon Supervision Policy. If a staff member's supervision records are to be audited, they will be informed of this by the auditor and/ or their supervisor beforehand. The outcome of the audit will be shared with the supervisee and supervisor.



7. Confidentiality and retention 



· Supervision records are owned by the London Borough of Hillingdon and may be subject to internal inspection or audit  



· Supervision records can be used in disciplinary or legal proceedings



· The Supervisee may disclose information that is of a private or sensitive nature -



· As outlined above, all matters discussed in supervision must be recorded on the Supervision Record and the only exception to this is where the supervisee wishes to discuss a personal matter and this should be recorded separately to the Supervision Record 


· Where issues of a personal nature to the supervisee are recorded in the Supervision Record, the confidentiality of such material should be protected in line with GDPR 



· The principles of confidentiality within supervision do not exclude the supervisor or supervisee from their responsibilities under London Borough of Hillingdon's Code of Conduct. Should evidence of misconduct, unsafe or illegal practice arise, this must be reported to the operational manager immediately  



· On leaving the Council, supervision records will be retained in accordance with London Borough of Hillingdon Destruction and Retention Policy related to staff files


8. Resolving and escalation of disputes 



· Supervisees should be clear about who they should contact if they feel their supervision agreement is not being met



· Supervisees should always discuss any complaints or dissatisfaction with their supervisor in the first instance and endeavour to reach a resolution. If the matter cannot be resolved, the supervisee should raise the issue with the supervisor's line manager



· Where there are concerns about conduct or capability, London Borough of Hillingdon HR processes must be followed


9. Review of the Supervision Agreement


· The Supervision Agreement should be reviewed annually 


I agree to work in accordance with the points outlined in this agreement and the Adult Social Care Supervision Policy


Signed:




Supervisor ______________________ 
Date _____________



Supervisee _______________________ 
Date _____________
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London Borough of Hillingdon Adult Social Care Supervision Policy Template


This document should be read in conjunction with London Borough of Hillingdon’s Adult Social Care Supervision Policy 


· Date of Individual Supervision Meeting –





· Name and job title of supervisee –





· Name and job title of supervisor –





· Supervision Agreement is in place and is in date? ( must be reviewed annually)  Yes/No





			Agenda Item 


			Actions 





			1. Welcome - how are you?





			





			2. Review agreed agenda and add any other agenda items as required 





			





			3. Review previous action points 





			





			4. Review full caseload and agree actions - using case note recording template (Appendix 3 ) to record decisions/ actions on Protocol 





			





			5. Review any other tasks on work plan, agree priorities and required actions - to include key objectives in PADA





			





			6. Reflect on practice – supervisee and supervisor to critically reflect on any recent work demonstrating how they used legislation, theories, methods of intervention, values, feedback from residents and key Social Work concepts to underpin their practice.





Twice a year – The supervisee should share a pre prepared critically reflective summary (no more than 500 words). 





			





			7. At least 2 Direct Observations should take place each financial year (please see Direct Observation section on the LBH ASC Supervision Policy for details) 











			





			8. Highlight relevant areas of the Knowledge and Skills Statement, The Professional Capability Framework and Social Work England Professional Standards 











			





			


9. Consider areas of strength and areas for development. 


Review Professional development plan in PADA and update as required, to also include - 


Outcome of recent case file audits


Review of ASC mandatory training matrix 


Review of practice in accordance with the London Borough Mental Capacity capability framework


All Social Workers should demonstrate their ability to meet the required standard of practice according to Social Work England Professional Standards, the Professional Capability Framework, and the Key Knowledge and Skills Statement.


(Where applicable) the supervisee should ensure they are meeting the registration requirements of Social Work England 





			





			10. Health and Safety issues 





			





			11. Emotional Resilience and Work life balance, to include-


Sickness absence 


Annual Leave


Any required supports/ reasonable adjustments 





			





			12. Date of next supervision 





			











I agree that the above is true and accurate record 


Signed:		





Supervisor ______________________ 	Date _____________








Supervisee _______________________ 	Date _____________ 





V4 May 2021 / Review date May 2022 pg. 3


image1.emf







image4.emf

Recording case  actions discussed during planned supervision or during general discussions.docx




Recording case actions discussed during planned supervision or during general discussions.docx

[image: ]





Recording case actions discussed during planned supervision or during general discussions


· The case note heading” Supervision” must be used








· Here is an example of the format to use:  





Details of discussion - Discussion between Claire Solley, Head of Service for Safeguarding Adults and Principal Social Worker for Adults and David Reid, Social Worker, Triage Team. Mrs Smith's daughter is her main carer and is going on holiday at the beginning of November for 1 week.





Analysis - Mrs Smith had a stroke in January 2019. Without the support of her daughter Mrs Smith will be at risk of poor levels of nutrition and fluid intake, poor levels of personal hygiene and breakdown of skin and health issues associated with non compliance with medication as she requires the assistance of one person to support with these tasks (although can complete some aspects of these tasks independently with support). Mrs Smith has mental capacity to make decisions related to her care and support arrangements and is accepting of carers supporting her at home when her daughter is on holiday. Additional equipment will not be sufficient and Reablement is not appropriate.





Decision - Care and Support to be arranged for 1 week via a care agency while Mrs Smith's daughter is on holiday
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London Borough of Hillingdon Adult Social Care Supervision Policy - Group Supervision Template





This document should be read in conjunction with London Borough of Hillingdon’s Adult Social Care Supervision Policy 





· [bookmark: _Hlk71909708]Group Supervision is a meeting between 3 or more individuals to support thinking, critical reflection, problem solving in the context of peer learning





· Group supervision is not mandatory and there is no minimum or maximum number of sessions





· It can be guided by a separate facilitator or by a member of the group 





· An agreed agenda should be shared with attendees before the meeting 





· Group supervision cannot be used as an alternative to Individual Supervision Meetings and should be used to compliment this process





· Supervisees should keep a record of their individual reflective practice, skills and knowledge obtained and how these impact on practice 





· The facilitator should keep a record of key points discussed in the Group Supervision and these should be shared with attendees within 5 working days of the Group Supervision





			Agenda Item 


			Agreed actions and key points 





			1. Welcome and introductions 








			





			2. Area of discussion 











			





			3. Reflective discussion 











			





			4. Summary of key reflective points, areas of strength and areas for development 











			





			5. Agree next date and area for discussion
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CONSENT FORM FOR DIRECT OBSERVATION





As part of our Supervision Policy Adult Social Care staff are required to complete two Direct Observations of their practice each year. If this observation includes you we need to ensure you understand what is being recorded, why it is being recorded, where it will be stored and for how long.





What will be recorded - 





No personal details will be used in the Direct Observation record - This means that there will be no record of you or your family’s/ friend’s name or address. A summary of the reason for the meeting/visit/ telephone or video call will be recorded along with how the member of staff applied their skills and knowledge to you and your family or friends etc during the meeting/visit/telephone or video call.





Why is it being recorded - 





The purpose of the Direct Observation is to assess the staff member’s practice and support them to identify areas of good practice and areas they should develop.





Where will it be stored - 





A copy of the Direct Observation assessment will be saved on the Local Authorities computer network by the member of staff being assessed and also by the assessor - these are secure folders which only a restricted number of people can access. 





For how long will we hold your personal data





We will only keep your personal data for as long as we need to in order to fulfil the


purpose[s] for which it is collected and for so long afterwards as we consider it may be


required to deal with any queries related to the member of staff being assessed, unless we elect to retain your data for a longer period in order to comply with our legal


and regulatory obligations.





Organisations that we may share your personal data with





A summary of the assessment of the staff member’s practice may be used by the member of staff being assessed as part of their professional development portfolio and shared with the staff member’s regulator e.g Social Work England.








Your rights





You have a right to access and obtain a copy of the personal data that we hold about you


and to ask us to correct your personal data if there are any errors or it is out of date. In


some circumstances, you may also have a right to ask us to restrict processing of your data until any errors are corrected, to object to processing or to transfer or [in very limited


circumstances] erase your personal data. You can obtain further information about these


rights from the Information Commissioner's Office at: www.ico.org.uk  or via their telephone helpline [0303 123 1113].





If you wish to exercise any of these rights, please contact Claire Solley (Head of Safeguarding, Principal Social Worker Adult Social Care): csolley@hillingdon.gov.uk or via telephone 01895 556633.





You also have the right to lodge a complaint in relation to this notice or our processing activities with the Information Commissioner's Office, which you can do through the website above or their telephone helpline.








Updates





We may update this notice periodically. Where we do this, we will inform you of the


changes and the date on which the changes take effect.





Contacting us





Please contact Social Care Direct for further information





Social Care Direct


London Borough of Hillingdon


Civic Centre


High St


Uxbridge


UB8 1UW


01895 556633








Note to the member of staff being observed - Please consider issues of Mental Capacity when this form is being complete.


I have read, understand and agree to the information outlined above.


Signed:		





Resident ______________________ 	Date _____________





Member of staff being observed _______________________ 	Date _____________
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London Borough of Hillingdon Direct Adult Social Care Supervision Policy – Direct Observation Template


This document should be read in conjunction with London Borough of Hillingdon’s Adult Social Care Supervision Policy 


· Direct Observation is where the supervisor directly observes the practice of the supervisee





· At least 2 Direct Observations should take place each financial year





· Direct Observation sessions should be diarised at least 1 week in advance and should not be cancelled or postponed, unless there are exceptional circumstances. Any cancellation of postponed session should be reconvened within 5 working days where possible





· Consent must be obtained from the resident and relevant others, recorded on case notes and the Direct Observation consent form template before the meeting (please see appendix 5 for a copy of the Direct Observation consent form template) A copy of the consent form template should be uploaded to Protocol on the resident’s record





· The supervisor and the supervisee should complete the Direct Observation Template within 5 working days of the Direct Observation taking place (please see appendix 6 for a copy of the Direct Observation Template) 





· A copy of the Direct Observation Template should be saved by each individual. The supervisor should save a copy of the record in a secure “Team Folder” with access granted only to staff with management responsibility within the team 





· If a supervisor is absent from work, the Team Manager should ensure that alternative arrangements are in place





Direct Observation key points - 


1. Supervisee to introduce all parties and explain the reason for the meeting/ visit/ telephone or video call and how information will be used. 





2. Supervisee to describe how they planned for the meeting/ visit/ telephone or video call  





3. Supervisee to complete after the observation - Record their reflections on the observed practice - using KSS and PCF 





4. Observer to complete a holistic assessment of the Supervisee's practice demonstrated in the direct observation - using KSS and PCF 





5. Supervisee to record their reflections after they have read the feedback from the Observer 





6. Areas of strength and for development to be agreed between Supervisee and Observer and to be recorded in Professional Development Plan in PADA 
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London Borough of Hillingdon Adult Social Care Supervision Agreement

1. Introduction 


This document should be read in conjunction with London Borough of Hillingdon’s Adult Social Care Supervision Policy. The purpose of this agreement is to outline the agreed standards, roles and responsibilities related to Supervision. 

A Supervision Agreement will be complete in the first Individual Supervision Meeting

London Borough Hillingdon Adult Social Care Supervision standards - 


Standard 1: All staff receive regular and high-quality supervision 

Standard 2: Supervision enables effective reflection and discussion 


Standard 3: Supervision is planned and purposeful

Standard 4: Supervision sessions are recorded, shared and stored appropriately

Standard 5: Supervisors and supervisees are appropriately trained to carry out their role 


Standard 6: Supervisors ensure the performance management, professional support and work related functions are met


Standard 7: Supervisors ensure the reflection, professional support and continuing professional development functions (including the regulatory standards of Social Work England) are met 


Standard 8: Supervision supports the development of practice in accordance with relevant professional standards, legislation and guidance 


Standard 9: Robust quality assurance monitors the standard of supervision in place 


Standard 10: Supervision promotes equality and diversity and is proactive in addressing discrimination and oppression 


Supervisor and supervisee details 

· This contract is between supervisor (please complete) and supervisee (please complete)

2. Frequency, Length and Location 

· At least 10 Individual Supervision Meetings should take place each financial year. Students, NQSWs and Social Work Apprentices will have additional arrangements in place which should be followed, however, the formal one to one meeting format should still be followed.  

· Twice a year, the supervisee should share a pre prepared critical reflective piece of work (no more than 500 words) on an area of their practice within the last six months. This should be discussed in the Individual Supervision Meeting and the key points of the discussion recorded on the Supervision Template

· Informal Supervision is when significant decisions are made based on a discussion, email or telephone call between the supervisor and supervisee – please see LBH Adult Social Care Supervision Policy for more details

· Direct Observation is where the supervisor directly observes the practice of the supervisee. At least 2 Direct Observations should take place each financial year – please see LBH Adult Social Care Supervision Policy for more details


· Group Supervision is a meeting between 3 or more individuals to support thinking, critical reflection, problem solving in the context of peer learning. Group supervision is not mandatory and there is no minimum or maximum number of sessions - Please see LBH Adult Social Care Supervision Policy for more details


· 1.5 hours should be scheduled for the meeting to ensure there is time to cover all agenda items. The meeting should last no longer than 1.5 hours and should end once all matters have been discussed


· All meetings should be diarised annually in advance and should not be cancelled or postponed, unless there are exceptional circumstances. Any cancellation of postponed session should be rearranged within 24 hours for a date no later than 5 working days where possible

· Additional meetings should take place as required in accordance with individual staff circumstances e.g. probation period, additional support required or performance management concerns

· The meeting should take place in a quiet, comfortable space that offers privacy for the duration of the meeting  

· All parties should arrive on time

3. Agenda and Structure 

· An agenda should be agreed 5 working days before each Individual Supervision Meeting using the Supervision Template as a guide. Additional agenda items can be added if agreed by both parties

· All agenda items should be covered in the Individual Supervision Meeting, unless there is mutual agreement to remove an agenda item 


· Previous agreed actions should be reviewed and updates recorded on the Supervision Template 


· Actions and timescales for completion should be agreed in the meeting and recorded on the Supervision Template


4. Record Keeping 

· All matters discussed in an Individual Supervision Meeting should be recorded on Talent Space using the Supervision Template as a guide. The only exception to this is where the supervisee wishes to discuss a personal matter and this should be recorded separately to the Supervision Record

· All cases open to the supervisee should be discussed in the Individual Supervision Meeting. No identifiable details should be recorded on the supervision record, this includes the resident’s protocol ID. Details of the discussion should not be recorded on the supervision template and should only be recorded in Protocol - the supervisor should complete the Case Note Supervision Template and record this on Protocol under the "Supervision" case note heading during the Individual Supervision Meeting. If this is not possible, the case note should be completed no longer than 3 working days from the date of the Individual Supervision Meeting 

· A record of the supervision meeting should be shared within 5 working days on the Supervision Template 


· The Supervision Template should be dated and signed by supervisee and supervisor 

· If a supervisor is absent from work for more than 2 weeks, the Team Manager should ensure that alternative arrangements are in place


· Where a Social Worker’s line manager is not a registered Social Worker, additional supervision will be provided by a registered Social Worker 

5. Functions 

· Supervision contains 2 key elements - Professional Supervision and Practice Supervision - these take place within the same meeting but are recorded separately 

· All staff are required to contribute to a Personal and Development Appraisal (PADA) on an annual basis, reviewed 6 monthly. Please refer to PADA policy for more information. The PADA objectives should be reviewed/considered in each Individual Supervision Meeting

Through the PADA appraisal review, the supervisee will have a Personal Development Plan detailing the learning and development required. 


The PADA review meetings are undertaken separately from Individual Supervision Meetings. However, the Individual Supervision Meetings are an opportunity for the supervisee to gather and record evidence of their performance so that PADA review discussions are meaningful and accurately reflect the supervisee’s performance and professional development.

6. Quality Assurance of Supervision 


Audits of supervision records and case notes titled "Supervision" will be undertaken by Adult Social Care London Borough of Hillingdon staff to ensure that supervision is being carried out in accordance with the Adult Social Care London Borough of Hillingdon Supervision Policy. If a staff member's supervision records are to be audited, they will be informed of this by the auditor and/ or their supervisor beforehand. The outcome of the audit will be shared with the supervisee and supervisor.


7. Confidentiality and retention 


· Supervision records are owned by the London Borough of Hillingdon and may be subject to internal inspection or audit  


· Supervision records can be used in disciplinary or legal proceedings


· The Supervisee may disclose information that is of a private or sensitive nature -


· As outlined above, all matters discussed in supervision must be recorded on the Supervision Record and the only exception to this is where the supervisee wishes to discuss a personal matter and this should be recorded separately to the Supervision Record 

· Where issues of a personal nature to the supervisee are recorded in the Supervision Record, the confidentiality of such material should be protected in line with GDPR 


· The principles of confidentiality within supervision do not exclude the supervisor or supervisee from their responsibilities under London Borough of Hillingdon's Code of Conduct. Should evidence of misconduct, unsafe or illegal practice arise, this must be reported to the operational manager immediately  


· On leaving the Council, supervision records will be retained in accordance with London Borough of Hillingdon Destruction and Retention Policy related to staff files

8. Resolving and escalation of disputes 


· Supervisees should be clear about who they should contact if they feel their supervision agreement is not being met


· Supervisees should always discuss any complaints or dissatisfaction with their supervisor in the first instance and endeavour to reach a resolution. If the matter cannot be resolved, the supervisee should raise the issue with the supervisor's line manager


· Where there are concerns about conduct or capability, London Borough of Hillingdon HR processes must be followed

9. Review of the Supervision Agreement

· The Supervision Agreement should be reviewed annually 

I agree to work in accordance with the points outlined in this agreement and the Adult Social Care Supervision Policy

Signed:



Supervisor ______________________ 
Date _____________


Supervisee _______________________ 
Date _____________
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London Borough of Hillingdon Adult Social Care Supervision Policy Template

This document should be read in conjunction with London Borough of Hillingdon’s Adult Social Care Supervision Policy 

· Date of Individual Supervision Meeting –



· Name and job title of supervisee –



· Name and job title of supervisor –



· Supervision Agreement is in place and is in date? ( must be reviewed annually)  Yes/No



		Agenda Item 

		Actions 



		1. Welcome - how are you?



		



		2. Review agreed agenda and add any other agenda items as required 



		



		3. Review previous action points 



		



		4. Review full caseload and agree actions - using case note recording template (Appendix 3 ) to record decisions/ actions on Protocol 



		



		5. Review any other tasks on work plan, agree priorities and required actions - to include key objectives in PADA



		



		6. Reflect on practice – supervisee and supervisor to critically reflect on any recent work demonstrating how they used legislation, theories, methods of intervention, values, feedback from residents and key Social Work concepts to underpin their practice.



Twice a year – The supervisee should share a pre prepared critically reflective summary (no more than 500 words). 



		



		7. At least 2 Direct Observations should take place each financial year (please see Direct Observation section on the LBH ASC Supervision Policy for details) 







		



		8. Highlight relevant areas of the Knowledge and Skills Statement, The Professional Capability Framework and Social Work England Professional Standards 







		



		

9. Consider areas of strength and areas for development. 

Review Professional development plan in PADA and update as required, to also include - 

Outcome of recent case file audits

Review of ASC mandatory training matrix 

Review of practice in accordance with the London Borough Mental Capacity capability framework

All Social Workers should demonstrate their ability to meet the required standard of practice according to Social Work England Professional Standards, the Professional Capability Framework, and the Key Knowledge and Skills Statement.

(Where applicable) the supervisee should ensure they are meeting the registration requirements of Social Work England 



		



		10. Health and Safety issues 



		



		11. Emotional Resilience and Work life balance, to include-

Sickness absence 

Annual Leave

Any required supports/ reasonable adjustments 



		



		12. Date of next supervision 



		







I agree that the above is true and accurate record 

Signed:		



Supervisor ______________________ 	Date _____________





Supervisee _______________________ 	Date _____________ 
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Recording case actions discussed during planned supervision or during general discussions

· The case note heading” Supervision” must be used





· Here is an example of the format to use:  



Details of discussion - Discussion between Claire Solley, Head of Service for Safeguarding Adults and Principal Social Worker for Adults and David Reid, Social Worker, Triage Team. Mrs Smith's daughter is her main carer and is going on holiday at the beginning of November for 1 week.



Analysis - Mrs Smith had a stroke in January 2019. Without the support of her daughter Mrs Smith will be at risk of poor levels of nutrition and fluid intake, poor levels of personal hygiene and breakdown of skin and health issues associated with non compliance with medication as she requires the assistance of one person to support with these tasks (although can complete some aspects of these tasks independently with support). Mrs Smith has mental capacity to make decisions related to her care and support arrangements and is accepting of carers supporting her at home when her daughter is on holiday. Additional equipment will not be sufficient and Reablement is not appropriate.



Decision - Care and Support to be arranged for 1 week via a care agency while Mrs Smith's daughter is on holiday
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London Borough of Hillingdon Adult Social Care Supervision Policy - Group Supervision Template



This document should be read in conjunction with London Borough of Hillingdon’s Adult Social Care Supervision Policy 



· [bookmark: _Hlk71909708]Group Supervision is a meeting between 3 or more individuals to support thinking, critical reflection, problem solving in the context of peer learning



· Group supervision is not mandatory and there is no minimum or maximum number of sessions



· It can be guided by a separate facilitator or by a member of the group 



· An agreed agenda should be shared with attendees before the meeting 



· Group supervision cannot be used as an alternative to Individual Supervision Meetings and should be used to compliment this process



· Supervisees should keep a record of their individual reflective practice, skills and knowledge obtained and how these impact on practice 



· The facilitator should keep a record of key points discussed in the Group Supervision and these should be shared with attendees within 5 working days of the Group Supervision



		Agenda Item 

		Agreed actions and key points 



		1. Welcome and introductions 





		



		2. Area of discussion 







		



		3. Reflective discussion 







		



		4. Summary of key reflective points, areas of strength and areas for development 







		



		5. Agree next date and area for discussion
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CONSENT FORM FOR DIRECT OBSERVATION



As part of our Supervision Policy Adult Social Care staff are required to complete two Direct Observations of their practice each year. If this observation includes you we need to ensure you understand what is being recorded, why it is being recorded, where it will be stored and for how long.



What will be recorded - 



No personal details will be used in the Direct Observation record - This means that there will be no record of you or your family’s/ friend’s name or address. A summary of the reason for the meeting/visit/ telephone or video call will be recorded along with how the member of staff applied their skills and knowledge to you and your family or friends etc during the meeting/visit/telephone or video call.



Why is it being recorded - 



The purpose of the Direct Observation is to assess the staff member’s practice and support them to identify areas of good practice and areas they should develop.



Where will it be stored - 



A copy of the Direct Observation assessment will be saved on the Local Authorities computer network by the member of staff being assessed and also by the assessor - these are secure folders which only a restricted number of people can access. 



For how long will we hold your personal data



We will only keep your personal data for as long as we need to in order to fulfil the

purpose[s] for which it is collected and for so long afterwards as we consider it may be

required to deal with any queries related to the member of staff being assessed, unless we elect to retain your data for a longer period in order to comply with our legal

and regulatory obligations.



Organisations that we may share your personal data with



A summary of the assessment of the staff member’s practice may be used by the member of staff being assessed as part of their professional development portfolio and shared with the staff member’s regulator e.g Social Work England.





Your rights



You have a right to access and obtain a copy of the personal data that we hold about you

and to ask us to correct your personal data if there are any errors or it is out of date. In

some circumstances, you may also have a right to ask us to restrict processing of your data until any errors are corrected, to object to processing or to transfer or [in very limited

circumstances] erase your personal data. You can obtain further information about these

rights from the Information Commissioner's Office at: www.ico.org.uk  or via their telephone helpline [0303 123 1113].



If you wish to exercise any of these rights, please contact Claire Solley (Head of Safeguarding, Principal Social Worker Adult Social Care): csolley@hillingdon.gov.uk or via telephone 01895 556633.



You also have the right to lodge a complaint in relation to this notice or our processing activities with the Information Commissioner's Office, which you can do through the website above or their telephone helpline.





Updates



We may update this notice periodically. Where we do this, we will inform you of the

changes and the date on which the changes take effect.



Contacting us



Please contact Social Care Direct for further information



Social Care Direct

London Borough of Hillingdon

Civic Centre

High St

Uxbridge

UB8 1UW

01895 556633





Note to the member of staff being observed - Please consider issues of Mental Capacity when this form is being complete.

I have read, understand and agree to the information outlined above.

Signed:		



Resident ______________________ 	Date _____________



Member of staff being observed _______________________ 	Date _____________
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London Borough of Hillingdon Direct Adult Social Care Supervision Policy – Direct Observation Template

This document should be read in conjunction with London Borough of Hillingdon’s Adult Social Care Supervision Policy 

· Direct Observation is where the supervisor directly observes the practice of the supervisee



· At least 2 Direct Observations should take place each financial year



· Direct Observation sessions should be diarised at least 1 week in advance and should not be cancelled or postponed, unless there are exceptional circumstances. Any cancellation of postponed session should be reconvened within 5 working days where possible



· Consent must be obtained from the resident and relevant others, recorded on case notes and the Direct Observation consent form template before the meeting (please see appendix 5 for a copy of the Direct Observation consent form template) A copy of the consent form template should be uploaded to Protocol on the resident’s record



· The supervisor and the supervisee should complete the Direct Observation Template within 5 working days of the Direct Observation taking place (please see appendix 6 for a copy of the Direct Observation Template) 



· A copy of the Direct Observation Template should be saved by each individual. The supervisor should save a copy of the record in a secure “Team Folder” with access granted only to staff with management responsibility within the team 



· If a supervisor is absent from work, the Team Manager should ensure that alternative arrangements are in place



Direct Observation key points - 

1. Supervisee to introduce all parties and explain the reason for the meeting/ visit/ telephone or video call and how information will be used. 



2. Supervisee to describe how they planned for the meeting/ visit/ telephone or video call  



3. Supervisee to complete after the observation - Record their reflections on the observed practice - using KSS and PCF 



4. Observer to complete a holistic assessment of the Supervisee's practice demonstrated in the direct observation - using KSS and PCF 



5. Supervisee to record their reflections after they have read the feedback from the Observer 



6. Areas of strength and for development to be agreed between Supervisee and Observer and to be recorded in Professional Development Plan in PADA 
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