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Children’s Services Supervision Policy
1
Introduction and Purpose of Supervision 
This policy applies to all staff within the children’s services department

Supervision is a two-way process for the mutual benefit of the organisation and the individual member of staff and is relevant to all managers and supervisors in children’s services. Regular staff support and development is essential to ensure the skills of staff are developed, used, and monitored effectively in meeting the organisation's objectives.  
Performance Development Review (PDR)  is the council’s new approach to performance management and takes place alongside supervision. It follows an annual cycle of activity, starting with goal setting, discussing performance on a regular basis, and reviewing what was achieved at the end of the year. This performance cycle is supported by the essential element of regular 1-1 conversations focused on wellbeing, goal priorities, ongoing development and support required to achieve success.
Staff throughout the organisation will have varying needs, but the supervision procedure and process will always follow the guidelines below.

Where staff are seconded to partner agencies, arrangements for supervision will follow this policy.  This will be undertaken by the responsible line manager. The equivalent policy of the partner agency may be followed only if it sets out a comparable set of standards, and this is agreed between agencies. It is important to ensure that continuous professional development relating to registration is supported.
2
Functions, Contents, and Priorities of Supervision
The purpose of supervision is to ensure that services are delivered competently and effectively by staff who are well-motivated, well-equipped, and effectively supported to do the job, in the context of identified aims and objectives.  This applies to staff in all sections of the organisation.

There are three main functions of supervision:
· Line management – accountability for practice and quality of service, and support.
· Professional supervision – case supervision, reviewing and reflecting on practice issues, roles and responsibilities and evaluating outcomes of work, considering application of theory in practice.
· Continuing professional development of workers – to identify learning and development needs.
The agenda provides a framework to help managers and employees to structure their discussions and should include as a minimum:

· Matters arising - a review of the supervision notes, tasks, and actions from the previous meeting.
· Performance against agreed goals.
· Review of goals /targets set, and work priorities linked to council plans, service plans and team plans.
· Regular case management review, if applicable to the job.
· Reflection on casework and impact of work upon the employee (for those in direct practice).
· Issues raised by the supervisee.
· Any other business

· Date and time of next meeting
Supervision will find ways in which the above can best be met in the interests of the members of staff and the organisation, including:
· Sharing problems and discussing and/or agreeing possible solutions.
· Reviewing and monitoring of work.
· Workload and performance management.
· Regularly reviewing service user records, if appropriate.
· Identifying issues for referral elsewhere.

· Identifying (and sometimes meeting directly) employee development training needs.
· Reviewing the impact training attended has had on improving practice/service.
· Encouraging reflection and continuous self-development.
· Considering application of theory to practice, in particular the use of systemic principles privileged to children’s social workers.
· Encouraging two-way channels of communication.
· Monitoring progress towards targets set and overall performance.
· Registration issues of professional staff e.g. social workers
Reflective supervision sessions for social workers
These are an opportunity for social workers to think about the families that they are working with from a systemic perspective. This involves considering the nature of the relationship established between the social worker and the client family and how this relationship might be helping or hindering the on-going social work intervention. The social worker will also be encouraged to develop multiple hypotheses about what might be going on / how they might work with the family to make change, and to avoid the pitfall of following one approach rigidly in their work with families. The general themes of this reflective supervision should be recorded on the supervision record together with any actions arising as a result of this supervision. 
Examples of some reflective question you might ask in supervision can be found here (in the employment and staffing section) 
3
Principles of Supervision
Whilst supervision remains a joint management/employee responsibility, line managers remain responsible for establishing the framework and regularity/timings of supervision.  All staff must receive supervision on a regular basis within an agreed framework and timescale, appropriate to the job and the individual needs of the employees. All staff must be offered 1 to 1 supervision sessions, but group supervision may also be appropriate, depending on the staff and the organisation.  Sufficient time should be given to sessions so that all issues are covered thoroughly according to need. 
Informal and unplanned supervision may supplement these more formal arrangements, as managers need to provide day-to-day opportunities to receive feedback, advice and support.  Where appropriate, it is important that all decisions arising from supervision are recorded.  Decisions made in supervision that directly relate to case management should be input onto the relevant electronic system by the Manager.
The focus of the discussions should be the job-related duties of the member of staff.  From time-to-time issues that are occurring in the private life of an individual may impact on the member of staff's ability to achieve and develop.  Where it appears this is the case or where the member of staff raises these issues, support should always be sought from the occupational health service or human resources as appropriate, and the member of staff should be provided with information about the employee counselling service.
In order to ensure that the work, for which the employee is accountable is carried out to a satisfactory level, managers and employees should identify tasks, performance standards and targets for a defined period, and ways of measuring the results.
Where employees have professional statutory duties to perform, and these fall outside the manager’s professional role competence, the manager must ensure that the employee has access to appropriate support and development opportunities.  This is essential for continued professional competence.
The supervision process should promote equal opportunities and anti-discriminatory practice, where evidence of oppressive practice exists then it is the responsibility of both parties to pursue any complaint through the grievance/disciplinary procedure, as appropriate.

The meetings should be supportive and proactive, not merely reactive.
4
Learning and Development and the link with the PDR cycle
The process of supervision should ensure that the principles of the Performance Development Review (PDR) cycle for personal development in the agreed DCC framework are integral to day-to-day working, such as:

· Acquiring knowledge as appropriate e.g. new legislation, practice and procedures to support objectives
· Identifying skills needed for the job in relation to competencies so that objectives can be met.
· Identifying the existing skill set of the employee and determining what skills and development are required in relation to personal performance and professional development
· Identifying how necessary skills can be acquired and taking action to provide the necessary resources. 

The Performance Development Review (PDR) Cycle needs to be completed in addition to but alongside supervision documentation –
· At the beginning of the year (April) to discuss expectations for the new year ahead, agree SMART goals(the what), agree which behaviours help achieve the goals (the how), discuss career aspirations, agree support needed & create personal development plan 
· After six months (October) to review – to discuss progress of goals (what & how) & continuing development, to provide ongoing 2-way feedback, coach to support wellbeing and performance and address and support any under performance  
· At the end of the year (March) to review and recognise individual performance and potential: to complete a joint review of achievements and give feedback, to discuss career aspirations

If someone starts their employment partway through this cycle an appropriate number of goals should be agreed (according to when they start) for that first year – which can then be reviewed.
5
Frequency and Timescales
The frequency of supervision will be decided by the needs of the individual employee and their role within the organisation.  
More frequent supervision may be necessary during an employee’s first 6 months in employment in addition to induction review meetings. Where appropriate managers must also consult the relevant professional and national minimum standards applicable to their service to ensure that support and supervision is being offered in line with statutory guidance. 
Many staff will benefit from more frequent supervision and review meetings every 4 – 6 weeks may be appropriate in some circumstances and service settings.  It is expected that social workers are supervised on a monthly basis and newly qualified social workers will require supervision in accordance with the requirements of the assessed and supported year in employment (ASYE) provisions.

Meetings must be planned in advance and be regarded as a very high priority by both parties.  If dates must be changed, an early alternative date must be set.  The reason for any interruption to or cancellation of the supervision session must be recorded, e.g. sickness, annual leave, an urgent work, or personal matter.

6
Records of Supervision

A record of the matters covered in supervision must be kept for the following reasons:

· It provides a record for both parties

· It provides the basis for identifying personal performance and development

· It will be used as a basis to review actions following supervision and to monitor change, and to record achievements and any areas of difficulty and individual development

Both parties will have a jointly signed copy of the record.  The record should be made either during the supervision session or as soon as possible after it. The record should cover areas discussed, outcomes of discussion, decisions made, and any action planned by whom and when in a short summary. The record should be detailed enough so that the issue can be revisited, if necessary, later, and still be understood. 
The manager is responsible for ensuring that an effective supervision record is kept, and that where casework decisions are made, these are recorded both on the supervision record and on service user records as appropriate. 
Where line management responsibilities change, supervision records should be passed to the new line manager who should access those records still relevant to current issues.  Supervision notes should be kept for the length of the employee’s employment on the electronic document record management (EDRM) HR file.
Where children services have not yet transitioned from hard copy to electronic files, records should be stored in a confidential secure locked location. 

The pro-forma for recording supervision is in Appendix 1 of this policy.
7
The Contents of the Supervision File

Every staff member will have their own individual EDRM HR file.  Each file should have the following contents:
· Individual Supervision Agreement (as contained in the supervision policy) (see Appendix 2)
· Record of each supervision meeting (Appendix 1)
· Performance Development Review (PDR) records – induction and training records (updated 6 monthly as per supervision and PDR policy) (Appendix 3)
· Documents – annual driver documentation a copy should NOT be kept but viewed, verified, and recorded during the supervision process.  Social Work England registrations and DBS confirmation of check.
· Miscellaneous items; letters of commendation etc. (specific to safeguarding and specialist services employees)
· Link to current learning from serious case reviews for discussion 
8
Process for Resolving Disagreements
From time-to-time disagreement may occur within the supervisory process.  It is the responsibility of both parties to resolve this informally and endeavour to reach an agreement through the supervision process. If this cannot be resolved it should be discussed with the supervisor’s manager.

9
Use of Service User Records in Supervision
The electronic records held are important tools where supervision is concerned with individual service users.  Not only is it a record of work undertaken, but also a useful planning tool.  It is also open to scrutiny by other agencies, courts and the ombudsman, as well as service users under the Data Protection Act 1998.  
It is therefore essential for managers to view records from time to time as part of the supervision process; this should be over and above the completion of tasks and episodes on electronic systems to ensure that records are being maintained appropriately.  
This is particularly important where the member of staff's work involves safeguarding issues.  
The children's services online procedures  provide guidance in respect of recording policy and guidelines.
In all teams where service user records are used, managers should establish with their team members when they will be viewing records.  The frequency will depend on the nature of the case and the workload of the manager.   When the manager has examined the file, a record should be made on the file that the record is satisfactory.
10
Reflective Group Supervision
In addition to 1:1 supervision reflective group supervision sessions should be held on a regular basis in social care teams and others.  This is the opportunity for team members to have a group discussion about a case open to their team (especially one that may feel ‘stuck’) to consider how it has been worked so far and what may be hindering further progress.  The team members can then consider other ways of approaching the case and bring a fresh perspective / develop multiple hypotheses. This can be a very effective way of sharing ideas and learning across the team. It should include a case presentation, completing a cultural genogram, considering the systemic approach and exploring hypotheses and curiosity to facilitate thoughtful practice.
11
Confidentiality
There is clearly a need for mutual trust between manager and employee and it is therefore imperative that discussions and records of the session remain confidential between the two parties. As part of quality assurance there may be occasions when records are shared with more senior management.  As a rule no-one will have access to supervision records without the consent of the member of staff concerned, however, as the record remains the property of the council, in exceptional cases, such as disciplinary proceedings, audits, department challenge days, it may be necessary to share the information with more senior management without prior consent, this may also include inspectors working for Ofsted or Youth Justice Board (YJB).  In such cases the member of staff concerned will be notified as soon as practical. 
A review of the paper files is currently taking place and, therefore paper files holding supervision records should be kept in a secure lockable place.  Managers to inform their local business services of their location and means of access.
Additional guidance for staff working in the Early Help Service and Safeguarding and Specialist Services
Format for recording case related discussions

Case related discussions and decisions will be recorded direct to the child’s record.  However, the written record of the supervision meeting should include the 
PIN/reference number relating to the child who was discussed within section four of the pro-forma.  The child’s name should not be recorded.
Each case discussed in supervision will be recorded on the child’s record.  This is currently recorded in the child’s case notes and is titled ‘Record of supervision discussion’.  A workflow is currently being developed which will be used once launched instead of recording in case notes.  

As per the personal supervision template the following headings will be used to ensure minimum standards of practice, as demonstrated in Appendix 1:
· Review plan of action from previous meeting

· Issues/matters discussed and agreed objectives and priorities including expected performance
· Review of objectives/targets/priorities

· Regular case management review (as applicable)

· Personal development needs 

· Issues raised by supervisee

· Any other business

Managers decisions
It is important that recognition is also given to the ‘informal’ supervision or case discussion which occurs outside of supervision.  Very often critical decisions are taken by managers in consultation with the worker outside of the formal supervisory process.  
These decisions will be recorded by the worker or manager (by agreement) promptly.  This will be recorded in case notes on the child’s record using the ‘type of note field’ titled Managers Decision.

Useful prompts for effective support and supervision
The following prompts provide opportunities to reflect on the work with the child and their family and ensure that suitable action is taken to safeguard the child.  Each case will be different, and the prompts will be of use depending on the individual circumstances.  Essential to the examination of every case is the ability to analyse and give meaning to what is known and what is not known. 
	Developmental needs of the child



	· What are the concerns about this child? 

· Are they ongoing, have things become worse or improved? 

· Is there a concern about the immediate safety of the child or an adult?

· How do the concerns affect the wellbeing of the child? 

· How often has the child been seen? 

· Have they been seen alone or in the present of their parents/carers?

· What have they said about their circumstances? 

· How do their views affect the analysis of their circumstances?

· Are there factors that affect the competence and ability of the child or young person to make decisions about their life?

· What impact do unmet needs have on the child, such as their disability, communication, ethnicity, religion?


	Parenting capacity



	· What is known about the parents or carers ability to meet needs of the child?

· Are they motivated and able to change? 

· What are the blocks to change and how can these be addressed?

· Has this been discussed with parents or carers and what are their views? 

· What affect does this have?

· Is domestic violence, parental mental ill health or substance misuse known or suspected and what affect does this have?

· Are specific links needed with children’s services to clarify further information or analysis of the case?  (For adult services)



	Family and environmental factors



	· What is known about the family history and how does this currently affect the child? 

· What role do family, community and other practitioners have in supporting the child? 

· Can they provide sufficient support to safeguard the child?

· Has this been discussed with them and what are their views? 

· What affect does this have?



	Reflection on Cases



	· What assessments are in place or being completed? 

· Who are the key contacts in other agencies?

· What is the role of the agency in ongoing assessment or the delivery of services?

· How do these ensure the child’s unmet needs are addressed? 

· Have clear goals and actions been agreed and can they be measured?

· Is there a repetition of previous concerns or patterns of behaviour?

· Is change occurring at the right pace to make sure the needs of child are met?

· What does this all mean for the safety and development of the child? 

· Are there any concerns that the safeguarding children procedures are not being followed and if so, what is being done about this?
· What are the family strengths and how are they being utilised to make change?
Is further urgent action needed to keep this child safe?

If there are gaps in key areas above, how might further information be obtained through further contact or from other agencies?



	Supporting the practitioner



	· Does the practitioner have sufficient knowledge and skills to work effectively in this case? 

· What can be done to support them (including joint work with colleagues and with other agencies)?

· Are any factors influencing their ability to focus on child ( such as non cooperation of parents, stress, over optimism, unfamiliarity or inexperience in this type of case, unfamiliarity working with difference such as ethnicity, religion, disability, sexuality?) 

· Is action needed to help the practitioner work with other agencies? 

· What action is needed so that any differences of professional opinion are effectively resolved?

· Have child in need, core group or child protection conference meetings been attended / planned and is support needed? 

· Is support needed with the preparation of reports and will they be submitted in time?

· Are suitable records being kept at all stages?
· What feelings are evoked for the practitioner in working with this family and how are these being reflected upon and attended to?


Appendix 1
CHILDREN’S SERVICES
RECORD OF SUPERVISION
	Name of Manager:

Name of Employee:


	Date of Supervision Session:

(NB more than one session may be entered on the same sheet)




	
	
	Action By
	Date

	1.
	Review plan of action from previous meeting

     

	
	

	2.
	Issues/matters discussed and agreed goals and priorities including expected performance (record on child’s record where appropriate)
     

	
	

	3.
	Review of goals/Targets/Priorities

     

	
	


	
	
	Action By
	Date

	4.
	Regular Case Management Review (as applicable)

     

	
	

	5.
	Personal Development Needs 
     
Links with PDR
	
	

	6.
	Issues Raised by Supervisee

     

	
	

	7.
8.
	Any Other Business

     
Date and Time of Next Meeting

     
	
	


	Manager:      
Date:      
	Employee:      
Date:      


Appendix 2

INDIVIDUAL SUPERVISION AGREEMENT

BETWEEN (Name of Manager) AND (Name of Employee)

DATE ________________

Functions of Supervision
The purpose of Supervision is to ensure that staff are supported, equipped and well motivated to deliver services competently, efficiently and effectively.  This applies to staff in all sections of the organisation.

There are three main functions of Supervision:

· Line Management Function and Accountability

· Professional Supervision and support in relation to work

· Learning and Development

Prior to completing this agreement, all staff should refer to the Supervision Policy.
The Agreed Structure is:
Supervision will take place every ………….      (minimum requirement for Social Care professionals is once per calendar month, quarterly for other staff).

Both Parties will allow ……………hours for each Supervision session

Meetings will take place at ………………………………….

Sessions will be recorded on the specified pro-forma and maintained in accordance with the requirements of the Supervision Policy.

The agenda for sessions will be agreed and prioritised by the parties prior to, or at the beginning of each session, to include as a minimum:

· Agreed Notes of Last Meeting

· Matters Arising

· Performance against goals agreed (linked to PDR)
· Review of goals/targets set and work priorities
· Regular case management review (if applicable)
· Issues raised by supervisee
· Any Other Business
· Date and time of next meeting

There will only be interruptions if there is a matter of the utmost urgency.

Review of Records

Individual Supervision sessions will include a regular review of service user records where these are a feature of the employee's work.

The Manager will normally be responsible for selecting the records, with a view to a rotation through the whole workload over time.

These reviews will form part of the Supervision session.

The content of the Supervision sessions will include (as a minimum):
Review of progress towards service objectives

Monitoring progress of personal development plan

Issues raised by employee
Signed (Employee)
Signed (Manager)

Date
Date

Appendix 3 
Supervision Template (for case work)
	Name of the child(ren):



	Case status (mark all that apply):

EH

CIN

CP

CIC

PLO

C/Proc

SO

PO

EHCP



	Why are the children currently open to Children’s Services?

Brief overview of the case and the reason for the referral. 

(To be completed by the practitioner and to be updated when there is a significant change to the plan).

	

	What has changed since the last supervision? 

(To be updated for each supervision; think about what is working well, what we are worried about, what is life like for the child – what is the impact on the child).

	

	Case reflection (How safe do you think the children are and why? 1st and 2nd order change/family functioning/hypothesis, what does good look like and what do we need to do to achieve it?). 
(Completed by manager in supervision)

	

	How is the case progressing? Have we completed the agreed actions agreed and what further actions are needed for case progression to reduce risks & build resilience? 

(Suggestions and actions to be added by the practitioner in prep and to be discussions and expanded on within supervision).

	ACTIONS TO BE COMPLETED

(Ensure we consider actions within the plan)

TIMESCALE

(Think SMART, no ongoing etc)

Update in supervision. (Has the action been completed?)


	Relevant dates:

(Ensure all next/last meetings are included, e.g core group and RCPC)

	Date:

Is it recorded?

Visits undertaken since last supervision:

Next visit date:

Last meeting:

Next meeting date:

Any other important dates, e.g. – filing dates/court hearings:




The fostering service and leaving care service have slightly amended templates to reflect their needs better.
See also an example and some further guidance for completing case supervision   in the ‘Employment and Staffing’ section here
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