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1. Table of personal supervision requirements

	Team
	Frequency of personal supervision (S1 form)

	All staff (including agency workers) in MAST, CAT, Locality CP and CLA, Fostering, CE, YJS, FIT, Young Carers, Targeted Youth, Outreach, Advocates, CTS, IROs, Team/Practice/Service Managers and Directors unless otherwise specified below.

CTS – clinical supervision is also a requirement for certain therapeutically trained staff.  This will be agreed with and arranged by the Team Manager.

Family Connections
Detached Youth Workers (12hr contracts) 
	Minimum of monthly by line manager. *

6-weekly on shared conversation form
quarterly supervision and Shared Conversations at the beginning and end of the year.

	Newly Qualified social workers
	As per statutory requirements and set out in initial ASYE agreement (S1)

	Residential staff
	4-6 weekly by line manager or senior residential worker 

Fortnightly supervision during induction period for new staff

	Staff working within CYPS teams without direct contact with service users eg BSOs
	quarterly on Shared Conversation form


*For part time staff this would be agreed pro-rata.
2. Table of frequency of individual case supervision (this is not replaced by pod reflective sessions, see rationale below, section …)

	Frequency of individual case supervision 
	On CASS, unless otherwise stated

	MAST – management oversight only within specific timeframes (see MAST handbook)
	Within contact/referral on CASS

	CAT – initial oversight, at 1st month, final oversight. Ideally monthly supervision if cases remain in CAT for longer periods.

Management oversight also used as required (see p.16)
	

	Locality CIN/CP; FIT; YJS; Young Carers; CE social workers and project workers – monthly. Management oversight also used as required (see p.16)
	

	CLA Short-term placements – monthly

CLA Long-term, settled placements – maximum of 3-monthly. This requires setting out within a management oversight.

Management oversight also used as required (see p.16)
	

	Fostering – monthly for complex cases or cases in placement support process but with flexibility for 3 monthly case supervision for settled cases and households.  
Managers to use management oversight to set out rationale for frequency. 
	

	CTS – minimum of 3 monthly unless risky or in crisis
	Details remain confidential, so outline discussion and actions to be recorded only.

	IROs – three monthly, depending on circumstances.


	Anonymised within personal supervision.

	Pathways - for 18-21 years who are settled, every 2 months, otherwise monthly.  For 21+ who are settled, every 3 monthly.

Management oversight to be used to support between formal supervision.

There is flexibility around frequency of supervision to support periods of instability or crisis
	

	Targeted Youth Service, Young Carers, Advocates – monthly
Family Connections Team – no specific requirements.  To be discussed within personal supervision with anonymised case details.
	For teams without access to CASS - S2 form (adapted slightly)

	Residential and Outreach – ad hoc, usually linked to audit or need for management oversight or weekly briefing (Outreach)
	S2 form saved on T drive or briefing minutes 


3. Introduction - A Framework for Staff Supervision

It is a fundamental belief in Calderdale Children’s Services that staff are our most important asset in fulfilling our responsibility to provide a quality service to children and families in the Borough. Therefore, the supervision and development of all our staff are significant factors in the success of the organisation, as a vehicle for promoting and supporting good practice. This is consistent with our Council's values.

Children’s Services are responsible for:

· Providing a clear policy that defines the aims of supervision;

· Ensuring that equality and diversity are an integral part of the policy, procedure and practice;

· Providing a flexible framework for support and supervision;

· Placing the responsibility for supervision and staff development within a line manager/supervisor's job description and work priorities;

· Developing and providing training and continual development of those who provide supervision;

· Providing the resources and support seen as necessary to support the objectives set.
It is understood that the Directorate offers a very diverse range of services leading to very differing individual requirements.  This policy sets out clear expectations in relation to the different teams, agreed to best meet the needs of each staff group and the service it provides.
4. – Defining Supervision
Supervision may also be referred to as ‘One to One’. For the purposes of this policy the term ‘Supervision’ is used to reflect both terminologies.
There are different types of supervision, e.g. informal, formal, peer or pod reflect. This framework specifically addresses formal supervision. If there is a need for informal or group supervision, this should NOT replace the formal supervision session, which should still take place.
This policy offers guidance on principles and values that apply to all staff supervision throughout CYPS.  It is based on the Tony Morrison model of reflective supervision. 
5 - The Supervision Framework 
This framework consists of:-

· Policy and Procedure for Supervision;

· Standards for Supervision

· Supervision Agreement;

· Supervision Records;

· Monitoring and audit arrangements;

This framework describes the requirements for and processes of staff supervision and links closely to the Council's policy and procedures for staff appraisal, known as Shared Conversation.  The Council’s policy on Shared Conversations can be found on Sharepoint.
6. The Function of Supervision for all Staff

The three main functions of supervision are:
Organisational or managerial supervision: 

· Checking that policies and procedures are followed 
· Monitoring and auditing of work 

· Ensuring competent work that meets expected standards of performance

Developmental supervision to support:
· Development of professional skills, techniques and boundaries

· Increase in knowledge
Personal supervision offering:
·  Emotional support and team building
For additional and more explicit information on the elements of supervision see Appendix 6 Quality standards for staff supervision.
6. Joint Responsibility for Supervision

Effective supervision is the joint responsibility of the member of staff, the supervisor and the service. It is the line manager/supervisor's responsibility to ensure that there are consistent arrangements to enable this to take place.
 Joint responsibility encourages:

· Joint commitment to delivering quality services in line with professional standards and the Council’s objectives;
· Clarity of roles and responsibilities;

· An environment where stressful situations can be anticipated, acknowledged, discussed and managed 
· Engagement in continuous professional development;
· Recognition of good performance and personal achievement
7. Discharge of Roles and Responsibilities

The Supervisor/Manager is responsible for:

· Ensuring confidentiality, subject to service user and staff safety;

· Providing a suitable time and location;

· Ensuring that supervision takes place at an agreed frequency (see below);

· Eliminating interruptions;
· Arranging an agreed agenda and framework for the supervision session;

· Maintaining accurate and clear records;

· Ensuring a supervision agreement has been negotiated and agreed and is reviewed following a significant event or following the change of a supervisor.

· Ensuring that plans drawn up in shared conversations are tracked and progressed through supervision;

· Ensuring the Council's legal, ethical and professional standards are met;

· Ensuring that, where a change in line manager/supervisor occurs, a handover process is arranged between all parties concerned;

· Undertaking appropriate training about supervision and the shared Conversation process which is relevant to their needs and development as manager/supervisors;

· Ensuring that issues relating to diversity are addressed constructively and positively and provide an opportunity for staff to raise issues about their experience of diversity (see Appendix 8 for further guidance);

· Achieving a balance between service objectives and the needs of an individual for personal development.

The member of staff is responsible for:

· Sharing responsibility for making the arrangement work;

· Attending regularly and on time, bringing agenda items and actively participating;
· Accepting the requirement to be supervised, supported in your development and being accountable for your own supervision and development;

· Ensuring an agreement has been negotiated and agreed;

· Preparing appropriately for supervision and shared conversations as agreed with your supervisor;

· Ensuring the recording of supervision and the shared conversations is reflective of the particular meeting;

· Meeting the organisation's legal, ethical and professional standards;

· As required through the member of staff’s regulatory body, bringing to the attention of the manager/supervisor any issues that may affect professional registration status.
8. – Frequency of Personal Supervision 

See table in section 1.  – Any variation from the frequency set out in the table can be agreed with line management approval, taking into account the role of the supervisee within the organisation, skills, experiences, and hours of work, team requirements and Government guidelines. If managers are in doubt about where your service fits within this schedule, please seek advice.
The agreed frequency of personal supervision should be clearly recorded in the Supervision Agreement (See Appendix 1).
9. - Supervision Requirements for all Staff
a) Supervision Agreements should be undertaken with all staff.
The Agreement should clearly outline the frequency, responsibilities and expectations of both parties. This should be discussed, agreed and signed off at the first supervision session during the induction period and be included in the supervision file. The discussion accompanying the agreement is, in many ways, more important than the agreement itself and can provide a basis for understanding learning styles, how the individual responds to challenge, any specific needs or requirements within supervision.
The copy should be kept in PDF form, saved electronically on the manager’s H drive and a copy sent to the supervisee.
The Agreement should be reviewed if there is a significant change in circumstances or a change in supervisor.
See Appendix 1 template for supervision agreements. You are encouraged to adapt this to meet the specific needs of the supervisee and/or your service.
b) Recording of Supervision

Personal supervision records should be kept electronically on the H drive of the Manager
.  In the event that the Manager leaves, the records should be transferred to their manager for storage.  If this is not possible, the H drive will be accessed by IT for retrieval. 

Recording in respect of Supervision should follow the principles that:

· All records are confidential for both parties and should be stored securely in accordance with the GDPR guidance issued by the Information Governance team.
· Records of supervision must be signed and dated by supervisor and supervisee and subsequently saved in PDF form.
· All records of supervision and shared conversations are owned by Children’s Services and will be subject to inspection and audit.
· The standard format as supplied in the appendices should be used as a framework for recording purposes.
· On leaving, supervision records are retained by the department and destroyed according to the retention schedule outlined in this document.
· All dates for personal supervisions and shared conversations need to be logged by the supervisor on iTrent.  NB Compliance is monitored on a quarterly basis.
Appendix 2 Record of Personal Supervision (S1) offers a proposed minimum agenda for use across all teams for personal supervision. 
Appendix 4 Shared Conversation (S3) offers a specific template and links to Sharepoint.
10. Personal Development for all Staff

Supporting staff to understand how they learn and improve is a fundamental task for supervisors and managers and makes a difference to the service they provide. It is the responsibility of all staff to reflect on their work and establish ways in which the learning from that experience can be transferred into daily working practice.

This supports the organisational culture which values learning and reflection as a way of improving services and the outcomes for children and young people and their families.

The Supervisor is responsible for encouraging and promoting a reflective and learning culture through their supervisions and within the wider pod or team.  The Supervisor is also responsible, with their staff, for identifying which learning styles and approaches work best for those individuals. 
Learning and development needs should also relate to defined work objectives as well as potential future roles.

Within the organisation, learning and development needs will be identified and agreed through the Shared Conversations process, and should include developmental objectives that will secure effective current performance and identification of training needs which contribute to personal and professional growth.
11.  Personal Supervision 
Supervision is essential for all staff.  The principles for supervision are based on the understanding that reflective supervision leads to good outcomes for service users. There should be a parallel process between supervisor and supervisee and between practitioner and service user as indicated in the diagram below.
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· Experiencing: Engaging and observing - the story - what happened?

· Reflecting: Investigating experience - what was it like based on knowledge and feelings?

· Analysing: Seeking to understand, hypothesising, asking why, what does this mean? 

· Action Planning: Preparing for action, trying things out - what next?
12. Case supervision
CIN/CP/FIT/YJS cases - monthly discussion of individual service users should be recorded separately (S2) and recorded on the relevant electronic record for that service user. It should not be included in supervisee’s personal supervision file.
For Children Looked After who are visited at three monthly intervals or less the expectation is that case supervision for them is undertaken and recorded at no less than three monthly intervals.  Any decision to hold case supervision other than monthly needs management oversight on the casefile setting this out.
If the young person’s circumstances change and they require more frequent contact and/or the placement becomes unstable, supervision arrangements should revert to monthly. The decision to change the frequency of supervision should be recorded within the records.
For young adults supported by Pathways, case supervision is set as follows:

Where young people are aged 18-21 and settled, supervision will take place a maximum of every 3 months with the frequency to be discussed and agreed on the young person’s CASS file as a management decision. This frequency will be reviewed when the situation changes, such as increased risk.   
For young adults 21 and over supervision will take place 3 monthly.

If their circumstances change and they require more frequent contact and/or the placement becomes unstable, supervision arrangements should revert to monthly. The decision to change the frequency of supervision should be recorded within the records.
Fostering – Case supervision should take place monthly for complex cases or cases in the placement support process but there is flexibility for 3 monthly case supervision for settled cases and households.  It is important to use Management Oversight to set out the rationale for any change of frequency.
Other teams - For teams who are not able to record directly into electronic records then a word document of supervision should be placed on the relevant secure case file. 
If individual cases are discussed or referred to in personal supervision, initials should be used.
13. Pod/peer reflect sessions
In some services, supervision takes place as a group activity and this can be agreed by the line manager and is used as a tool to discuss casework. This should not replace individual case supervision for social workers. Where group reflection is used, the following principles should apply:-

· The group should clarify and agree the boundaries of confidentiality and expectations;

· The group should aim to comprise of the same individuals;

· The case supervision record should be completed in line with the expected standard (e.g. in Children’s Social Care S2) 
· The group should agree the agenda items;

· The group should give permission for feelings, doubts and opinions to be expressed;

· The group should agree how feedback will be given;

· The principles of supervision, as outlined in this framework, should still apply

· Group supervision should not replace individual personal supervision and support completely, and staff should always have some level of 1:1 supervision as set out in the supervision agreement.
Please see Reflect Meeting Guidance 
[image: image2.emf]Practice Guidance for  Reflect Meetings Sep 21 (003).docx


14. Storage of personal Supervision Files
Personal Supervision records should be kept electronically. All records however must be signed and stored securely. It is expected that each staff supervision file will contain, as a minimum:

· Supervision Agreement

· Record of Supervision sessions (S1) including reference to reasons why any sessions have not taken place

· Records of Shared Conversations

· For Children’s Social Care, the file should include two practice observations per year.

· Specific additional sections that may be required for some staff need to be discussed and agreed by the service. 

· The manager is responsible for ensuring that DBS number and date of issue, training record, registration date with the appropriate professional body, for example Social Work England for Social Workers, are recorded in the appropriate HR workspace (currently ITrent).
15. Formal individual case supervision recording 
Recording of case supervision within all CYPS teams provides evidence of the required management oversight of individual casework.
Individual casework supervision should ensure that:

There is a record of the discussion completed for each child /individual discussed at a supervision session and placed within the child's electronic case records within two working days. 
Where non case holders (e.g. senior managers) discuss individual cases and make decisions this should be recorded on the child's file.
All records should give sufficient detail to reflect the discussion, identify actions as agreed and record any disagreements and concerns raised.
Records should detail any potential risk to the practitioner and actions to address this.
It is good practice to remember that the person being discussed may see the supervision record at some point in the future.
16. Management oversight
CASS allows for management oversight to be recorded on cases within the management oversight tab. This form in a Word format could be used by other areas of the service as needed. See appendix 5.
Management oversight is not the same as formal supervision. It captures the discussion and agrees actions between a manager and worker when there has been a significant change or event for a young person/adult which needs a CSC response.

Management oversight should be added within 48 hours of any significant change or event in the child/yp’s/young adult’s life.  

Examples of situations that may require management oversight are as follows (this list is not exhaustive):

· A new adult moves in/out of the family home

· An allegation of harm

· A domestic abuse incident (formally or informally reported)

·  missing episode(s) (Managers may need to use their discretion if these are frequent)
· a change in placement

· An arrest

· Self-harm incident

· Change in legal status

· discussion at MACE or MATRIX meetings

The oversight should include as a minimum:

- a summary of the change/event

- the impact on the young person/young adult

- risk analysis 

- any actions and clear timeframes agreed with the worker.

Both the worker and the manager are responsible for ensuring that management oversight is added to the casefile although the manager is responsible for adding it and signing it off.

Both the worker and the manager’s names should be recorded.

See separate guidance on FIT-led CIN cases.  
17. Shared Conversations
The Council’s appraisal process is known as the Shared Conversation between the manager and member of staff.

For social care teams, where supervision regularly covers the Shared Conversation themes around well-being and reflections on work, formal supervision can be used instead and recorded on ITrent as a Shared Conversation twice a year. 

Additionally, a specific discussion focussed on individual learning and development linked to service plans, wider goals and professional registration should take place a minimum of twice a year and may replace personal supervision on those dates.

The pro-forma for Shared Conversation can be found on the Council Intranet Shared Conversations - Home (sharepoint.com) or at Appendix 4  Shared Conversation Template (S3).
18. Training in Supervision

Children’s Services recognise the importance of supervision.  Training will be provided to all managers/supervisors to develop specialist supervision skills.   
Supervision skills training will also be offered to Practice Educators or Work-based supervisors who supervise students or newly qualified social workers.

Additional training is available for staff who facilitate reflective conversations such as pod reflect meetings following the CYPS systemic practice model.

Social work managers will also be eligible for further training through the Skills for Care-funded programme Frontline.  Expressions of interest for this should be sent to Workforce Development and the Principal Social Worker before making a formal application.  NB places are limited on this course, so may require a wait.
19. Dispute Resolution
There is an expectation that all staff should receive good quality supervision, appropriate to their job role and that developmental needs are identified and met. This expectation should be made explicit within the supervision agreement.
All staff should be informed at that point that if supervision is not satisfactory, they should request a one-to-one meeting with the line manager to review the Supervision Agreement and attempt to resolve, the difficulties identified.
If difficulties persist a request should be made for a three-way meeting with the line manager and their manager.  The difficulties should be discussed and outcomes agreed. It is the responsibility of the more senior manager to ensure that these difficulties are satisfactorily resolved.
20. Quality Assurance  
The quality of supervision and Shared Conversation will be monitored by:

· Audits of supervision files which will be undertaken periodically and include checks to ensure that supervision is taking place to the standard required.
·  Annual observation of supervision practice by your line manager.
· Annual dip sample of supervision records by your line manager.
·  Anonymous staff satisfaction surveys.
21. Retention

Personal supervision files will be retained by Children’s Services for five years from the date the employee leaves the Service.
HR keeps personnel files which are retained separately and subject to a different retention schedule.

Appendix 1: Supervision Agreement

[image: image3]
[image: image4.jpg]Calderdale
A\Cguncil




CHILDREN’S SERVICES - SUPERVISION AGREEMENT

Supervisee: 

Supervisor: 

Expectations:

1. To help supervisor and supervisee understand one another better and therefore support future supervision discussions

2. To enable the worker to perform to the required standards

3. To ensure that the worker is clear about their roles and responsibilities

4. To ensure accountability for the work undertaken by the worker

5. To ensure robust quality assurance of their work

6. To assist in the worker’s professional development and identify and support  needs

7. To be the primary source of support to the worker and promote trust and an open and honest dialogue.

8. To provide regular and constructive feedback to the worker on their performance 

9. To provide opportunity for reflection

10. To provide uninterrupted time for supervision 

11. To review the supervision agreement annually

Arrangements agreed for supervision:

Agenda:

a) Both parties have a responsibility to prepare for supervision, including booking the dates in advance and the agenda 

b) If there are difficulties in working together then these should be addressed as per the Supervision Policy
c) If supervision has to be rearranged for any reason, this should be re-booked within 5 working days

Useful questions for agreement discussion:

a) how will I know if I have said something you find difficult/upsetting?
b) what is your learning style?
c) what experiences do you have of previous supervision – what was helpful to you?

d) how can I be useful to you in supervision?

Frequency: 

Duration: 

Location: 

Recording:
The supervisor will provide records which should be checked for accuracy, agreed and signed off by both parties and saved as a PDF.
a) There are separate records kept for personal supervision and for casework supervision. A copy of the personal supervision should be kept on/in the worker’s supervision file and a copy of the case supervision put on to the service user’s record.

b) Service user’s details should not be recorded within personal supervision. If there is a requirement to reference a case, initials only should be used

c) Any disagreement should be noted.

d) All records are confidential for both parties and should be stored securely

e) All records of supervision and shared conversations/appraisals are owned by the Adults and Children’s Services and as such may be subject to inspection, audit and used as evidence in formal proceedings.
Supervisor Signed:                                                               Date:

Supervisor Signed:                                                                Date:

Appendix 2: Recording of Personal Supervision (S1)
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CHILDREN AND YOUNG PEOPLE’S SERVICES
Record of Personal Supervision (S1)

Name of Supervisee: 
 
Name of Supervisor:  

Date: 
                    Venue: 
 
1.
Review of actions from previous supervision and any matters arising. 

Does the supervisee agree the previous record? What updates on actions?

What agenda items have been agreed for today’s discussion?  Please set out any specific focus for the session, as needed.
2.
Personal and Team issues

Please include an update on general wellbeing. What leave/TOIL is planned?

Has the worker had any sickness absence? Is the worker experiencing any team or personal issues?  What has been agreed in relation to these?

3.
Performance and practice

Please record workload details and how the supervisee is finding this.  Please identify current work priorities and timescales in actions below.

What performance targets does the worker have?  How are they performing? What support do they need to enable them to meet these?

When was the last observation of practice?  What learning is there from this? What learning is there from any thematic audits/self-audit?

Please record details of any complaints/compliments.

4.
Professional Development 

Please comment on progress of induction for new starters, including gaps and any identified needs.  Where is the worker up to in terms of professional qualifications/career goals? What is the analysis of this in terms of performance and next steps in their development journey?

What training identified?  What training undertaken? What learning from this?  

What reflections on practice and role of self? 

5.
Actions
	Action
	Name 
	By when
	Updates (please date)

	
	
	
	

	
	
	
	

	
	
	
	


6. Date and time of next meeting

Agreed :

Supervisee:                                                              Date 

Supervisor:                                                               Date 

Appendix 3: Recording of Child’s case discussion only (S2)

[image: image6.png]Calderdale
A\Cquncil




CHILDREN’S AND YOUNG PEOPLE’S SERVICES

RECORD OF CASE DISCUSSION FOR SERVICE USER’S FILE (S2)
NB THIS RECORD SHOULD BE INPUTTED ONTO CASS FOR CSC, FIT AND PATHWAYS CASES
Name of Supervisee: 
 
Name of Supervisor:  



Date: 
 

Formal/Informal

Type……………………………….. (E.g. Group, pod, individual)

Agenda Items for Case Discussion:

1.
Progress on actions previously identified in supervision and audit

Ensure that each action is considered, completed actions are signed off and any outstanding actions are added to the Action Section

2.
Current situation and overview

Why are we involved? Where are we now? Where do we want to be? When was the child last seen? Include outcomes as a result of intervention. How are we managing risk? Keep this section factual and succinct.

3. 
What is the Child/young person’s lived experience?
Please consider wishes and feelings and the young person’s experience of living within their family/household and how their view has been elicited
4.
Reflection

What are our hypotheses? How have we tested these out? What is going well? Do we need to do things differently?  Consider impact of social graces and of our own involvement; differing perspectives; patterns; family values and scripts.

5.
Action

Timescale to be set for each action; update on progress

	Action
	Who?
	By when?
	Updates
	Completed y/n

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6.
Date of next supervision

Appendix 4: Shared Conversation (S3)

CALDERDALE COUNCIL

CHILDREN’ SERVICES

Record of Shared Conversation (S3)

Name of Supervisee:                                       Name of Supervisor:  

Date:                                                                Venue: 

The Shared Conversation in CYPS is an opportunity to focus on professional development linked to team/service plans.  This is separate from monthly personal supervision which regularly covers wellbeing and performance management.  It is important for staff to have an opportunity to focus on their development twice a year, ideally in March and September.
What are your goals?  

How do these fit within your team/service plan?

What progress have you made towards these since in the last 6 months?
What support/training do you need in order to achieve these goals?  
Please see links on Sharepoint to support your discussion. Please use either this form or the form on Sharepoint, based on your preference.
Shared Conversation record WORD version.docx (sharepoint.com)
Quick Guide to Shared Conversations.docx (sharepoint.com)
Date and time of next meeting:
Agreed:

Supervisee:              


Date 

Supervisor:                


Date: 
Appendix 5:  Management Oversight form  (available on CASS)
Person:

Home address:

Record of Discussion in Management Decision

Date/time

Recorded by

Team

	
	

	Took place at POD meeting?
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	Has an allegation of sexual
activity been made?
	[image: image9.wmf](If ticked, "Referral to Police" must be entered)


	Subject (summary of event – 150 characters)
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	Discussion (including impact and risk analysis)
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Between
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	and
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	and
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Decisions / Actions / Recommendations

Add

Timescale to be set for each action - 'ASAP' / 'On-going' not to be used

Appendix 6: Quality Standards for Staff Supervision

The Management Element

	Standard
	How to Achieve a Standard

	Create and secure a commitment to a clear vision.
	Share the Council’s vision and service plans with enthusiasm.

	Enable staff to understand how they contribute to achieving the Council’s aims and objectives.
	Personalise the Council’s aims and objectives to supervision and development plans

	Build and support a high performing team.
	Invest time and energy in developing the team and building personal and professional relationships.

	Review the services provided in relation to objectives and quality.
	Personally, assess and identify the differing needs of people who use the services.

	Explicitly set targets and standards for the team and individual performance.
	Recognise and give regular face-to-face feedback for good and poor performance.

	Deal with poor performance.
	Help other people learn from mistakes.

	Recognise individual contribution to the organisation.
	Acknowledge and publicly own success. Give award ceremonies high profile.

	Develop and maintain an appropriate infrastructure for management of staff.
	Agree and ensure there is regular, appropriate supervision, support and appraisal with all staff.  Clearly define the responsibility of the team and the individual members together with the limits of their authority.

	Organise work processes to deliver on time, and on budget, to agreed quality standards.
	Ensure plans are implemented to meet the assessed requirement of people who receive/use services of the team.

Allocation of work is consistent with team objectives and in turn, with Council objectives.

Service user needs identified through the care planning process are met to the required standards.

	Contribute to implementing disciplinary and grievance procedures and other appropriate codes of conduct.
	Increase awareness of the Council’s code of conduct.


The Representative Element

	Standard
	How to Achieve a Standard

	Manage the complaints procedure.
	Assist and coach staff through the appropriate procedure.

	Review resources and brief management appropriately.
	Recognise resource deficits and implications and advise line management.

	Enable individual and team contributions to policy development.
	Identify key skills and interests of staff in achieving the organisation's objectives.

Involve staff in the design and development of their patterns of working.

Release staff to attend Directorate and corporate events.

	Ensure staff are informed and implement the Council's communication framework.
	Share information and guidance and communicate key messages.

	Manage the network of other parts of the organisation and other agencies.
	Involve staff as representatives of the organisation/team.

	Give opportunities to team members to help define their own objectives and work plans.
	Supervision, appraisal and personal development planning, alongside work unit aims and objectives.


The Support Element

	Standard
	How to Achieve a Standard

	Manage interpersonal conflict.
	Identify source of conflict and make a positive intervention.

	Build trust, good morale and teamwork.
	Encourage honesty and openness. 

Encourage managers to lead by example.

Seek and respond to feedback. 

	Recognise and value diversity.
	Recognise differences and take steps to maximise potential. 

Ensure that equality of opportunity is part of good management practice. 

	Develop trust and support of colleagues and team members and is proactive in supporting staff who are subject to abuse from other people.
	Provide a safe climate for individuals to express feelings. 

Enable staff to record and report harassment and act appropriately on these.

	Develop productive working relationships.
	Establish a long-term relationship that is concerned with agreed outcomes.

	Clarify the boundaries of supervision, support and appraisal.
	Clarify with individuals when they should seek external advice or counselling.

	Monitor the overall health, safety and welfare of the team and individuals.
	Undertake risk assessments and raise positively issues of stress management and care.

	Assist and support staff to strike a healthy balance between work and other aspects of their life outside work.
	Supervision and support to provide a safe environment for discussion.


The Development Element

	Standard
	How to Achieve a Standard

	Develop staff to meet challenging organisational needs.
	Share a longer-term view and understanding organisation and individual needs. 

Enable staff to develop skills.

	Have an understanding of how adults learn.
	Assess individual's learning styles and allow for application.

	Delegate effectively.
	Allow people to complete tasks without interference. 

Provide appropriate explanation and support.

	Make best use of skills and resources within the team.
	Understand strengths and seek to address areas for development.

	Is aware of personal and staff strengths, areas for development and the impact on others.
	Admit mistakes and take action to rectify the situation without attributing blame to individuals.

	Show a commitment to own personal and staff's professional development including those who have patterns of working that are not standard.
	Seek opportunities for self and staff's development and have development plans. 

Demonstrate flexibility and creativity.

Make best use of Personal Development Plans.

	Is aware of personal management style and its impact on others.
	Consider issues of style and process when working with staff.


Appendix 7: Personal Supervision File Audit Tool

	Worker:
	Team: 

	Supervisor:
	Service:

	Date of audit:
	Auditor: 


	Administration                            For All Teams 
	Yes / No/NA

	Does the file contain a copy of the individual supervision agreement?
	

	Does the file contain any observations of practice in the last year?
	

	Does the file contain a copy of the current appraisal/shared conversation and evidence is has been reviewed after 6 months?
	

	Auditors comments and reflective notes:



	Personal supervision      For All Teams
	Yes / No/NA

	Does form S1 evidence a clear agenda for the session?
	

	Does form S1 record clear decisions and actions arising from these? 
	

	Does form S1 record who is responsible for the action and when will it be achieved?
	

	Do they review the actions from the previous supervision?
	

	Where applicable is there evidence of learning from audits/performance measures?
	

	Is there evidence of Performance and Practice being discussed as referenced in S1?
	

	Is there evidence of Professional Development being discussed as referenced in S1?
	

	Is form S1 signed and dated by both the supervisor and the supervisee?
	

	Auditors comments and reflective notes:

 

	Overall score/grade for personal supervision :




	Children’s Social Care 
	Yes / No/NA

	Does the child’s discussion record clear decisions and actions arising from these?
	

	Does the child’s discussion record who is responsible for the action and when will it be achieved?
	

	Do they review the actions from the previous supervision?
	

	Does the record evidence the child’s view and their lived experience ?
	

	Does the record evidence the focus of the work with the child / family (i.e. why a service is being provided)
	

	Is there evidence (where the worker is identified as the lead professional) that the child’s case is discussed every month?
	

	Auditors comments and reflective notes:

 

	Overall score/grade for Child specific supervision :




	SECTION 7 – Overall Judgement of Supervision file

	Overall score/judgement of supervision file:



	Number of Applicable Questions:



	Number of Questions Answered Yes: 



	Auditors comments and reflective notes:




Please continue to the next sections to feedback on learning points and corrective actions and highlight any examples of good practice observed on this case through the audit.

*Learning Points should relate to practice issues that cannot now be changed but should be avoided in the future.

	Learning points listed below

	Section
	Action
	By Whom

	
	
	

	
	
	


* Corrective actions should be rectified
	SECTION Corrective actions to be listed below

	Section
	Action
	By When
	By Whom
	Date Actioned
	No Longer Required?
	Comments
	Manager Signed Off By
	Date Manager Signed Off

	
	
	
	
	
	
	
	
	


	Examples of Good Practice

	Section
	Examples

	
	

	
	

	
	

	
	

	
	

	
	


Auditor signature & printed: ______ _________________________________    Date: ____________

Actions completed and signed off by Supervisor:  _________________________ (signature)  Date: ___________

Audit and any actions and learning discussed and recorded in supervision. Date of supervision ​​​​​​​​​​​​​​​​​​​​​_________

Signed by Supervisor ___________________________

A copy of this audit form must be placed in the front of the supervision file and any learning points or corrective actions reviewed in supervision.

Please return a copy of this report to Safeguarding and QA.

Appendix 8:  Supervision resources and links 
· PDSP resources Home - Practice Supervisor Development Programme Repository (rip.org.uk)
· Standard 5 - Supervision | Local Government Association  Standard 5 - Supervision | Local Government Association
· Making Safeguarding Personal practice tool: anti-oppressive practice (local.gov.uk)
· Social Graces  https://practice-supervisors.rip.org.uk/children-and-families/exploring-the-experiences/
· https://practice-supervisors.rip.org.uk/wp-content/uploads/2019/11/Exploring-Diversity-in-Supervision.pdf
· Developing-cultural-competence.pdf (rip.org.uk)
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· Prepare, Prepare, Prepare

· Be clear about the purpose

· Have an agenda or a clear structure

· Use systemic tools

· Avoid Groupthink

· Record Effectively



















Reflect meetings are an important tool in supporting our systemic approach enabling all members of the pod/team to take part in.  Reflect meetings offer time to connect and support one another.  They are useful for sharing ideas, problems, analyses and reflections and through this joint process improve critical thinking and therefore practice.  No matter what your reflect meeting looks like, all members’ views are equally valued.

Reflect Meetings should be: 

“a live, dynamic, current meeting-of-the-minds of those professionals working closely with the same families.” (Rooke 2012)

It should not be simply individual supervision with more people in the room. Equally, it needs to be something more than a chance for people to gossip, unwind and off-load (important though all of these things might be in different contexts).

Reflect meetings can be particularly effective for new cases, when the social worker feels ‘stuck’ or if the situation becomes particularly complicated.  They can be used to explore an issue or dilemma e.g. working with angry parents or care planning for a sibling group or to focus a piece of work.

These meetings can also provide a safe space for professionals to talk about the emotional impact of working with a particular family or dilemma.

1. Prepare 

Try to use a different space from your office for your pod time.

Some agreed ground-rules may be helpful, such as putting phones on silent or away, so you protect your pod time.

Decide if you need/want time as a pod before or after professionals join you, to check-in with one another.

If inviting other professionals send the invite in good time and check their understanding of Reflect Meetings.  Spend some time at the start of the meeting talking about this – see annex 1 for pointers.

Cases to be discussed should be identified with sufficient time for pod members to be familiar with them and to have a basic understanding of the key issues.

Copies of the Genogram/Ecomap/Chronology should be supplied if available or consider drawing up the genogram as part of the discussion so that you can annotate it as you talk.  This can always be photographed and attached to cass.

Have an agenda or meeting framework with timings.

The room should be set up with any resources available e.g. Flipchart, Systemic Concept cards, other prompts.    You may wish to move furniture to support reflective conversations between specific groups of people, if this is feasible.

If you have to run a hybrid meeting, try to ensure your links and technology are working in advance.

2. Be clear about why you are spending time in Reflect Meetings

Reflect Meetings are part of our resilience, our practice, our professional development and job role and not something that distracts from doing “real work”.  

Value and enjoy the time that you are being given to think about your practice and build your pod/team relationships.

Everyone needs to fully participate by being curious, listening and learning from others – reaffirm this at each meeting.  

Reflect meetings are not about action-planning but stepping back from the day-to-day work and being curious.

If your reflect meetings have been running for a while or the group has new members, it can be helpful to revisit your aims and what people find helpful every so often.

3. Use an agenda or have a clear structure

Have an agenda or clear structure to ensure everyone knows what has been achieved or agreed.

Start with check-in.  Limit the amount of time for this, responding to needs, but do give people permission and encouragement to talk about how they are.  This time is valuable and important in terms of pod self-care and resilience as well as supporting our relationships.

Agree your case discussion/dilemma.

Ensure everyone stays focused on the practice dilemma and ask everyone to listen before they ask questions.   Experienced staff can model how to ask questions in a supportive, curious manner, using phrases such as “I wondered…”  “I was interested to know…”  “I am curious about…”.

Spend time exploring and agreeing the dilemma and the aims for the discussion.

If discussing a scenario or family, limit the time spent talking about the case history/telling the story.

Focus most time on reflecting, asking curious questions, hypothesizing.  

It is ok to conclude with actions; just hold people back from actioning planning until after the reflection!  Remember, you have to slow the discussion down to speed things up.

An effective chair will ensure that the meeting stays on topic and within time.

Use the last few minutes to check-out.  How has the session been for people? What are we taking from it?  Are people feeling ok to go back into the rest of their day?

4. Use of systemic tools and ideas

See ideas attached as Annex 2 

5. Avoid Groupthink 

As a group try to think of a different or contradictory hypotheses or perspectives so there is an alternative viewpoint.

6. Record effectively

Think about the purpose of recording the Reflect Meetings.  If the aim of Reflect Meetings is to encourage more critical thinking, then it is this critical thinking that needs to be captured. 

The purpose is not to record who said what or a detailed narrative of events but to capture instead a summary of what the pod thinks is happening and why, some of the hypotheses and then the related actions.

The way we are with families can be difficult to capture. What might be relevant are: 

· Evidence of reflective discussion, consideration of different explanations for behaviour (hypotheses).  

· Think of the analogy of ‘widening the lens’ as different hypotheses are considered, when you come to recording the analysis of risk ‘narrow the focus’ and set out the ‘working hypothesis’ that you are using and testing out.

· Genograms, ecomaps and timelines - some brief recorded analysis of the way that you constructed them, including how the service user was involved in the process.

· risk analysis using the concepts of ‘safe uncertainty’, discussions around motivation and the cycle of change.

· Views from service users (as the experts of their lives), what they see as the problem and their views on potential solutions.

· Exploration of the family system, the impact of the wider network and how the different relationships interact with each other within those systems 

· Discussion of harm/danger/ safety statements or visioning activity – co-produced with service users

· Reference to a family sculpt/role play/rehearsal - if you have done one. 

· Actions – these can be something to explore/learn more about or a question to ask.  It doesn’t have to be a long list of tasks.

In some cases, business support will be able to support with recording discussions.  There may be some co-production between BSO and the PM/facilitator or the PM/facilitator may need to capture the notes themselves.

Annex 1:  Top Tips:  Things to think about at the start of a pod discussion with professionals and/or new pod members

Introductions

Confidentiality

Phones off and any other housekeeping/rules

The main aim is reflective space not action-planning.  We will pick up any actions at the end – after the reflection!

This is a safe space for people to talk about how they feel about working with this family/person - PMs you may need to allocate a specific time allocation for people to “offload” if it is that sort of a scenario.

We encourage people to think about their feelings in relation to working with families during the discussion and also to consider what these feelings may relate to ie self-reflexivity.  

The discussion will be structured and facilitated as this helps us to remain focused.    This enforced structure might feel a little unnatural; you will have opportunity to talk but at other times you will be asked to just listen.  Please go with this, as it does support us to get the most out of the time we have.

The language we use during the discussion is really important ie use curious questions to explore what people are thinking about, eg I was wondering about …, I am curious to know…  This ensures that the discussion does not feel judgmental or blaming of any individual or service.  It also supports working together.   










Annex 2: Tools to consider using within reflect meetings

A Signs of Safety-inspired approach could be useful, perhaps spending 5-10 minutes considering the following questions in relation to each family:

· What is working well?

· What are we worried about?

· What needs to change?

Scaling questions can be useful in identifying how worried people feel and differences between people’s perspectives.  However, what is important is what you then do with this information and how you explore it further.

Get the whole group to formulate possible explanations for what is going on – “widen the lens”. Eg parents’ early experience of neglect affects their understanding of what is good enough for the children.  Eg father is coercive and controlling of mother.

Once a number of possible explanations (formulations) have been identified, pick one or two to focus on and develop further into a systemic hypothesis.  To make a formulation into a systemic hypothesis, it needs to be more complex than one idea.  It needs to include information about the family relationships, the interconnected responses of different family members, to suggest a possible intervention.

Eg when John is upset his partner usually becomes worried which sees her increase her attention and focus on his needs. Over time, this has encouraged the older child to undertake tasks to look after her younger siblings.  This independence makes it harder for parents to set boundaries as the children are less accustomed to them and their anger is linked to feeling as though they are losing control.

Use these hypotheses to plan some actions or develop 1 or 2 questions that would help to test these out, “sharpening the focus”. Example: how might the children understand the situation when you are looking after John?   What might happen if you asked John to talk to his GP when upset?

Refresh on one or two of the systemic tools and techniques, for example try to use circular questions, or consider the Social GGGRRAACCCEEESS to explore the issue at a deeper level.

Use the genogram to look at the relationships and dynamics between the family members – what patterns might be identified? Which are the supportive relationships and the strained ones?  

If you think about the Family Life Cycle, how might that help us to think about what is going on for the family?

Consider Mason’s tool of Safe Uncertainty. Whereabouts do staff identify they are feeling about the situation in relation to this model?  Where might different people position the child/ren?  Does everyone agree?  How do perspectives vary or coincide?






Annex 3:    Ways of structuring the reflective case discussion – different approaches

There are a number of approaches you can take to the discussion around an issue or family situation.  It can be helpful to think in advance about what might be a useful approach to take, depending on the dilemma:

Hourglass model (see image) – This uses the visual shape of an hourglass to structure the discussion.  It starts with the problem definition, narrows into identifying the dilemma, widens into the reflective discussion by hypothesising, considering social graces (for the worker and the family), involving professional voices before narrowing back down to action planning.

Reflective conversations – eg splitting the group into 2.  In this approach, 1 group will comprise of those who know the case and they will talk about the dilemma for an agreed time whilst the 2nd group listens.  Group 2 will then discuss what they have heard, identifying what interests them or resonated with them, raising curious questions.  Group 1 then reflects on what group 2 has talk about.  Whilst each group talks, it is important that the others don’t intervene/respond. – this might need the facilitator to intervene!

Interviewing - 1 identified person interviews the person whose dilemma is being discussed, asking them questions to help them consider some of the tools above.  The rest listen and reflect back, after an agreed time.  

Genogram and relationships – The above interviewing model can be supported by drawing the genogram and focussing in on the relationships between the different family members, really going into detail about roles, patterns, gaps, how the system functions.

“As if” model – where people take on the roles/positions of different people involved in the situation or the family and have a conversation about the situation from these different perspectives eg mother, father, children, grandparent or mother/father, child, social worker, health visitor, teacher.  You can then come out of ‘role’ and share reflections from this discussion - what has struck you, what are you curious about, what has reassured you or worried you. 

Or, the worker and supervisor discuss a case. Remaining team members are assigned a role for each family member. The “family” sit and listen to the worker and supervisor. Then they each get a chance to respond in role from the perspective of each family member.

Bells that Ring - Bells-that-ring-an-overview-of-a-systemic-model-of-group-supervision.pdf (rip.org.uk)   This is similar to the Interviewing approach set out above.  The supervisor is the leader of the session and assigns the roles of presenter, consultant, observers and action planner. The presenter tells their story with the aim of establishing what they need help with and how the group can assist. The presenter must outline what has been done so far - strategies etc. - what worked, any goals, risks, issues and so on.  As the observers watch, the consultant explores what would be useful for the presenter and, together, they help to clarify and deconstruct the issue.  The observers watch and listen to the unfolding conversation between presenter and consultant, but do not engage directly. They note their thoughts on themes that arise, the role of the worker, what they liked and what they’d like to see less of, and what bells are ‘ringing’. Once the conversation is over, the consultant asks for feedback from the observers.

Six Hats model - Chi-Sing et al (2008) discuss the ‘six hats’ model of group supervision, in which members of the group are invited to (figuratively) wear ‘the same hat at the same time’, with different colour hats representing different modes of thinking.  The ‘hat’ represents knowledge gathering: What do we know? What facts are checked and proven? What facts do we believe to be true?

The red hat represents feelings and intuition: How do you feel about this family or this situation?

The black hat represents risk analysis and potential problems: What has already gone wrong? What else might go wrong?

The white hat represents information gathering. Think about the knowledge and insights that you've collected already – but also the information you're missing, and where you can go to get it.

The yellow hat represents optimism and positivity: What has gone well? What else might go well?

The green hat represents creative thinking and new ideas: What haven’t we considered before?

The blue hat represents management and decision-making: What conclusions can we make? What needs to happen next?

In a group setting, you could decide to discuss a family using this approach, asking everyone to ‘put on’ each hat and focus on the different modes of thinking in turn, perhaps setting a time limit of five minutes’ discussion per hat.



For some further guidance please see Using group supervision - Practice Supervisor Development Programme Repository (rip.org.uk)
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