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Supervision/ One to One Policy for Adults and Children’s Services
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1. Introduction - A Framework for Staff Supervision/One to One
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It is a fundamental belief in Calderdale Adults and Children’s Services that staff are our most important asset in fulfilling our responsibility to provide a quality service to adults and children 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.

Adults and 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.  Whilst this policy sets out clear expectations in relation to social care teams, it also recognises the responsibility of managers within different teams across the Directorate to decide on the frequency of supervision that best meets the needs of their staff group and the service it provides.

2 – 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 or group. 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 the Directorate
However, in recognition of the differing supervisory needs of the diverse staff groups within both Adults and Children’s Services, the policy has separate sections for social care staff and those from different teams.  The social care sections draw on the Tony Morrison model of reflective supervision which was designed for social workers, but this model can be applied to other teams as required.
3 - The Supervision Framework for Adults and Children’s Services
This framework consists of:-

· Policy and Procedure for Supervision;

· Standards for Supervision;

· Supervision Agreement;

· Supervision Record;

· 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.
4. 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 1 Quality standards for staff supervision.
5. 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

6. 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/appraisals 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/appraisal 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;

· 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/appraisals sessions;

· Ensuring the recording of supervision and the shared onversations/appraisals 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 registration status.
7 – Frequency of Supervision 

The frequency of supervision will be dependent on the role within the organisation, skills, experiences, and hours of work, team requirements and Government guidelines. This is not an exhaustive list. If managers are in doubt about where your service fits within this schedule, please seek advice.
	.Summary of minimum frequency of supervision of staff

	Staff Member
	Frequency

	*Qualified social workers  within children’s social care teams 
	Minimum of monthly by Line Manager

	*Qualified social workers working within adult’s social care teams
	Minimum of monthly by line manager. Separate workload management sessions to be held.

	Staff working directly with service users

within Children’s services e.g. Family Intervention team
	Minimum of monthly by Line Manager

	Staff working directly with service users

within Adult’s services 
	This is service specific and aligned to other processes such as observations
· Home care/ Re-ablement – 8 weekly

· Mental health services – monthly

· Day services/care homes – 8 weekly

NB: All managers in these provider services receive monthly supervision

	Staff in Adults or Children’s social care teams without direct contact with service users e.g. administrative staff
	Minimum frequency to be agreed by Service Manager in conjunction with management teams, in line with service requirements

	All other staff  working in Adults and Children’s services 
	At least quarterly at frequency agreed by Service Manager in conjunction with management team. This must be in line with service and professional requirements for the role.

	Newly Qualified social work staff or new starters to the authority
	As per statutory or service requirements for the specific area (e.g. AYSE programme) and then monthly by line manager 

	Team Managers of social care teams
	Monthly by Service Manager

	Managers working in teams other than social care.
	Agreed by Service Managers

	Service Managers
	Monthly by Head of Service

	Heads of Service
	Monthly by Director

	Director
	Monthly by Chief Executive


*For part time staff this would be agreed pro-rata
The agreed frequency of supervision should be clearly recorded in the Supervision Agreement. ( See Appendix 2 for template)
8- Supervision Requirements for all Staff
a) Supervision Agreements should be made 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 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 2 specimen template for supervision agreements. You may wish to adapt this to meet the specific needs of your service.
b) Recording of Supervision

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;

· 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/appraisals are owned by Adults and 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.
· Supervision files contain personal information and therefore should be logged with the Information Governance team to ensure compliance with GDPR requirements.
Appendix 3 Record of Personal Supervision (S1) offers a proposed agenda that may be used across all teams for supervision. 
Appendix 5 Combined Supervision and Shared Conversation (S3) offers a template for those teams that combine supervision with Shared Conversations.

9 - 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.
The Supervisor is 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, these will be identified and agreed through the shared conversation/appraisal process, and should include developmental objectives that will secure effective current performance, identification of training need which contribute to personal and professional growth.
10- Supervision in Social Care Teams Only
This is compulsory in social care teams but other teams may also agree to follow this process.  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.

· 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?
	High quality supervision will ensure:
	And Not:

	Confidentiality, subject to the safety of service users or staff whistleblowing.
	Breach confidentiality.

	A continuous process
	Be a one off event

	Encouragement and involvement in the process
	Undermine

	Structure and focus
	Be small talk and cosy chat

	Planning and privacy
	Be rushed or interrupted

	A two way process.
	Be one sided

	Focus on the individual’s needs
	Focus on the supervisor's needs

	Motivation
	Feel negative or demoralising

	Professional development is addressed
	Ignore the right and need for development

	Situations are dealt with sensitively and clearly
	Ignore or unsupportive 


11 - Supervision for Children’s Social Care staff
Supervision should take place at least monthly.  If a staff member works less than 2 days per week (0.4 FTE) then the manager can agree to a reduction in frequency , and this will be recorded in the Supervision Agreement.  
For those who are identified as Lead Professional, the case should be discussed at least monthly.
For newly qualified staff, supervision is expected to take place at a frequency in line with professional guidelines, and levels of experience.
For staff who are working with service users directly or indirectly, 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 (following approval by the Fostering Panel to a placement being matched as a long term placement, visiting requirements can be reduced, once this is evidenced in the care plan and agreed in the CLA review), the expectation is that case supervision for them is undertaken and recorded at no less than three monthly intervals.
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.
For those who are not able to record directly into electronic records then a copy should be placed on the relevant case file. If individual cases are to be discussed in personal supervision, initials should be used.
12.  Supervision for Adult’s Social Care
The same principles and values apply as for Children’s Social Care.

However, for these staff the personal supervision is separated from monthly workload management which is recorded on the service user’s electronic record.  
Personal supervision takes place at least monthly.
13. Group Supervision

In some services, supervision takes place as a group activity and this can be agreed by the line manager, for example in Children’s Social Care, Pod Reflective Supervision is used as a tool to discuss casework. The benefits of group supervision include problem solving, peer group learning and feedback within a supportive setting. Where group supervision is used, the following principles should apply:-

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

· The group should aim to comprise the same individuals;

·  Supervision agreements should reflect that both individual and group supervision takes place in that service;

· The supervision record should be completed in line with the expected standard (e.g. in Children’s Social Care S2) 
· The location should be suitable for all group members;

· 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.

14. Supervision Files
Supervision records should be kept electronically. All records however must be signed and stored securely. It is expected that each supervision file will have a content list of what is required to be included on the file, as a minimum this should include:

· 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. 

· Please note that although not a requirement, DBS number and date of issue (paper copy of Disclosure not required), training record, registration date with the appropriate professional body, for example Health and Care Professions Council for Social Workers and personal information do not need to be recorded on the Supervision file.  However the manager is responsible for ensuring that this information is recorded in the appropriate HR workspace (currently ITrent).
15 Recording for Social Care Teams Only
Recording in respect of Personal Supervision should follow the principles outlined in Section 8 that but there are additional requirements for Social Care teams related to the discussion of individual cases.

Recording of supervision within Social Care provides evidence of the required management oversight of individual casework:

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 case records (electronic or paper as appropriate to the service) 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 of the discussion to reflect the content of the meeting, identify actions as agreed and record any disagreements and concerns raised;

· Record any potential risk to the practitioner and actions to address this;

· All records are confidential for both parties and should be stored securely;

· It is good practice to remember that the person being discussed may see the supervision record in the case recordings at some point in the future;

· Records of supervision should be signed off and dated by supervisor

· All records of supervision and appraisal are owned by Adults and Children’s Services and will be subject to inspection and audit;

· Records should be typed or where this is judged not to be practical, written clearly in ink. Hand written records would be available only in exceptional circumstances;

· The standard format as supplied in the appendices should be used as a framework for recording purposes 
16. Shared Conversations/Appraisals
In April 2017, the Council’s appraisal process was replaced by the Shared Conversation between the manager and member of staff.

The Shared Conversation must be carried out quarterly and recorded on the current council HR system, ITrent.  The Shared Conversation covers wellbeing, goals, reflection, and development.  It may substitute a planned supervision session, and depending on the needs of staff and services, may replace the supervision arrangements completely. E.g. if a service identifies that the supervision needs of its staff group can be carried out quarterly, the Shared Conversation format  may be used.
For social care teams, where supervision covers the Shared Conversation themes already, formal supervision can be used instead and recorded on ITrent as a Shared Conversation. 

The pro-formas for Shared Conversation can be found on the Council Intranet.
See Appendix 5 for Combined Supervision and Template ( S3) 
17. Training in Supervision

Adults and Children’s Services recognise the importance of supervision.  Training will be provided to managers/supervisors to develop specialist supervision skills for social care teams.
The quality standards offer guidance on this (Appendix 1)
18. 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.
19. Quality Assurance

The quality of supervision and appraisal is 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;
·  Observation of supervision practice.
·  Anonymous staff satisfaction surveys may be carried out.
20. Retention

Supervision files will be retained by Adults and 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.
21. Appendix 1: 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.


22. Appendix 2: Supervision Agreement
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ADULTS AND CHILDREN’S SERVICES 

SUPERVISION AGREEMENT

Supervisee: 

Supervisor: 

Expectations:

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

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

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

4. To ensure robust quality assurance of their work

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

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

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

8. To provide opportunity for reflection

9. To provide uninterrupted time for supervision 

10. To review the supervision agreement annually

Arrangements agreed for supervision:

Agenda:

a) Both parties have a responsibility to prepare for supervision and the agenda 

b) If there are difficulties in working together then these should be addressed as per the Supervision Policy

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:

Supervisee

Signed:                                                                                   Date:

23. Appendix 3: Recording of Personal Supervision (S1)
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ADULTS AND CHILDREN’S SERVICES

Record of Personal Supervision (S1)

Name of Supervisee: 
 Name of Supervisor:  
Date: 
           Venue: 


Agenda Items for Personal Supervision

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

(To ensure that there is reference to the supervisee agreeing the previous record of personal supervision)

2.
Personal and Team issues

(To include general wellbeing, annual leave/TOIL, sickness absence, team issues)

3.
Performance and practice

(To include workload, priorities, health and safety, safeguarding, performance targets, observations of practice, learning from audits and complaints/compliments)

4.
Professional Development 

(To include induction for new starters, training identified and undertaken, coaching/ mentoring support, reflections on practice and opportunities for continuing development eg accreditation, issues arising out of Shared Conversations)

5.
Date and time of next meeting

Agreed :

Supervisee:                                                              Date 

Supervisor:                                                               Date 

24. Appendix 4: Recording of Child’s case discussion only (S2)


[image: image4]
ADULTS AND CHILDREN’S SERVICES

RECORD OF CASE DISCUSSION FOR SERVICE USER’S FILE (S2)

NB THIS RECORD SHOULD BE INPUTTED ONTO CASS FOR CHILDREN’S 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

(To ensure that each action is considered and any outstanding to be added to the Action Section)

2.
Current situation and overview

(Why are we involved? Where are now? Where do we want to be? When was the child/adult last seen? Include outcomes as a result of intervention)

3. What is the Child/young person’s lived experience. 
           (To include: not just their wishes and feelings but their experience of living  within their family. Include how this view has been elicited
(Include how this view has been elicited)

4.
Reflection

(What is our hypothesis, do we need to do things differently?) 

5.
Action

(Timescale to be set for each action, asap/ on-going not to be used)

6.
Date of next supervision
25. Appendix 5: Combined Supervision and Shared Conversation (S3)

CALDERDALE COUNCIL

ADULTS AND CHILDREN’ SERVICES

Record of Personal Supervision (S3)

Name of Supervisee:                                       Name of Supervisor:  

Date:                                                                Venue: 

Shared Conversations

How are you?

Other staff issues discussed below.

What are your goals?

On going work to embed the new structure, 

What has gone really well?

What opportunities have you identified to grow and learn?

Agenda Items for Personal Supervision

1. Review of actions from previous supervision and any matters arising along with new issues. 

Reviewed Last Notes and Actions from **/**/** 

Issues Discussed:

2. Personal and Team issues

3. Performance and practice

(To include workload, priorities, health and safety, safeguarding, performance targets, observations of practice, learning from audits and complaints/compliments)

Discussed above

4. Professional Development 

5. Date and time of next meeting 

Agreed :

Supervisee:              


Date 

Supervisor:                


Date: 
26.Appendix 6: 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?
	

	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.
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