
A supervisor’s guide to the database

Identifying your team

3. You will see a list of the people you supervise. Council staff are pulled through from SAP

4. If your supervisee is an agency member of staff (and so not on SAP) and they are not 
currently on the list, you can add them using the                                button. 

See S & A Database Managing agency workers

5. Any team member who has moved teams can be delegated to another manager. If 
someone needs to be moved to your team, their existing manager needs to do this. 

Open browser and enter link http://supervision.bradford.gov.uk/
1. Select Manage on the tool bar
2. Select Team from the drop down list
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New team member 

Sam West                           Social Worker                                                                             Sam.West@bradford.gov.uk

http://supervision.bradford.gov.uk/


1. Select Team Member
2. Select Options 
3. Select Plan Supervision
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4. Select Date, Start and End times from the drop down lists 
5. Location is a free text box. If you want to conduct the supervision using Microsoft 

Teams you will need to send a separate calendar update that includes an MST link. 
6. Your password is your usual Council log in password
7. Select Book supervision

You will need to confirm by selecting Submit

Options

Arranging a supervision

Sam West                         Social Worker                                                      Sam.West@bradford.gov.uk

Sam West
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The supervisee will automatically receive an email and an Outlook calendar invite stating 
“Name of supervisor has booked a supervision with you” 

When the supervisee accepts the calendar invite, an email confirmation will be received by 
the supervisor.

Supervisee response and completion of the self-assessment

1. The supervisee should complete the self-assessment by selecting the link in the email

Or by going to the Supervision and Audit database:
2. Select Supervisions from the tool bar
3. Select Awaiting Self-assessment

4.    When the supervisee has submitted the self-assessment, their status is:
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Viewing the self-assessment

The supervisor will receive an email advising that the self-assessment has been completed.

1. The supervisor can view the self assessment by clicking the link in the email
2. Alternatively the supervisor can select self-assessment from the menu in the supervision 

record
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Completing a supervision

3. Find the team member 
4. Select Options
5. Select Complete

1. Select Manage from the tool bar
2. Select Team Supervisions from the menu

6. Access the 6 pages of the supervision (Meetings, Personal, Workload & Performance, 
Learning & Development, AOB, Actions) by clicking on the button in the menu bar. 

7. A blue button tells you which page you are on.
8. Buttons go green when the page is fully completed. 
9. Only AOB and Actions are optional. You need to fully complete all other pages before 

you can submit the supervision. 
10. The self-assessment can be accessed via this route too. 
11. The supervisee’s HR and performance records can be accessed here. Documents can 

also be uploaded. 
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Options

You can complete and save a supervision without a 
completed self-assessment, but you cannot submit it.

Taj Mahmood

Sam West – Social Worker

We don’t recommend the supervisor 
and supervisee attempt to view the 
supervision record at the same time on 
different devices as records may not 
save properly. Supervisors should share 
their screens via MST. 

Sam West                Social Worker                              
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Reviewing meetings

The meetings tab records any general meetings that have been held since the last supervision
1. You can view the details of the meeting by selecting view. 
2. Add comments/updates in the Discussion points box
3. Add additional actions if required using the actions tab (see page 10)

Sam West- Social Worker

Sam West- Social Worker
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For details about how to set up meetings see S&A Database Setting up Meetings
guide



Personal
1. The Personal information page is free text but you must complete all the boxes.
2. Add actions for supervisor or supervisee if required using the Actions tab (see page 10 

for further details)
3. SAVE when completed
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Workload and performance

1. Complete the free text boxes

The record of audits since the last supervision will populate automatically

2. The audits can be viewed by selecting View.
3. Audit actions can be viewed in the Actions tab. Further actions for supervisor or 

supervisee can be added if required (see page 10 for details)
4. SAVE
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Learning and Development

This section can be left blank if desired. Actions can be added in the usual way.
If you use it, don’t forget to SAVE . 

AOB

1. Complete the free text boxes
2. Add actions for supervisor or supervisee if required using the Actions

tab (see page 10 for further details)
3. SAVE
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Actions

The actions page lists all actions from supervisions, meetings and audits identified or 
completed since the last supervision.
1. You can also add actions from this supervision on this page using the 

button. See next page for details
2. Completed actions can be reviewed. Select View
3. Actions not yet completed can be edited and signed off during the supervision session. 

Select Edit. Actions open in a new tab on your browser. 

4. To complete an action, select date completed and use the drop down calendar
5. You can also allocate the action to a different worker.
6. Add comments if required
7. SAVE   . 
Close browser tab. To return to the supervision, click on the Supervision tab already open 
in your browser. You may need to refresh       your page to see your amendments. 
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Add SMART recommendation

When you select Add SMART recommendation the recommendations page will pop up
1. Complete What and How 
2. Who: You must use a name. Complete by typing in the first four characters and then 

select the correct name from the pick list. 
3. When: Choose from drop down calendar
4. SAVE. The recommendation is recorded and can be edited in the Actions tab

Free text…

You MUST use the pick list: if you try to input a name the database 
does not recognise, YOUR RECOMMENDATION WILL NOT SAVE.

Free text…



Sign off
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You will need to confirm by selecting Submit

Your Team Supervision record will look like this: 

1. Sign off the audit by selecting SAVE and then SUBMIT

Sam West - Social Worker
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Supervisee response

The supervisee will receive an email as follows:

1. The supervisee should review the notes by selecting the link in the email. The 
supervisee’s supervision record will look like this: 

Taj Mahmood
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The supervisee cannot directly amend the record and should contact the 
supervisor to discuss any proposed changes.
The supervisor can make amendments if appropriate and re-submit the 
supervision. 

2. When the record is agreed, the supervisee should check the box 
3. Then           and

Sam West
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Final submission
You will receive an email from the supervisee to advise they have agreed the supervision
1. You can view the supervision record by selecting the link

2. Check the box Agreed by Supervisor
3. Sign off the audit by selecting SAVE and then SUBMIT

You will need to confirm by selecting Submit

Sam West - Social Worker
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Viewing completed supervisions

Supervisors can read completed supervisions in the Team Supervisions tab.
Select Options    then View

Supervisees can view supervisions in the My Supervisions tab. They should 
select Completed to read the supervision details

Supervisees will receive an email confirming the supervision has been completed.

Sam West                          Social Worker
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