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Process for Newly Qualified Social Workers (NQSWs) in Office-Based ASYE Settings
Adult Social Care Service

Purpose
The purpose of this process is to provide NQSWs with a wide range of learning opportunities to support their first year of social work practice and ensure they meet the Professional Capabilities Framework (PCF) and Knowledge and Skills Statement (KSS) standards. Whilst most NQSWs can demonstrate their progression against these standards within their existing teams, office-based roles may limit exposure to certain areas of practice, such as completing mental capacity assessments.

Objective

This process ensures a balanced, fair, and measured approach to the ASYE year, enabling NQSWs to fulfill their teams’ responsibilities while accessing outward opportunities to develop skills, knowledge, and experience aligned with professional standards
Principles

· Compliance: Aligns with ASYE standards, PCF, and KSS.
· Fairness: Equal access to learning opportunities for all office-based NQSWs.
· Safety: Maintains safeguarding and risk management responsibilities.
· Transparency: Clear communication between all parties involved.
· Workload Protection: Adheres to the 10% protected caseload requirement.


· 
Process 

Step 1: Initial Development Planning

· During Initial Professional Development Meeting (IPDM) and Support and Assessment Agreement Meeting (SAAM) stage, the ASYE assessor, line manager, and NQSW will: 
· Identify development needs against PCF and KSS.
· Agree how these can be achieved within the current team and identify gaps. 
· Document this in the ASYE IPDM and SAAM documentation.

Step 2: Identify Gaps
· If key areas of PCF/KSS cannot be met within the current team: 

· The ASYE assessor will identify specific interventions or cases from the wider Adult Social Care (ASC) service to address these gaps.
· Timescale: External cases should be identified within the first three months of the ASYE programme.

Step 3: Request External Cases
· The ASYE assessor will: 

· Email all ASC Team Managers with details of the NQSW’s learning needs and specify the level of complexity required in line with NQSW current capabilities. 
· Assessor will provide  a 2-week time frame for managers to respond and provide LAS numbers to Assessor. 



Step 4: Case Selection
· The ASYE assessor, line manager, and NQSW will: 

· Review nominated cases.
· Select the most appropriate case in relation to NQSW’s development needs. 
· Limit: Maximum of two external cases during the ASYE year unless justified (e.g. unmet PCF/KSS requirements).


Step 5: Allocation and Communication

· The External Team Manager will: 
· Allocate workflow only (not the full case) to the NQSW.
· Provide all case management support and supervision to NQSW for this case.
· Share contact details for duty manager or cover arrangements during any period of absence with NQSW and Line Manager. 

· The External Manager will keep the line manager and ASYE assessor informed of any concerns and provide feedback on NQSW’s progress. 

Step 6: Supervision and Support
· For external cases: 

· The External Team Manager or External Senior Social Worker provides all case-related supervision, advice and support to NQSW. 
· The ASYE assessor and line manager remain responsible for overall ASYE progress and workload monitoring.

· Workload checks: ASYE assessor and NQSW must raise concerns with Line Manager if workload exceeds ASYE support arrangements (10% protected caseload). 

Governance and Accountability
· ASYE assessor: Oversees ASYE learning plan, monitors progress, and ensures compliance with ASYE standards.
· Line manager: Maintains responsibility for NQSW’s core workload and wellbeing.
· External manager: Responsible for case-specific supervision, support and safeguarding compliance with external cases allocated to NQSW. 

Safeguarding and Risk
· External cases must comply with local safeguarding procedures. 
· Any safeguarding concerns related to the external case must be escalated immediately to the External Manager and the discussion recorded on LAS.

Evidence of Learning
· NQSW must complete a reflective log or supervision record for each external case, linking learning to PCF and KSS.
· Logs should be reviewed during ASYE supervision sessions.

Escalation Route
· If learning needs cannot be met internally or externally: 
· Escalate to ASYE Lead based within Principal Social Work Team for alternative solutions.



Monitoring
· Quarterly review of progress against PCF/KSS with: 
· ASYE assessor
· Line manager
· NQSW

Equality and Transparency

· All office-based NQSWs will have equal access to opportunities. 
· Allocation decisions will be documented and reviewed in supervision records by Line Manager, External Manager and ASYE assessor. 


Summary Checklist 

1. Development needs identified at IPDM/SAAM
2. External cases sourced within 3 months if needed
3. Communication protocol agreed between managers
4. Workload monitored (10% protected caseload)
5. Reflective logs completed for external cases
6. Quarterly reviews documented


	
	
	



