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Supervision Guidance

1. Key points
· Key to working in an Our Manchester way is building effective relationships, listening to each other to understand what matters and investing time in our workforce to enable them to develop, grow and progress.
· Regular and effective supervision is an essential element in how we do this.  In Manchester we call supervision “A different conversation” to reflect that this is about us investing as managers in our workforce.  
· For Social Care Professionals, it is important that we incorporate professional supervision standards and reflective practice within our “A different conversation”.  
· This guidance should be read alongside the “A different conversation” guidance.  Professional Supervision enables us to ensure we are safe and statutorily compliant in our practice and supports the ongoing development of reflective practice. 
· The key elements of effective supervision encompass:
1. Taking time to develop our relationships, giving and receiving feedback through honest conversations and keeping each other updated and informed 
2. Quality of decision making and practice - including time for reflection
3. Line management and organisational accountability
4. Caseload and workload management
5. Identification of further personal learning, career and development opportunities
· The functions of supervision include casework discussion, line management, learning and development, caseload management, performance management, practice reflection and staff wellbeing.
· Supervision is a tool for monitoring the quantity and quality of work being done.

You Must:
There is a clear organisational expectation that managers carry out frequent Professional Supervision conversations and there are things that you must do as part of this:
· Ensure the minimum number of supervision sessions, consistent with the practitioner’s experience and qualifications.
· Discuss cases involving risk to positively reinforce positive risk taking, alongside risk management.
· Ensure appropriate escalation occurs with regard to risk of serious incidents or death.
· Ensure that professional supervision occurs where a line manager is of a different discipline to the practitioner.
· Record key decisions and actions relating to specific cases in the citizen’s case notes.
· Use supervision sessions to check a practitioner’s knowledge and understanding of individual policies.
· Use supervision sessions to check a practitioner’s wellbeing
· Supervision sessions are a good place to give and receive constructive feedback which encourages a learning culture
· See supervision sessions as part of performance management.
· Base supervision within anti-discriminatory principles of equality and diversity.
· Allow for reflection to promote learning.
· Use a template to record your discussions and actions.
· Record when supervisions have taken place using the link -Supervision Audit
· Ensure both parties have a record of the supervision session. 
You Should:
· Refer to the supervision checklist and supervision guide to guide your discussion.
· Make use of the Case Weighting tool if any concerns are raised about caseload or time management

2. 	Introduction
Manchester City Council Adult Social Care sees regular and effective supervision as an essential element in staff management and development, and ultimately in ensuring a high quality service is delivered to Manchester residents.
Enabling the workforce to be resilient, effective, creative, ambitious and innovative through embedding Our Manchester and developing a culture of trust, honesty and empowerment is critical. 
There is a commitment to ensure staff are equipped with the skills and knowledge needed to be able to work in an Our Manchester way and demonstrate the Our Manchester behaviours:
· We work together and trust each other
· We take time to listen and understand
· We 'own it' and aren't afraid to try new things
· We're proud and passionate about Manchester
Our values determine how we lead our organisation and how we interact with our key partners – they are an integral part of everything we do in serving the citizens of Manchester. Staff are expected to demonstrate these values and are committed to embedding them into all aspects of their work. 
Managers are also expected to demonstrate that they are managing their service well and providing leadership to their staff. ‘A different conversation’ is part of this, giving staff regular time with managers to talk about the things that matter most. There are 6 “I Statements” which have been incorporated into the Supervisions template (Appendix 3): 
· About me
· My best at work
· My values and how I work
· My development and aspirations
· My role
· My feedback

This performance appraisal process enables all staff to demonstrate their commitment to the council’s values and the Our Manchester behaviours. All staff, at all levels, will be assessed using this framework and value base.

Scope:
This guidance applies to the supervision of all practitioners, qualified and unqualified, including social workers, care managers, primary assessment team officers and all of those involved in the assessment of adults coming into contact with services.
Given the evidence that supervision is associated with job satisfaction and protects against stress, practitioners should insist that good supervision is provided by their employers. 
The emotionally charged nature of the work places particular kinds of demands on people working in the field which need to be contained by the organisation.  This means moving beyond a focus on task and prescription, and providing opportunities for reflective supervision.
Supervision provides a form of accountability between the employer and employee on behalf of the public. 
This includes the duty of employees to keep the line manager informed of all matters of a complex, risky or contentious nature.

3. Equality and Diversity
In accordance with the Equality Act 2010, Manchester City Council is committed to tackling structural and individual discrimination and oppression in the workplace. We have an individual responsibility for developing our cultural knowledge and cultural self-awareness and a collective responsibility to ensure our organisation demonstrates this in our day-to-day practice. The supervision process is a tool which can support this. Supervision must be a safe space for both supervisor and supervisee to explore sensitivities around difference and diversity, to enable challenge and discussion and to become confidently culturally competent.

4. Types of Supervision
This guidance focuses on one-to-one supervision. These are planned meetings, comprising the supervisor and supervisee. They will include discussion about practice issues, professional development and performance.
Other forms of supervision do take place and should be considered in individual teams:
a. Peer supervision
This is where colleagues support each other and is usually a discussion on specific cases. Any decisions made should be recorded on the case record as informal supervision (and ratified with a senior).
b. Group supervision
This can occur, for example, in a home care team, where a supervisor will supervise a number of staff in a group and this will cover discussion of specific cases and how the group work together as a team. Group supervision complements, rather than replaces, one-to-one supervision. It can provide a valuable means of sharing practices, prompting debate and promoting learning.
c. Informal supervision
This occurs in between planned supervision meetings when guidance/advice is required. Any decisions/actions agreed must be recorded on the individual’s case records.
d. Professional supervision / Case supervision 
This occurs on a one-to-one basis, to enable and support quality practice. A key aspect is the review and reflection on practice issues. 
It includes looking at the outcomes of the work and maximising the opportunities for wider learning. 
Where supervision is carried out by a supervisee from a different professional background then this will be supplemented by an additional professional supervision. The frequency and manner of the additional professional supervision should be recorded in the Supervision Agreement. 
e. 	Clinical Supervision
Clinical supervision is about maintaining the professionalism of the staff groups in working with people who use services.
Clinical supervision provides an opportunity for staff to:
·         Reflect on and review their practice
·         Discuss individual cases in depth
.         Change or modify their practice and identify training and continuing development needs


5.Social Work Supervision Standards
The Local Government Association (LGA) published The Standards for Employers of Social Workers in England, on behalf of the Social Work Reform partners. Standard 5 pertains to the Effective and Appropriate Supervision stating;
“Employers should ensure that social workers have regular and appropriate social work supervision”.
All employers should;
· ensure that supervision takes place regularly and lasts for an uninterrupted duration of at least an hour and a half
· make sure that supervision takes place as per frequency stated in section 10.
· ensure that they have a policy in place which governs supervision, allocates the responsibility of policy to PSW or appropriate Senior Manager and is monitored against clear expectations and standards
· promote continuous learning and knowledge sharing through which social workers are encouraged to draw out learning points by reflecting on their own practice in the light of experiences of their peers
· promote the use of supervision as an opportunity for social workers to critically reflect on, and identify their learning needs, using evidence, research and other social work frameworks where appropriate
· actively use the regulator’s professional standards as the basis for supervision, including evaluating capability and identifying development needs, ensuring that social workers are able to draw on and use additional resources such as the professional capabilities framework and knowledge and skills statements to develop their day-to-day practice and skills base
· ensure that supervision supports students and qualified social workers to meet the regulator’s professional standards
· provide regular supervision training for social work supervisors
· assign explicit responsibility for the oversight of appropriate supervision and for issues that arise through supervision
· provide additional professional supervision by a registered social worker for practitioners whose line manager is not a social worker.

In 2015, the Department of Health published the Knowledge and Skills Statement for Social Workers in Adult Services which emphasises, statement 8 - Supervision, critical reflection and analysis, that Social Workers must have access to regular, good quality supervision and understand its importance in providing advice and support. It highlights that Social Workers should make effective use of the opportunity to reflect, test hypotheses, recognise the difference between fact and opinion and demonstrate they understand the role of evidence, intuition and logic in their decision making (see Section 13 - useful links).
In 2018, the Department of Health & Social Care published the Post-qualifying Standards for Social Work Practice Supervisors in Adult Social Care which sets out 8 standards expected to be implemented in practice by Social Workers who provide s supervisory role (see Section 13 - useful links). 
The Professional Capabilities Framework (PCF) which was modified by the British Association of Social Workers (BASW) in 2018, supplements the above standards in prescribing competency expectations at all levels of a Social Worker’s career pathway.

6.	Functions of Supervision 
This section details the features of 4 functions of one-to-one supervision.  
a. Casework discussion and caseload management
· Critically reflective practice – an opportunity to reflect on a piece of work and discuss what happened, what could have been done differently and what has been learned for future practice. 
· Opportunity to explore and develop practice in line with the strengths based model of assessment
· Acknowledgement of good practice.
· Discussion and feedback from observations.
· Looking at the impact of work on the supervisee including professional boundaries.
· Quality of decision-making and case planning.
· Content and quality of recording.
· Review of case numbers and types of cases.
· Feedback on specific cases, actions, changes in needs/support required.
· Financial awareness - quality of assessment and its relation to support planning and allocation of resources
· All safeguarding cases must be discussed and the supervisor updated on progress.
· Risk Management and the promotion of positive risk taking. Managers should be challenging practitioners on risk decisions which have not supported positive risk taking.
· Any serious incidents or deaths must be reported as soon as they occur and action taken recorded.

Safeguarding and supervision
The primary aims of having safeguarding discussions in supervision are to:
· support staff to have the necessary knowledge and skills to identify risk of significant harm and ensure they are supported to take appropriate action.
· allow staff to openly reflect on their own practice; on organisational issues or on multi-disciplinary/partnership working, that may impact on their practice.
· support staff to develop their understanding, skills and approach to working in a strengths-based way
· ensure staff are focussed on enhancing and promoting individual’s wellbeing so that decisions are person-centred and outcome-focussed in accordance with the legislative framework and local policy.
· support staff to take the lead in upholding human rights, seeking consent or acting in the best interests of an individual who may be deemed to lack capacity regarding the safeguarding issue.
· support staff to make positive interventions that prevent deterioration in health and wellbeing. 
· ensure a personalised approach to safeguarding, maximising an individual’s opportunity to determine and realise their desired outcomes.
· support staff to consider the immediate and long-term impact of decisions at each stage of the safeguarding process.
· support staff to clearly articulate and justify their plans, decisions and actions.
· allow staff to discuss openly any emotional impact which a safeguarding issue has had on them. 
· identify any further training or development needs in relation to safeguarding practice.

b. Line Management
It is essential that managers use supervision sessions, alongside team meetings and other group forums, to test practitioners’ understanding and adherence to council policies. 
This can be done by asking specific questions, for example, in determining whether Mr X was eligible, e.g. “What was your evidence?”
This links into performance management:
· Performance – clear feedback from supervisor to recognise strengths and successes and to discuss any issues, e.g. how they will be addressed, and in what timescale.
· Conduct and behaviour issues – to recognise and encourage positive conduct and behaviours and to include issue/s to be addressed, how and in what timescale.
· Information sharing.
· Sickness leave.
· Annual leave/Flexi time/TOIL.
· Relationship with others.

c. Learning and Development
· Evaluating recent learning and development activities and how the learning has been transferred to practice.
· Any areas of learning that need to be reflected back into the organisation, for example, barriers that have emerged which get in the way of working in a strengths based way
· Progress towards objectives set in ‘A different conversation’
· Reviewing Continuing Professional Development; e.g. have learning journals or CPD folders been kept up to date?
· Identifying and exploring any learning and development needs to find the best kinds of opportunities for the supervisee.
· Working towards practice and career development.
· Maintaining professional registration.
· Review of PDP to include:
· Identification of any learning and development needs and how these might be addressed
· How recent learning has been absorbed into practice
· Progress towards the objectives set in the appraisal should be regularly reviewed in supervision

d. Performance Management
Performance issues should be identified during supervision. 
These include praising work done well, encouraging innovative ideas, promoting good practice and identifying talent, and also addressing performance concerns leading to performance management.

7.Roles and Responsibilities
a. Supervisors are expected to provide regular monthly supervision meetings with a target of 10 sessions, but minimum of 8 session and should:
· Be based on a signed supervision agreement for each of their supervisees. (Appendix A)
· Be booked well in advance and only changed in exceptional circumstances which should be documented in the next supervision.
· Be well-structured, with both parties bringing agenda items and with supervisees being notified in advance of anything specific they need to prepare or bring along. The sessions allow both parties to contribute to the agenda.
· Be provided in an appropriate setting and free of interruptions.
· Be inclusive of the roles and functions outlined in the job profile.
· Be focused on organisational priorities and target setting for performance reviews.
· Incorporate professional development discussions based on the professional capabilities framework and/or alternative professional standards.
· Take responsibility to create a safe environment in which areas of difference and diversity can be openly discussed
· Be reflective of the emotional impact of work to ensure safe practice and the wellbeing of the supervisee.
· Be focused on the evidence base for assessment, support planning and decision making.
· Be targeted to identify and address training and development needs to support effective practice.
· Regularly review ‘A different conversation’ objectives.
· Provide opportunities to support critical reflection:
· Allow for the acknowledgement of good practice, and the challenging of poor practice and performance.
· Be accurately and appropriately recorded, agreed by both parties and copied to the individual without delay.
· Make use of the Case Weighting tool if any concerns are raised about caseload or time management or if there is a disparity between supervisor and supervisees view of workload. 
· Attend training on the Case Weighting Tool as required.
· Record when supervisions have taken place using the link - Supervision Audit Form 
· Decisions and Actions should be added to individual case records at, or immediately following, the supervision session. 

b. Supervisees are expected to:
· Sign and adhere to the supervision agreement.
· Prepare for each supervision meeting by reviewing notes from the previous meeting and thinking about the items they want to raise and discuss.
· Notify the supervisor, in good time, of any agenda items which require preparation in advance of the session.
· Adopt a reflective approach and be prepared to critically analyse their own practice, and the impact on customers and the organisation.
· Openly share thoughts and ideas and accept the influence of others to find solutions to issues and reach sound professional judgments.
· Be ready to identify professional development needs, plan and undertake training and other development activities, as agreed with their supervisor.
· Be aware of professional standards, organisational priorities, policies and procedures and how these relate to the supervisee’s own performance.
· Be proactive in bringing to your supervisor's attention any issues or barriers that are getting in the way of you working in an Our Manchester strengths-based way
· Check and agree the supervision notes and follow through and complete any agreed actions against timescales.
· Take responsibility for addressing any aspect of your supervision that you are unhappy with. You should raise this with your supervisor in the first instance to try and resolve. If resolution can’t be found you should bring it to the attention of your Principal Social Worker

8.	Who supervises?
A worker’s immediate line manager is responsible for providing supervision. Social workers who are not managed by a registered social worker need to have additional professional supervision. If a NQSW's line manager is not their identified assessor for the ASYE programme, then supervision will also be provided separately by an identified ASYE assessor, in addition to line management supervision.

9.	Location
The location should be in a quiet room, away from any disruptions and where confidentiality can be maintained. 
Preparation 
Both parties need to come to the session with feedback on agreed actions from the last session and a written agenda with items for the session.
Recording
Decisions and actions need to be recorded by the supervisor and agreed promptly. Recording should be clear and factual, and any decisions made/actions required clearly documented. Individual outcomes relating to specific cases must be recorded in the notes, under the heading (in bold) of Supervision Notes. 
Both parties need to have a record of the supervision session. Where notes are not typed up and agreed at the end of the session, the agreement sent via a returned email with the supervision notes is acceptable.
Supervisors should record when supervisions have taken place using the link.
Supervision Audit

10.Standards of Frequency
All staff should have one-to-one management supervision every 4 - 6 weeks with a yearly target of 10 sessions and a minimum of 8 sessions. The professional and management supervision is likely to be done separately if your line manager isn't a social worker. The regularity of professional supervision, if done separately from management supervision, should be agreed within the supervision agreement
All newly qualified staff should have supervision every week for the first six weeks of their employment, at least fortnightly for the duration of the first six months and a monthly supervision thereafter with a yearly minimum of 10 sessions. 
Part time staff should receive supervision every 4 - 6 weeks, allowing discretion to reduce the time to reflect the worker’s caseload. 
Agency and temporary staff should receive the same frequency of supervision as permanent staff. 
Where a member of staff or the supervisor is on leave, or sick, or on training for any length of time, it may not be possible to maintain agreed frequency. In this case, both parties must agree to meet at the next earliest opportunity and must ensure that the yearly minimum of 8 sessions is maintained. If the yearly minimum of 8 is not maintained then the reason for this should be explained in supervision records.
11. Supervision Records
Any personal issues shared within supervision will be kept strictly confidential, as per standard supervision practice. They will be stored electronically and securely by the supervisor. Retention of supervision records will be maintained as per MCC record retention policy.


Supervision records remain the property of the Council and can be called as evidence as part of any investigation within the directorate or by the professional regulatory body if required. Supervision records will be subject to internal audit.

All supervisors and supervisees should sign a Supervision Agreement (Appendix A), at the start of their first supervision session. This should be reviewed as required, for example after a change of role or after an extended absence, but as a minimum these should be reviewed annually. 
Supervisors should refer to a checklist (Appendix B), to assist the agenda and to ensure all relevant topics are covered. 
All recording should be made on a Supervision Record template (Appendix C). 
Supervisors should record when supervisions have taken place using the link.
Supervision record audit form

12. Appraisal
MLCO’s “A Different Conversation” has replaced previous Appraisal processes. Evidence tells us that regular conversations that focus across a range of priorities are more effective as a performance management tool than annual “appraisal” conversations.  The essentials of ‘A different conversation” are:
· Our wider workforce is integrating and collaborating with each other and our partners.
· We are building trust and forming new relationships with each other.
· Our people feel listened to and able to contribute ideas to improvements and innovation.
· We are co-creating workplace happiness and well-being.

The ‘A different conversation’ is comprised of 6 sets of I Statements that aims to guide you through a conversation around your well-being, what is important to you and how you would like to develop.  These sessions should take a longer-term view of an employee and their performance and professional development and identify objectives to be worked towards during the following year, and how these are going to be met. Supervision sessions should inform these discussions.

13. Audit and monitoring
Supervision will be audited and monitored regularly to ensure frequency and high quality. Data on supervision frequency will be provided from the completed returns on the supervision audit form. This will be reviewed on a quarterly basis. Audits on the quality of supervision will incorporate supervisee’s feedback, spot checks of supervision records and direct observations in practice.

1. Policy review every 12months or ad hoc in the instance of significant change required
2. Supervisors are required to complete a Supervision record audit form after each supervision session.

14.	Useful Links 
1 https://www.manchesterappp.co.uk/

2) Local Government Association Standards: Standards for employers of social workers in England (Accessed Nov 2020).
LGA Employer Social Work Standards
3) Department of Health: Knowledge and Skills Statement for Social Workers in Adult Services (Accessed Nov 2020).
KSS for adult social workers
4) Department of Health & Social Care: Post Qualifying Standards for Social Work Practice Supervisors in Adult Social Care (Accessed Nov 2020) 
Post Qualifying Standards for Supervisors
5) Social Work England: Professional Standards (Accessed Nov 2020) - SW England Professional Standards
6) Skills for Care: Effective Supervision in Adult Social Care (Accessed Nov 2020) - SfC Effective Supervision

15.	Acknowledgment: 
Tri-borough Adult Social Care Supervision Policy 2014 – Access via Skills for Care at: (http://www.skillsforcare.org.uk/Document-library/Social-work/CPD/Useful-resources/Supervision-policy.pdf )
https://www.sarum.ac.uk/wp-content/uploads/2015/01/Difference-and-Diversity-in-Supervision.pdf
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