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Appendix 1 

Individual Supervision Agreement
This agreement is valid from the date signed for one year and must be reviewed and agreed annually.

Supervisee Name:					Job Title: 					
Supervisor Name: 					Job Title:	

Supervision is undertaken in accordance with Falkirk Social Work Services Supervision Framework. This will be planned to achieve a balance between online and face to face sessions.  Supervision records will be stored electronically on MyView in My Team’s Documents. Select the tab Confidential 1:1 / Filenotes using the approved title format: NAME, EMPLOYEE NUMBER, DATE, SUPERVSION RECORD and will be password protected.  

Supervisees should be given assurance that their conversations/disclosures within supervision will remain private and will not be discussed with any other staff and, only with other managers, if there is a clear reason/ rationale to do so.

If the supervisor believes there is a requirement to share information with a senior manager, the reasons for this will be fully explained to the supervisee. For example, this may relate to a protection concern/ duty of care/ misconduct issue/duty of candour.

	Purpose
	Supervisor Responsibility
	Supervisees

	To reflect on the supervisee’s progress and practice in their role, together with their workload and professional relationships. 
There should be a balance of Management, Development, Support and Reflection.
Supervision should include an opportunity to discuss supervisee wellbeing, resilience.
	Plan regular supervision
Provide a private space that is free from interruptions
Be supportive, kind and facilitate reflective discussion.
Provide and store record of supervision.
	Attend supervision regularly, on time and actively participate.
Bring agenda items and be prepared for reflective discussion.
Review, agree and sign supervision record. 



Please refer to guidance section on Individual Supervision Agreement, page 11.

	Employee Signature:
	
	Date:
	

	Supervisor Signature:
		
	Date:
	

	Date to be Reviewed:
	


   


Appendix 2
Supervision Frequency

	Supervision frequency/
Post and experience
	First 6 weeks of employment
	Up to 6 months of employment
	After 6 months of employment
	Duration

	Newly Qualified Social workers and Occupational Therapists
	weekly
	fortnightly
	monthly
	1.5hrs

	Newly appointed, promoted staff and staff returning from extended leave
	Weekly / fortnightly *
	
	monthly
	1.5hrs

	Experienced staff including agency staff
	

	
	4-6 weekly
	1.5hrs

	Line Managers/supervisors
	
	
	4 -6 weekly
	1.5hrs

	Senior Managers
	
	
	4 -6 weekly
	1.5hrs

	Care Home Practitioners and Managers
	
	
	6-8 weekly
	

	Care & Support at Home workers
	Group and individual arrangements as specified by the Service
	
	6 monthly after observation of practice

	

	Workforce Development staff
	fortnightly
	monthly
	4 -6 weekly
	 1.5 hrs


*Dependent upon role and responsibilities. 

These are the minimum standards. 

Part time staff should receive supervision on a pro rata basis; however, consideration must be given to the supervisee workload when agreeing frequency and duration. 

This timeframe should be reviewed regularly.


Appendix 3

Supervision Agenda

The following suggested agenda provides a framework to help supervisors and supervisees to structure their discussions. These should be adjusted to meet the requirements of your service or the role of the supervisee. 
Agree agenda items at the beginning of the meeting or prior to the meeting.

Check out how the member of staff is feeling. Allocate specific time to focus on wellbeing and resilience. Supervision should reflect Good Conversation principles e.g. establishing what really matters and underpinned by active listening.

Review the previous supervision notes, tasks and actions. Revise, agree new targets as required.
Managing performance and workload update – review tasks, objectives and targets. Reflection and analysis of any specific pieces of work, particularly in identified complex areas of work. Revise and agree new targets, as required.

Cases – record held on a separate form and placed in service users case record (Appendix 5 supervision case record template)

Learning and development needs.

Annual leave. 

Personnel or employment issues including sickness absence, special leave, disciplinary, grievance, capability, equality.

Professional Body registration and renewal, with and without conditions.

Regulatory or service standards.

Health and safety.

Budgets and finance issues relevant to the service / team / section/ tasks.

Any other business.

Date of the next meeting.

For some supervisees, particularly managers, the following may also be relevant areas for discussion: 
	Corporate and developmental strategic plans
Business plans
Budget / finance
Management of information and performance indicators
Staffing or rota issues
Complaints and investigations
Recruitment
	Staff performance and development reviews
Agree setting targets and timescales for completion of work
Monitoring work performance
Individual and team morale and motivation
Discussion re project or task groups
Stakeholder and partnership issues



                                                                                                                                                        
             


Appendix 4

Staff Supervision Record

This record must be completed during each supervision session.  The contents should be checked by both supervisor and supervisee following the session and signed by both

	Name of Supervisee
	

	Job Title
	

	Name of Supervisor
	

	Job Title
	

	Date of Supervision Session
	
	Location
	

	[bookmark: _Hlk191890008]Start Time
	
	Finish Time
	

	Date of Last Supervision Session
	

	If Supervision is later than agreed previously, state why?
	

	Sickness absence since last Supervision
	

	Holiday / or any other leave since last Supervision
	

	Professional Body Registration Start/Renewal due date:

	


	Any Conditions e.g. SSSC & HCPC


	


	Date of Good Conversation Annual Development and Performance Review and follow up Action Review dates
	
	Action 
Review date


	




POTENTIAL AGENDA ITEMS FOR SUPERVISION - only some of these items will be relevant depending on the employee’s post and remit. Toggle the boxes on the left to indicate what should be included in the agenda. 
☐	Review of tasks/actions from previous supervision                              		
☐	Key work planning/management                                                          
☐	Continuous Professional Development/Training
☐	Celebrating Success/Achievements                                                                      
☐	Team issues                                                                                         
☐	Practice issues                                                                                    
☐	Health & Safety
☐	HR issues
☐	Budget/Finance issues
☐	Annual Leave                                                                        
☐	AOCB (list)                                                                                                                  


	Agenda Item

	Main Discussion Points 
	Actions (by whom) and Timescale

	
	
	

	
	
	

	
	
	



Additional notes / areas to be discussed at next Supervision Session:





	Employee Signature:
	

	Supervisor Signature:
	

	Date of next Supervision Session:
	


               
             


Appendix 5 

Supervision Record in relation to individual Child or Adult

Case discussion and decision will be recorded in service user files.

Name of Child/Adult:
Name of Supervisee:
Name of Supervisor:
Date discussed:

	Summary of discussion
Reference should be made to outcomes focused practice
	Agreed actions
Reference should be made to any specific outcomes

	



	

	



	

	



	








                                                                                                                                   


Appendix 6

Preparing for group supervision[footnoteRef:1] [1:  Supervision Learning Resource – Scottish Social Services Council (SSSC, 2016)] 


Group supervision is not a substitute for individual supervision. It is a supplement to the one-to-one session you may have on a regular, if not frequent, basis and can be a useful way to achieve important connections with your colleagues. Group supervision will often be facilitated by a manager/supervisor, although the extent to which they will lead the group will vary.

Group supervision has a number of forms, and it is very important before anyone participates, they understand and agree with the arrangements for creating a safe and useful environment for the group to do its work. 
This information is intended to help you think about your own participation in group supervision, so you can make the most of the opportunity. 

Reflect on the questions below.

What would your best hopes be for a supervision group? How could you benefit from participating in one?

What could you do to help others benefit from the supervision group?

What could the facilitating manager/supervisor do to help everyone benefit from the supervision group?

Which of the following activities would you like the group supervision to include?
	Being able to share ideas about working with people using services with others who do a similar job to you.
Being able to talk to others about the impact of the work on you.
Being able to compare your experiences of the organisation with your colleagues.
Being able to help others with problem solving or generating ideas.
	Hearing from your manager/supervisor – expectations and feedback.
Hearing from people who can help you learn and improve your practice.
Being able to raise issues about the work you do and discuss how to resolve or manage them.
Being able to feed back to the organisation about what is working well and what is not.



Which of the following outcomes would you like group supervision to have?
	Feeling connected to the wider team.
Feeling that your work is noticed, understood and appreciated.
Being clear about what you are doing and how you are doing it.
Knowing that you are working in the right ways.
	Understanding what the organisation expects of you.
Feeling that your concerns have been heard.
Being clear about what actions will be taken by others.
Understanding the wider context of the work you do, and its impact on you and the people you work with.
Feeling like you’ve had a breathing space.






Appendix 7

Measuring Impact and Outcomes - Group Supervision Template

Each supervision session will be formally recorded and held as supervision record by line manager, case discussion and decision will be recorded in service user files 

	Service/Team:

	Date and Time:

	Supervisor/Group Facilitator:

	Staff present
	


	Agenda (Include Plan for Session and Outline of Group Learning Methods)
For Example:
Reflective Practice Discussion
Learning and Development
Staff Safety/Welfare



Review of Previous Session – Decisions, Actions and Progress Made
	Issues Noted:
	Actions Agreed:
	Outcome:

	
	
	

	
	
	

	Key Information Shared:



Practice/Service Discussion
	Issues Noted:
	Outcome:
	Actions Agreed:
	Outcome:

	
	
	
	

	
	
	
	



Date of Next Session:
      
       


Appendix 8 

Gathering Professional Practice Supervision Feedback

In promoting best practice regarding quality assurance, Supervisors should seek feedback from those whom they supervise at least annually. 

A proposed/ suggested method for gathering feedback from practitioners is the: 
STOP / START / CONTINUE model. 

The Supervisor should consider, when asking practitioners to participate in this evaluation, the option of guaranteeing anonymity of responses. This could allow for an honest, constructively critical review of the supervisor’s knowledge and skills in carrying out the supervision process. This would require identifying someone, (possibly a member of admin staff not directly line managed by the Supervisor), to gather in the feedback forms and to collate all responses by typing these on to one master form. Confidentiality protocols would apply to responses provided and the sensitivity of this information. 

The collated master form would then be simultaneously e-mailed to the Supervisor and their line manager/supervisor. This information would then be reviewed and discussed within the Supervisor’s next planned supervision session with their line manager to seek to improve and enhance their supervisory knowledge and skills. 

Supervision Feedback Sheet 
A key principle of effective management is that: 



Each level of management should add value to the one below with the above key principle in mind:
	Is there anything (insert name of Supervisor) could STOP doing that would assist you in your role?



	Is there anything (insert name of Supervisor) could START doing that would assist you in your role?



	Is there anything (insert name of Supervisor) should CONTINUE doing that assists you in your role?
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Appendix 9

	DATE
	TOPIC
	MEASURES
	METHOD
	OUTCOME

	
	 
 

PROCESS
	Number/percentage of supervisory agreements that have all information complete.
Frequency
Number/percentage of changes to supervision resulting from workload/staffing
Number/percentage of available supervisors
	
Annual 10% sample audit of Supervision Agreements
Annual review of central and local team supervision attendance records
	

	
	 
 
 
EXPERIENCE
	Supervisee feedback:
Value of supervision on reflective practice, learning and development
Access and inclusivity
Wellbeing

Supervisor feedback:
Engagement levels of supervisee
Practice, knowledge and skill development.
Value of supervision on reflective practice, learning and development
Wellbeing
	

Employees Supervision Evaluation
Group Supervision peer Observation
	

	
	 
 IMPACT
	Recruitment/retention rates
Sickness/absence rates
Complaints
Staff exit interview themes.
	6 monthly/
annual reviews of data
	


Monitoring and Quality Assurance Reporting Template
[bookmark: _Hlk210144740]
NAME: 										JOB TITLE: 

SIGNATURE: 


Appendix 10 
Supervision Monitoring Log

	Staff Member Name
	Scheduled Date
	Face to Face or Online
	Took place Yes/No
	Reason if did not take place
	Rescheduled Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



NAME: 										JOB TITLE: 

SIGNATURE: 									DATE:
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