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Supervision Guidelines

Bath and North East Somerset Youth Service is committed to providing an effective and well-managed service.  It is therefore the responsibility of all its managers to ensure that staff and volunteers are regularly supervised.
The purpose of supervision is:-

· To provide a regular space for staff/volunteers to reflect upon their work and work plans (current and future)

· To monitor progress towards the unit, service and directorate’s development plans

· To develop understanding and skills within your work

· To receive feedback on content and process

· To be praised or constructively challenged as appropriate

· To clarify priorities

· To monitor work performances and improve practice

· To recognise and resolve potential and existing problems

· To discuss how outside factors are affecting work

· To plan and use personal and professional resources better

· To be pro-active rather than reactive

· To ensure quality of the work

Range of Supervision

Although formal supervision is usually carried out by the line manager with an individual employee on a one to one basis, sessions may take place with two people who are job-sharing or groups of colleagues from the same team.

Peer Support

Supervision and support can be given by a Colleague as part of a package of   support it should not replace formal Supervision from the line manager.  It should be recorded on timesheets and agreed and signed off by the line manager.   
What is Supervision?
Supervision is a regular face to face, uninterrupted meeting between a named supervisor and supervisee, provided at a time and date that is suitable for all parties, which should be agreed in advance.  Supervision should support, direct and monitor the work of the supervisee enabling and empowering professional and personal development.

Who should have supervision and how often?

Supervision should be regular, that is:

· Full-time staff are required to have supervision every 4-6 weeks and should have at least 6 sessions per year, plus one annual appraisal

· Part-time staff are required to have supervision every 3 months and should have at least 3 sessions per year, plus one annual appraisal

· Volunteer staff will be treated the same as part-time staff

· If learning supervision is being provided as part of a training course this should be extra to normal supervision.

All supervisors should (ideally) have more knowledge/experience than their supervisee.  It is important to ensure that all supervisors are suitably qualified and trained to carry out supervision.

Attendance at supervision sessions

All staff are expected to attend supervision sessions, and have approximately 8 hours each year (6 hours maximum for supervision and 2 hours maximum for appraisal).  This time should be recorded by the supervisee, and signed off by their line manager (if required).
Support for the supervisor

Supervisors will be supported by their own line manager via the supervision process.  Training will be offered to all staff who act in the role of a supervisor via a request through the annual appraisal scheme, or as part of the training package available.
Recording supervision sessions
Agreed notes, including actions, should be kept of all sessions using the appropriate Supervision Record Sheet, signed off by both parties.  Notes should be made by the supervisor.  All notes should be kept in a secure place and kept during the current reporting year plus one year, in confidence.
If there are issues you will need to keep the notes until such time as the issues have gone or the team member has left the team.  When the member of staff/volunteer leaves any information should be transferred to the person’s personnel file (this may be compiled notes as oppose to actual notes from the supervision session). These notes can be used for references that are requested by the individuals.

There may be times when information shared during supervision may need to be shared with a third party, if this is the case the supervisee must be informed first.  This could link to the disciplinary procedure.  Further information is available from Corporate HR or on the intranet, or from your line manager.  
Supervision Agreement

During the first meeting the supervisor, usually your line manager, will go through the supervision toolkit, explaining the purpose of supervision.

1. We will meet at least ______ times per year, once every ______ weeks for a supervision session of between ______ and ______ hours.  If there is a need to meet outside of the agreed time to discuss work related issues this should be agreed by both parties as required.

2. All appointments should be made at a time and date that is suitable for both parties and should be decided at the end of each session, or they may be agreed in advance (up to one year).

3. If arrangements need to be changed it is the responsibility of the person making the change to notify the other person, giving them as much notice as possible, and then to re-arrange the date, in accordance with Point 2.

4. The supervisor will arrange a private/quiet space for the meeting ensuring that there are no interruptions.  Although usually this will be an individual one to one meeting, sessions may take place with job-share colleagues and/or colleagues from the same team.

5. Agreed notes, including actions, should be kept of all sessions, using the appropriate form, signed off by both parties.  All notes should be kept in a secure place and kept for the current reporting year plus one year, in confidence where appropriate.  If information/notes are to be shared the supervisee must be informed first.

6. It may be useful to have standard agenda items to ensure all relevant areas are covered.  However, the supervisee should be asked to list any items first and the final agenda should contain a mixture of both, agreed at the beginning of the session.

7. All staff are expected to attend supervision sessions.  Part-time Youth Support Workers have approximately 8 hours each year for supervision/appraisal.  This time should be recorded by the supervisee and signed off by their line manager.
The supervisor should fill in the information sheet and the spaces in Point 1 above, both parties should then read the above points and sign below.

I have read, understood and agree with the guidelines set out by Bath and North Somerset Youth Service.

Signature of supervisor ____________________________  Date ____________

Signature of supervisee ____________________________  Date ____________

Supervision Agreement Information Sheet
(to be completed when a member of staff/volunteer starts)

	Name of supervisor
	

	Name of supervisee
	

	Name of project
	

	Line manager
	

	Job title of supervisee
	

	Additional job details
	

	Working days – times, hours
	

	Agreed supervision contact times
	

	Sessions per year
	

	Contact number(s) for supervisee
	

	Best times to contact
	

	Any other considerations?
	


Bath and North East Somerset Youth Service
Supervision Record Sheet

	Date
	Time
	Venue

	Supervisor’s 

Name
	Supervisee’s 

Name


	Agenda items 

	1.

2.

3.

4.
	5.

6.

7.

8.

	Discussion Points
	Action
	By when

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	


	Discussion Points
	Action
	By when

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	
	Please arrange the date of next meeting and record it here  - 
	


	I confirm the above is an accurate record of the meeting

	Signed
	Date

	Signed
	Date


	Items that may need to be discussed:

	Emotional wellbeing/feelings
Budgets – petty cash/stock takes etc
  
Work completed, review and evaluation

Health & Safety issues



Equality of opportunity/child protection (safeguarding) issues
  

Training completed and resulting work
 

Accreditation/Recorded Outcomes

Time Off In Lieu (TOIL), sickness, annual leave

Staff Meetings

Work priorities/programme planning
	Youth Service development plan/unit plans and targets

Training/development requests

Personal issues

Building Management issues

Face to face youth work

Management of staff/volunteers

Systems and Policies

Workforce development

Administration tasks

	Taking a balanced approach to supervision



	Supervision session should include:




The aim of supervision is to take a balanced approach that takes into account work tasks, goals, work performance and development as well as personal issues that affect work.
However there is an aspect of the person’s personal world that normally remains outside supervision – the private aspect.  Although supervision calls on many of the person-focused skills of counselling, such as active listening and demonstrating empathy, it is emphatically not the same thing.  If the private keeps intruding into supervision, we may need to consider a referral for counselling in order to maintain clarity and boundaries.
Staff Counselling

This support is available for staff via the employee assistance programme 24/7 advice, support and telephone counselling service for staff run by PPC (Positive People Company).  PPC can be contacted on 0800 282193 or at www.ppcworldwide.com.  Although this is a confidential service, staff names may be identified when the invoices are processed for this service so please advise staff that for a complete confidentiality that may need to go through their own General Practitioner.
Professional Development Journal
Optional – this can be used by the supervisee to reflect upon youth work practice, to bring to supervision to aid discussion
	Date:

Time:

Venue:

Description:




	Feelings and thoughts:



	Evaluation:

What was good and bad about the experience?



	Analysis:

What sense can you make of the situation?  Why did it happen?



	Conclusion:

What else could you have done?  What else could the team have done?



	Action Plan:

If the situation arose again what would you do?  Is there anywhere else you need to take the issues (eg supervision, team meeting)?




Appendix 1
EDICT – a supervision process model

Models to describe how processes work have been around for a long time.  They vary from the very thorough and complex, with upwards of 40 steps, to the basic and general.

IDT’s model of the supervision process is EDICT.  It is possible to describe a completely functional and positive supervision session in terms of EDICT, so it serves as a model of good practice which we can refer back to if things are not going quite as we would wish them to.

As with all IDT’s models and techniques, EDICT has been designed for real-time application – simple enough to call on during supervision, while capable of the insight and depth to offer worthwhile value.

















Although the process is linear, following though in order from Entry to Transition during a supervision session, it is also a reality that one phase might be happening alongside another.

For example, while there is an emphasis on Entry early in the session, Entry issues (this is, developing and supporting the relationship) need to be taken care of throughout.  If constant awareness of Entry is not maintained, it is very easy accidentally to undermine the relationship by, perhaps, making a suggestion or giving advice in Input in a way that is inappropriate for the particular supervisee.
Diagnosis



*Minimal encouragers = nods, posture shifts, and non-verbal vocalisations that demonstrate attentiveness and encourage the supervisee to continue talking.

Diagnosis practicals

On the training, there are two Diagnosis practical sessions in the small groups.

The first, Work-Related Diagnosis, provides an opportunity for everyone to practice, in the Supervisor role, using 3LT to inform themselves about their supervisee’s Hilltop perspective around their job.

The second practical, Diagnosing a real working issue, uses that knowledge of the role as a background to diagnosing a real working issue.

Both of these practicals are designed to highlight the importance of Diagnosis.  For many people – maybe even most people – the desire to resolve problems often means that diagnosis is inadequate.  By deliberately postponing solutions, the point is made that spending time and attention on Diagnosis pays dividends; the eventual Input is far more likely to address a cause rather than a symptom, and to tie in with the supervisee’s own values and attitudes.

Hilltops

Hilltops is a way of describing differences and similarities.

Throughout life, each person’s development is influenced by many factors.  Although everyone has most of these and other ingredients in their background, the particulars of each ingredient will be different for each individual.

This mound of background material is the Hilltop from which each person experiences and deals with the people and situations around them, and simultaneously proclaims by their behaviour who they are.

At the core of the Hilltop lie the attitudes, values and beliefs that are dynamically formed from this constantly-changing set of influences.

       (


(
Any relationship is founded on common ground in the two Hilltops.  If the building of a relationship is vital – as in supervision – it can be a matter of searching for a piece of common ground which, however small, can be used as a basis for growing a productive relationship.

Relevance of Hilltops to supervision

In Diagnosis, the supervisor’s purpose is to aim for an understanding of the issue under discussion which takes into account the supervisee’s Hilltop perspective, which might be very different to the supervisor’s own.

When one person processes and understands the things someone else is telling them through their own Hilltop alone, the result if assumption and judgement.  The concept of Hilltops can be a useful aid to an understanding of whose perspective is predominant in supervision, and so avoid these negative outcomes as far as possible.








Personal issues affecting work





Private life








Private life llilifelifelife








Work


Tasks


Goals


Priorities








Work


Performance


Development














EDICT


The supervision process model





Getting in


Preparing for a supervision session.  Building a working relationship with your supervisee.





Entry





Finding out


Exploring and assessing relevant information about the supervisee and their current situation.





Diagnosis





Designing change


Looking at potential solutions and ways of bringing about change, based on a thorough understanding.





Input





Reaching agreement


Bolting down and clarifying what has been agreed, what will happen next, and agreeing timescales.





Contracting





Moving forward


Ending the session, ensuring the supervisee feels supported as a person and as a worker.





Transition














Listening skills –


Attending


Supervisor’s body language and posture





Following skills – 


Open questions


Awareness of supervisee’s body language


Minimal encouragers*


Attentive silences





Clarifying skills – 


Paraphrasing


Reflecting feelings


Reflecting meaning


Summarising








Diagnosis Skills





                              Friends


                  Family


		                   Parents


           Ethnicity


                                                    Faith


         Culture


                                                  Genes


    Gender


                                                          


  Life experience                               Common


                                                           Ground


                              Education





Values





Attitudes





Beliefs





Implications of Hilltops

















Our Hilltop determines our responses…


how we see things


how we view others


how we interpret events


what is important to us


what is relevant to us





Our Hilltop determines out behaviour…


how we form relationships


how we tackle issues


our predominant style





So…


People see the same thing in very different ways


We all believe that what we experience is true


What we experience is true, but partial
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