Supervision Policy & Procedure TAccessiu.

Purpose

The purpose of this policy is set out how supervision will be delivered for staff. The policy explains

the requirements and processes for supervision whether you are a supervisor or a supervisee. The

overall purpose of supervision is to maintain or improve the quality of our services and achieve

satisfactory outcomes for our clients.

Responsibilities and delegations

This policy applies to

CEO, Managers, Staff and Volunteers

Specific responsibilities

Policy approval

CEO

Policy context — this policy relates to:

Standards NDIS Practice Standards
Legislation e  NDIS Act (Cth)
e Fair Work Act 2019 (Cth)

Sex and Age Discrimination Legislation Amendment Act 2011
Equal Opportunity Act 1984 (SA)

Contractual obligations

NDIS Provider Registration

Organisation policies

e  Governance Policy

e Leadership Continuity and Accountability

e  Delegations of Authority

e  Position Descriptions

e  NDIS Code of Conduct

e  Grievance Procedure

e  Anti Bullying, Harassment and Discrimination Policy

Forms, record keeping, other
documents

e  Supervision Template

e  Supervision Agreement

e Supervision Schedule

e  Staff performance agreement

e  Performance management consultation record
e  Performance management self-assessment form
e Staff Skills Audit

Access4u: Supervision Policy & Procedure

Document Code: A4USP v2 18012021
Document Owner: CEO
Uncontrolled when printed.

Date current version released: September
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Next Review Date: September 2027

Current version can be obtained from Access4u O drive
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Introduction

Effective staff supervision is a key process within Access4u.

This document provides staff with a policy and procedure for a consistent and thorough approach to
supervision across the service. It describes the intended purposes and outcomes of staff supervision
and contains practice standards that are to be followed by all staff.

This policy draws on experience and research findings from various studies which examined staff
suggestions and ideas for improving supervision within their organisation. These research findings
suggest that a more uniformed approach is required in order to provide effective supervision and
supervision outcomes, for staff and for clients.

The aim of this policy is to develop a culture where supervision is experienced by everyone as a valued
activity - an activity that supports and develops staff, ensures clarity, service issues and objectives;
and leads to better outcomes for our clients.

Background & Context

Effective supervision is a core component of managing for performance in Access4u which strengthens
the ability of supervision to assess the quality of work and related development needs on an ongoing
basis. Supervision helps to ensure that we are fulfilling our statutory duties and responsibilities as an
agency; providing a high quality service to children and families in the community sector; and meeting
the commitments set out in the NDIS Practice Standards. Supervision forges a line of accountability
between the client, the employee and the organisation.

For supervision to add value it needs to ensure that both supervisors and supervisees across the whole
organisation are clear about their roles, responsibilities and accountabilities. An effective supervision
system has benefits for clients because it has a direct impact on the quality of the work we undertake
and is therefore able to contribute to better outcomes for young people and families. For our staff it
needs to enhance professional development and provide support in managing the complex demands
of work.

According to Cafcass, and developed by Tony Morrison there are four functions of supervision —
Management, Development, Supportive and Mediation.

Aims of Supervision

The aims of supervision can be examined through these four functions of Supervision:

The Management Function
The Development Function
The Supportive Function

P WNR

The Mediation Function
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1. The Management Function

Policies, procedures and operational instructions are understood and followed
Roles and responsibilities are clear and understood

Staff are clear about their own and their line manager’s accountability

Time management expectations are clear

2. The Development Function

To assist with continuous learning

Ability to reflect on the work being done and learn constructively from significant work
experiences

Awareness of individual learning styles and possible blocks to learning

Regular and constructive performance feedback

Assessment of training and development needs and how they can be met

3. The Supportive Function

Providing a safe climate in which to consider and monitor the emotional
and personal impact of the work with regard to well-being

Responding to situations where staff are subject to physical,
psychological or discriminatory abuse from clients or colleagues
Assisting in the resolution of work-related conflict.

4. The Mediation Function

Engaging the individual with the organisation (and vice versa) through:
Communication of resource deficits and their implications to line management
Communicating the needs and concerns of staff to management

Contributing to the development of policy and practice

Consultation and briefing about organisational change and development
Involvement of staff in decision making as appropriate

Facilitating professional relationships with other agencies.

Key Principles

o The best interests of the employee are at the heart of the supervision

e Supervision is a shared responsibility

e Supervision is based on negotiated agreement

e Supervision is regular with minimal interruptions

e Supervision involves the four functions: management, development, mediation and support

e Supervision promotes anti-discriminatory practice

e Supervision is based on an understanding of how adults learn
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Method

Although many of the aims and purposes of staff supervision are achieved through informal or ad hoc
day-to-day contact and interaction between supervisors and supervisees, all staff and supervisors are
required to hold regular formal supervision meetings, where proper attention can be given to the four
functions of supervision.

Both supervisors and supervisees have the responsibility of seeing that supervision is constructive,
and that appropriate issues are brought for discussion. Both also have a responsibility to see that
agreements reached are carried out, and their outcomes monitored in subsequent sessions. (“Good
Practice in Supervision®, J Pritchard).

The standard frequency of formal supervision meetings for all staff at all levels throughout the
organisation is Bi-Monthly.

In the event of unplanned absence from work of more than eight weeks by any supervisor, the relevant
manager is responsible for ensuring that clear alternative supervision arrangements are made for the
staff members affected.

If supervision sessions are cancelled, another date/time will be booked as soon as possible.
Record Keeping

Issues discussed at each supervision meeting and any action agreed should be briefly recorded on the
form provided using the template (Appendix One). A detailed write-up of the discussions is not
expected. The primary reason for recording supervision meetings is to provide those involved with a
reminder of:

e each of the subjects covered in the meeting
e discussions and actions (by whom and when)
e evidence and reasons leading to discussions and actions

Supervisors and supervisees will each keep a supervision file, containing their own copies of the notes
made at each supervision meeting. These files will be open to the supervisor’s line manager or CEO
for the purpose of monitoring supervision practice.

For staff who are responsible for maintaining case files, it is expected that their supervisor will see and
sign off those records regularly. The Case Audit Form should be used for this purpose. Files should be
audited yearly.

Written Supervision Agreement

Following discussion with the supervisee of the aims and purposes, rights and responsibilities and
practice standards set out in this document, the supervisor and supervisee will create jointly a written
supervision agreement, using the template (Appendix Two).

The purpose of the supervision agreement is to form the basis of an agreed framework for individual
supervision. ldeally, the supervisor should explore the following items with supervisees prior to the
contract being signed:

Page 5 of 13



Supervision Policy & Procedure TAccessiu.

Rights

A clear understanding of the functions(aims) of supervision is agreed upon (e.g., supervision
is about support but it is also about organisational accountability, client focused, and may
include challenge for developmental purposes)

Responsibilities for providing and receiving supervision —commitment is gained to the process
— it is not negotiable

An understanding of supervisees supervision history is explored (what has worked in the past
and what has not, when did the supervisee experience good supervision, what can the
supervisor offer in this relationship)

Where possible an understanding of the supervises perceived strengths and development
opportunities is identified at the onset

Confidentiality is explained in terms of organisational and client accountability (e.g.,
supervision is not a process for discussing personal issues with other staff, management or
the organisation. This would be referred to the line manager or dealt with according to
organisational policy and procedure)

of Supervisees

To receive effective and sensitive supervision

To be treated in an anti-discriminatory manner

To have own feelings and opinions

To be treated as an adult

To disagree

To learn from mistakes, to be unsure or not to know
To be listened to

To be briefed about changes

To have experience and contribution acknowledged
To participate in problem solving, not just to be told what to do
To reflect, think through and explore options

To supervision with few — if any interruptions

Responsibilities of Supervisors and Supervisees

To share responsibility for making supervision work

To accept the mandate to be supervised/accountable (supervisee)
To negotiate a supervisory contract

To attend regularly and on time

To have an agenda and participate actively

To be open and share information

To seek and use guidance and knowledge appropriately

To promote anti-discriminatory practice and behaviour

To take responsibility for own feelings

To work towards achieving agreed action plans
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e Toinform supervisor/supervisee of plans cannot be achieved
e To promote the best interests of the service users

e To accept responsibility for own performance (supervisee)

e To be active in the pursuit of own development (supervisee)
e To be clear and honest in seeking assistance

e To be responsible for own learning (supervisee)

e To give and accept constructive feedback

e To identify own potential (supervisee)

Confidentiality

It is important for staff to be comfortable in discussing all aspects of their work. To encourage this,
there needs to be clarity as to what will happen to information discussed. The supervisor must clarify
this with all employees.

As a general rule, information shared within supervision will be treated as confidential in that it should
be handled with sensitivity, and only shared on a ‘need to know’ basis. In most circumstances this will
be clear to both parties, but its practical application will depend on developing trust and partnership
between supervisor and supervisee. What is not confidential are matters related to performance
management or issues pertaining to organisational policies and procedures. Such matters will be
brought to the attention of line managers.

Appraisal and Supervision

In addition to Supervision, all employees will participate in a Performance Development Review & Plan
process at least once a year. Supervision is an ongoing dialogue to develop an understanding of roles
and responsibilities as well as professional and personal goals. Appraisal is a periodic review of
achievements and progress.
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APPENDIX One: Supervision Template

Supervisor:

Supervisee:

Date:

DOMAIN

DISCUSSIONS

FOLLOW UP

TIMELINE

Follow up from previous session:

e General feelings about specific role -

Clients

e General
e Specific issues
e Barriers to engagement
e Caseplan
1. goals
2. actions

Workload
e Concerns
e Amount
e Duties
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DOMAIN

DISCUSSIONS

FOLLOW UP

TIMELINE

Team Work

e Participation
e Function

Professional Development

e Training needs

e Career development
opportunities

e Mandatory

Case Noting
e Content
e Quality

Organisational

e Policy & Procedures,
e Spreadsheets

e NDIS Portal
Self-Care
e |eave

e Protective behaviours

e Support
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DOMAIN DISCUSSIONS FOLLOW UP TIMELINE

Successful Outcomes

Other Business

Agreed Date: / /2021 Next supervision: Agenda:
Supervisor: Sign: Date:
Supervisee : Sign:
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APPENDIX Two: Supervision Agreement

1. Formal supervision will take place at least once in every eight-week period. Additional

supervision sessions may be requested at the discretion of either party.
2. The supervision dates (at least two) will be fixed in advance at a mutually agreed time.

3. Both parties will honour the appointments made in advance. If cancellation is necessary,

an alternative date will be agreed upon.

4, Supervision notes will be prepared by the supervisor recording the items discussed and

actions agreed; both parties will sign these notes.

5. Formal supervision sessions will not preclude opportunities for informal discussion on

matters of importance that arise from day to day.

6. The purpose of the formal supervision session will be to assist the staff to fulfil the
responsibilities and tasks of their position. Each session must include the following
agenda items: Feedback and review of supervision, caseload review, Case File review,
review of practice, any issues arising from day to day practice and staff
training/development. Staff will attend Supervision prepared and with two Case Files for

Case Discussion.

7. The contents of supervision will remain confidential unless there are concerns with a
supervisee’s practice, public safety, a breach of code of conduct, policy or criminal
activity. Any personal issues discussed during supervision will be treated as confidential,
unless such disclosures directly affect the work/client situation. In some cases, this may

necessitate a three way meeting with the Manager.

8. Supervision records are the property of Access4u and should be available for Manager’s

and CEO examination when requested.

9. The model for supervision is based around the four functions of supervision as a

framework for directing the process as explained by my Supervisor.
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Explored strengths and development opportunities for the Supervisee.

Supervisees past experiences with supervision (note: good and bad experiences)

This agreement is subject to revision at any time upon request by either Supervisor or
Supervisee.

Supervisor

Name Signature Date

Supervisee

Name Signature Date
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APPENDIX Three: Supervision Schedule

Supervisee

Planned Date

Session
Held

Yes/No

Reason for
Cancellation

Comments

Reason for cancellation Code

Supervisor Sick A

Supervisor at another meeting B

Annual Leave C
Supervisee Sick D

Supervisee at another meeting E
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