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Performance Management and Supervision Good Practice Guidelines for Line Managers and NCDN Staff

Planning before supervision

Planning by both line manager and the person receiving supervision is very important. This should involve: 

· referring to previous supervision notes/action points

· referring to appraisal workplan/ targets

· thinking about what the agenda should include. A suggested framework covers: work issues, work relationships, well being. If you wish you could develop a template for supervision with particular staff (see attached example).

· Drafting an agenda/preparing notes (some people have a book or somewhere to record issues during the month that aren't urgent but will be useful to talk about in supervision).

Supervision

Venue

There are no hard and fast guidelines as to where supervision should or can be conducted. It may be appropriate to hold supervision somewhere less formal than 'the office'. Some people prefer using a meeting room, others prefer an office and others prefer a trendy cafe. Issues such as time available, confidentiality, comfort, building a relationship, need to be considered. There is an argument for having some variety, varying venues, or occasionally getting out of the normal working environment. Wherever it is held, it should be interruption free wherever possible.

Frequency

In addition to supervision meetings, there should be ongoing communication and 'informal supervision' between line managers and staff. Team meetings also contribute to supervision.

Formal supervision:
· Usually monthly, more frequently during the probationary period. At the very minimum four times per year.

· Usually lasts for up to two hours.

· Set dates in diaries in advance and try to stick to them.

Practice

Practice in supervision will vary depending on the needs/experience of the staff member, the line manager's style etc. However the following should be considered:

· Supervision involves reviewing work issues etc, rather than examining every detail of the work.

· It is important to check out what the staff member wants to talk about at the beginning of the session, and what you want to talk about.   Line-managers need to cover all areas of the supervision pro-forma, however briefly is needed.

· Line-Managers have a VAS Supervision pro-forma for themselves to use and keep as a reminder of what was discussed in the session, and as a way of recording any action points agreed with the member of staff.   If you would like a copy of this, then your line-manager will do this for you.

· Supervision requires active listening skills - looking interested, keeping an open mind, listening to the tone of voice and any underlying theme, asking questions to check understanding, and so on. 

· Supervision should involve an element of 'challenge'. It is the place to raise difficult issues, and these are best said early when it's probably a smaller problem.

· Supervision should also be used to praise, give feedback on good work, and thank people for their good work and commitment. Again this should happen informally outside of supervision. 

· Supervision should be used to discuss any 'development' which staff may be undertaking and look at ways of following this up.

· It is good to admit mistakes when you 'got things wrong', or haven't behaved as you should.

Checklist

· Planning by both parties is very important

· Try not to be disturbed during supervision

· Listen carefully

· Raise difficult issues as early as possible

· Give praise when it's due

· Follow up action points

· Develop a relationship outside of supervision
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