SAMPLE INTERNAL POLICIES  FOR FRCs

________________________________________________________________

STAFF SUPPORT, SUPERVSION AND APPRAISAL POLICY AND PROCEDURES.

1. PURPOSE AND ROLE OF SUPPORT AND SUPERVISION
The ……………… Support and Supervision Policy will  reflect the ethos and values of the organisation. All staff are expected to participate in regular support and supervision and contribute to a teamwork approach to progressing the work of the Centre. This approach is based on the following four principles:

· Excellence and effectiveness in the work;
· Co-operation and collective responsibility;
· Relationship building at internal and external levels;
· Personal development and growth.
Supervision involves a regular, structured opportunity for staff to discuss their work, review progress and make plans for the future with a more senior member of staff or VBOM.  The purpose of regular support and supervision is to:
· Evaluate the workers performance, ensuring accountability of employees to the organisation;
· Provide a structured opportunity to discuss how the worker feels they are progressing in their work and to receive positive and constructive feedback from the supervisor in relation to this;
· Clarify priorities and set targets for the work;
· Recognise and deal with existing or potential problems;
· Identify training needs;
· Help the worker manage the workload;
· Facilitate communication and mutual understanding.

2. THE SUPERVISION CONTRACT
It is very important, for the sake of clarity, non-oppressive practice and straightforward good practice that the processes of supervision are carefully agreed between the participants.  The forming of a supervision contract will address many of the issues associated with supervision.  The supervision contracts will be in keeping with the projects overall aim, objectives, work-plan and supervision policy.  The supervision contracts will adhere to the following headings:

· Content – what you both want to get out of it, what you can/can’t talk about;
· Confidentiality- will confidentiality be guaranteed at all times?

· Duration and frequency of sessions – how often and how long?

· Methods of dealing with conflict – how are you going to deal with Racism, Sexism, or power issues on the part of either of you?

· Evaluation – how are you going to check if supervision is going ok?
· Feedback to the Management Committee.
3. CONTENT OF SUPERVISION MEETING (SEE SAMPLE RECORD 

    SHEET AT END OF DOCUMENT)
The content of support and supervision meetings will be based on the following:

· Issues arising in relation to the progression of key areas of designated work allocated to each worker through their Job Description;
· Actions agreed at supervision meeting;
· Any training needs identified;
· Issues to be fed back to the Management Committee or other relevant staff;
· Any grievance or disciplinary issues arising.

4. CONFIDENTIALITY OF SUPPORT AND SUPERVISION 
    MEETINGS
The …………… is committed to maintaining confidentiality within the context of support and supervision meetings. This will be maintained as follows:

· Any person with a designated responsibility for supervising staff within the organisation will maintain confidentiality with regard to supervision meetings. Feedback to Management or other staff will be based on what was  agreed with each worker within the supervision setting. However, should a  disciplinary or grievance  issue arise or it is considered that there is a serious breech of conduct this information will need to be related to the Staffing Sub-Group / VBOM. Examples of this could be related to:

~ Miss-appropriation of funds
~ Bullying and harassment
~ Use of drugs or alcohol on the premises
~ Inappropriate  use of I.T. Equipment in relation to pornographic material
· The ‘supervisee’ will also maintain confidentiality  in relation to supervision meetings and only discuss with others what has been agreed between themselves and their supervisor.

5.  KEEPING RECORDS:
Keeping records will be undertaken as follows:

· Both the supervisor and supervisee will agree as to what is recorded during a supervision meeting;
· Records will be kept in the employees HR File in a confidential setting;
· All workers can have access to their records or have a copy at the end of the meeting.
6. WHO CARRIES OUT SUPPORT AND SUPERVISION
Within the ………………. the role of carrying out support and supervision is allocated as follows:

· The Staffing Sub-Group are responsible for carrying out the support and supervision of the Project Co-ordinator.

· The Project Co-ordinator is responsible for carrying out the role of support and supervision for all other staff (or team leaders, for example Childcare or workers in place through other funded programmes).  

7. FREQUENCY AND DURATION OF SESSIONS
The frequency of supervision sessions will depend on whether the worker is just starting the job or has been with the Project long term.

· During an initial induction period (first two / three weeks) there may be frequent informal check-ins and meetings;
· During the probationary period formal support and supervision meetings may start out weekly, move to two weekly and then onto monthly depending on how the worker is progressing;
· For longer term employees formal support and supervision meetings may only take place every month / 6 weeks depending on the circumstances. 

8. ANNUAL APPRAISALS
The ……………… is committed to providing employees with annual appraisals. These will be carried out the Co-ordinator and a member of the Staffing Sub-Group. 

Two members of the staffing Sub-group will provide an appraisal for the Co-ordinator. 

This should be viewed as a formal process which:

· Takes on board the information shared in support / supervision meetings through out the year;
· Takes an overview of the work and a longer term approach to the development of the employee;
· Validates the employee and acknowledges strengths and skills in the work;
· Identify gaps in skills and knowledge and explores how this might  be addressed through training or other supports;
· Reviews the support and supervision structure;
· Hears from the employee as to how other structures and policies of the organisation might be improved.

During probationary period

During the probationary period of 6 months the employee will expect to receive a 3 month and 6 month appraisal to ensure that the worker fully understands the role and to deal with any problems arising in work performance prior to a long term contract being offered.

The probationary period may be extended for an additional 3 months to give some additional time to address issues. (See Staff Handbook)

Post probationary period

Once the employee has been offered a long term contract appraisals will take place once a year, generally around the time of the employees starting date.

9. HOW DIFFICULTIES WILL BE DEALT WITH IN RELATION TO   

    SUPERVISORY RELATIONSHIP
Issues relating to grievance / disciplinary:

In the event of difficulties arising between the supervisor and supervisee in relation to industrial relations, terms and conditions or grievance and disciplinary  issues the Staffing Sub-group will need to be informed. This can either be through the Supervisor or by both parties as agreed at the supervision meeting. 

(See Staff Handbook)

In dealing with the issues arising the Staffing Sub-Group will need to implement the Projects grievance or disciplinary procedures as appropriate and inform the VBOM.

Issues relating to inter-personal problems:

In the event of difficulties arising between both parties that may relate to inter-personal issues,  one or both parties could request help or mediation from a neutral third party. (If this is required the Staffing Sub-Group should be informed as it may have resource implications).  

Both parties must agree who the neutral person should be. Possible third party mediation could come from the Staffing Sub-Group / VBOM, from Framework the Regional Support Agency or an external person outside of the Project or the Programme.

Should the issues not be resolvable through mediation the Staffing Sub-Group may have to provide arbitration and make decisions as to what happens to resolve the difficulties.

* Clarification of mediation and arbitration:

A mediator is an impartial external person who facilitates the process of both parties reaching their own agreement.
An arbitrator is an impartial external person who sets out to facilitate the process of both parties reaching agreement, but in the absence of an agreement being reached the arbitrator makes a decision that both parties will agree to.
10. EVALUATION
Evaluation of the support and supervision sessions will take place on an annual basis through the annual appraisal procedures. 

11.  FEEDBACK TO MANAGEMENT AND STAFF
At the end of each meeting it will be agreed between the supervisor / supervisee what are appropriate issues (if any) that will be fed back to the Management Committee or other staff.

APPENDIX 1

________________________________________________________________

SAMPLE SUPPORT AND SUPERVSION CONTRACT

SUPPORT AND SUPERVISION CONTRACT

1. Content of meetings:

· Issues arising which may block  progression of key areas of designated work allocated to each worker through their Job Description;
· Actions for employee / supervisor agreed at supervision meeting;
· Any training needs identified;
· Issues to be fed back to the Management Committee or other relevant staff;
· Any grievance or disciplinary issues arising.

2. Confidentiality:

Any person with a designated responsibility for supervising staff within the organisation will maintain confidentiality with regard to supervision meetings. Feedback to the Staffing Sub-Group, VBOM or other staff will be based on what was  agreed with each worker within the supervision setting. However, should a  disciplinary or grievance  issue arise or it is considered that there is a serious breech of conduct this information will need to be related to the Staffing Sub-Group / VBOM. Examples of this could be related to:

~ Miss-appropriation of funds.

~ Bullying and harassment.

~ Use of drugs or alcohol on the premises.

~ Inappropriate  use of I.T. Equipment in relation to pornographic material.

~ Ongoing in-ability to take direction in the work or skills deficit etc..

(See Staffing Handbook)

The ‘supervisee’ will also maintain confidentiality  in relation to supervision meetings and only discuss with others what has been agreed between themselves and their supervisor.

3. Duration and frequency of sessions:

In Probationary period

· Every week in the first month;
· Every two weeks in the second and third months;
· Every month in the final 3 months.
Post probationary period 

· Every four to six weeks depending on need

4. Methods of dealing with conflict 

Issues relating to grievance / disciplinary:

In the event of difficulties arising between the supervisor and supervisee in relation to industrial relations, terms and conditions or grievance and disciplinary  issues the Staffing Sub-group will need to be informed. This can either be through the Supervisor or by both parties as agreed at the supervision meeting. 

(See Staff Handbook)

In dealing with the issues arising the Staffing Sub-Group will need to implement the Projects grievance or disciplinary procedures as appropriate and inform the VBOM.

Issues relating to inter-personal problems:

In the event of difficulties arising between both parties that may relate to inter-personal issues,  one or both parties could request help or mediation from a neutral third party. (If this is required the Staffing Sub-Group should be informed as it may have resource implications).  

Both parties must agree who the neutral person should be. Possible third party mediation could come from the Staffing Sub-Group / VBOM, from Framework the Regional Support Agency or an external person outside of the Project or the Programme.

Should the issues not be resolvable through mediation the Staffing Sub-Group may have to provide arbitration and make decisions as to what happens to resolve the difficulties.

5. Evaluation 

Through the annual appraisal procedures

Signed by employee______________________________

Signed by Supervisor_____________________________

Date__________________________________________

APPENDIX 2
________________________________________________________________

SAMPLE SUPPORT AND SUPERVSION RECORD SHEET
SUPERVISION RECORD SHEET

Name of Supervisor:_______________________________________________
Name of Employee: _______________________________________________

Date: ___________________________________________________________

1). Issues to be discussed:

	WHATS GOING WELL
	CURRENT STRUGGLES / ISSUES

	
	


2). Any actions agreed to be taken:

By Supervisor:




By Supervisee:
3). Any training needs or additional support identified:

4). Any issues to be fed back to the Management Committee:

5). Any issues to be fed back to other staff:

6). Outstanding issues for discussion at next supervision meeting:

Signed by




Signed by

Line Manager: ___________________
Employee: ______________________
