Casework & Supervision Policy
 The Policy
a) The purpose of the supervision procedure is to ensure that there is a structured approach to providing managerial support, advice and guidance. The policy is intended to assist managers and staff to address the general issues and/or difficulties, which may arise by ensuring that regular one to one meetings take place between staff and their Line Manager.  

b) For casework staff, the procedure is also intended to ensure that casework staffs are properly supervised in line with the requirements of the LSC’s Quality Mark. 

c) The CRE’s services must be delivered in line with the provisions of the Race Relations Act 1976. Section 35 allows organisations to: “afford persons of a particular racial group access to facilities or services to meet the special needs of persons of that group in regard to their education, training or welfare, or any ancillary benefits.” Unless Section 35 applies, race specific casework services must be equally open to anyone who might face racial discrimination. The CRE recognises that the majority of cases brought under the act relate to claims of discrimination from people from Black and minority ethnic communities. 
d) The CRE recognises that funded agencies have different staffing level and structures for dealing with casework ranging from dedicated teams of caseworkers managed by a manager with significant experience of casework to singleton RECs, where there may be only one person who occasionally takes on casework and may also fulfil a variety of other roles.

Staff Supervision Procedures
General objectives 

The key objectives are to provide an effective supervision framework in which to:

a) discuss work, share information and highlight information, support and/ or training needs and agree what action is required;

b) recognise and deal with existing and potential problems and provide a framework to deal with issues before they become grievance or disciplinary matters; 

c) monitor work, evaluate work, assess performance and clarify priorities;

d) ensure that the worker's work priorities are consistent with the organisation’s overall objectives;

e) Discuss and agree changes in relation to work priorities, work delivery etc.

Supervising casework 

In addition to the general objectives identified, in relation to casework services at General Help level with or without casework, the supervision policy and procedures are intended to ensure that there are effective arrangements for allocating cases, dealing with case capacity and reviewing the allocation of cases and taking appropriate steps. To this end:

a) progress in relation to individual cases will be monitored, key dates and action taken will be discussed as well as how to address and difficulties (see casework management);

b) one to one sessions will explore whether the caseworker is competent to manage allocated cases or whether additional support or supervision is required;

c) training needs related to managing casework will be identified and prioritised;

d) define how one to one supervision will contribute to effective case management;

e) individual and team casework discussions will aim to ensure that appropriate arrangements are in place to maintain the expertise, including knowledge of the statutes and case law,  required to deliver effective race specific casework


Staff involved in casework and their supervisors are expected to work within clear policies, guidelines and procedures in relation to confidentiality, conflict of interest, case management, signposting, active signposting, referrals and using the services of others. These requirements are clearly set out in 5 model procedures.

Delivering casework at the level of general help with casework

a) This agency will provide a named line manager who will fulfil all of the supervisory requirements set out in the CLS framework or will ensure that they are all covered.

b) There are four options for managing caseworkers and complying with the CLS requirements at the general help with casework level. 

· Option one: Our organisation employs a caseworker who spends at least 12 hours a week on race specific casework (at least 9 hours on actual race specific casework).

· Option two: Our agency employs a casework supervisor who spends at least 12 hours a week on casework/ casework supervision (at least 6 hrs a week on actual cases). 

· Option three: Our agency employs a supervisor who spends at less than a week on casework/ casework supervision but formal casework supervision is supplemented by an external supervisor who meets the CLS requirements. 

· Option four: Our agency employs a supervisor who spends at less than a week on race specific casework/ casework supervision but formal casework supervision is supplemented by a peer supervisor from another agency providing race specific casework. 

c) This agency will assess and document which of the four options is most appropriate for our agency. 

d) The documented arrangements for allocating and reviewing case allocation are designed to ensure that casework staffs have the competence to deliver the work and that case management is monitored.

e) The feedback from reviews will be used to inform the regular meetings with staff, and on an individual basis, in their appraisals.

Access to supervision and support 

a) Staff will have one to one supervision sessions at least once every month. Casework staff will also be expected to participate in casework supervision sessions – these may be one to one or group sessions. It will be for the supervisor to assess whether casework sessions should be one to one sessions or sessions with other caseworkers.

b) In addition to regular one to one sessions, a caseworker will be able to seek support and advice from a supervisor with experience of casework. If this cannot be provided internally, consideration will be given to accessing peer support or some form of external supervision.

c) The casework supervisor may be a suitably qualified manager within the employing organisation; another experienced caseworker within the organisation; an experienced agreed peer caseworker within a sister organisation (e.g. another REC).
d) If the casework supervisor is not the caseworker’s line manager – as set out in the caseworker’s and the manager’s job descriptions, then the casework supervisor - their experience, their role and arrangements for providing support will be documented.

e) The most appropriate, efficient and effective means to organise casework sessions will be assessed. Arrangements may include one to one sessions; group sessions; telephone advice (subject to relevant documentation being exchanged) or Internet links.

The frequency of supervision, access to support and cancelling meetings

a) Normally supervision sessions should take place once a month. For casework staff, in addition to general supervision, casework supervision sessions will also be held once a month. 

b) Line Managers and employees are expected to set aside the time required for supervision sessions and a supervisor is at liberty to ask an employee to reorganise other work in order to prioritise a supervision session.  If a meeting has to be cancelled at short notice by either party then it should be reorganised to take place within the following 7 working days or in exceptional circumstances, if planned agreed leave or sickness prevents this, within 5 days of the supervisor or employee returning to work.

c) Taking annual leave into account the number of general planned supervision meetings per year is likely to be 10. Taking annual leave into account the number of planned casework supervision sessions per year is likely to be 10. If necessary the meetings will be timetabled more frequently.

Supervision sessions

a) In order to fulfil the objectives highlighted above the session should offer the opportunity for a two-way discussion about the employee’s progress and day-to-day issues affecting the employee’s work. 

b) With respect to casework management, key deadlines should be identified, case files and case notes reviewed, and progress reports should then be placed on individual files. 

c) Periodic checks should be made that clients have been informed of progress, relevant forms are being kept up to date and the procedures for casework management are being followed. Central records of Independent File/Casework Reviews will be reviewed on a regular basis to ensure: 

· that the Corrective Action that has been taken is effective 

· to identify and issues for training/information needs 
a) Sessions should provide an opportunity to discuss positive development as well as any difficulties encountered.

b) Caseworkers are expected to identify if work allocated to them cannot be undertaken or if there are difficulties.

c) Sufficient time should be allowed to ensure that the supervisee and the supervisor feel that there has been an opportunity to reflect and share views. Agreed targets or strategies, especially those to resolve problem areas should be identified.  

d) Targets should be noted together with the way to resolve key problems.

e) The supervisor is responsible for ensuring that the notes are sufficiently clear/detailed to reflect the issues highlighted above as well as positive developments and concerns and any major differences of view.

f) The notes should either be considered at the end of the session (if they are available) or circulated soon after (ideally within 5/10 working days) and agreed at the next session.

g) Both employee and the line manager/supervisor should retain a copy of the notes.

Length and structure of supervision sessions - issues to consider

a) The duration of supervision sessions is for the Supervisor and the employee to consider unless the organisation agrees a standard policy /procedure. 

b) If meetings are too long (e.g. over two hours) this may be counterproductive however very short formal one to one meetings may fail to provide space to cover all relevant issues.

c) Time limits should be set and ideally stuck to. Where more detailed discussion is required there should be provisions to reconvene a supervision session after a break or on another day in the near future.

d) There should be opportunities to organise separate specific meetings to discuss matters that warrant further detailed discussion.

e) Supervision sessions should contribute to effective planning, there should be an agenda, minutes and progress should be monitored. 

Review

The first review should be within 18 months of the policy’s implementation. Thereafter, the agency should assess whether staff and others are in compliance with the policy on an annual basis. 

