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Private & Confidential

Re: Supervisor

I understand that you are interested in becoming a Supervisor with Savana.  Please find enclosed an application form and some information about our organisation.  

Once we have received your application form we will contact you again to arrange an interview at which time we would ask you to supply your CRB check number.
Thank you for your interest in our organisation and we look forward to hearing from you in the near future.

Yours sincerely

Kay Glover

Services Manager
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SUPERVISOR - Application Form
___________________________________________________________________
Part One




Personal Details

___________________________________________________________________

Full Name.......................................................
Date of Birth......................................
Address........................................................................................................................
..........................................................................
Post Code.........................................
Telephone No. (Home).....................................
(Business).........................................
Email: …………………………………………………………………………………………
___________________________________________________________________
Part Two




General Background Information

___________________________________________________________________
1.
What is your main supervision model?

2. How do you work with your Supervisees?
3. Please list relevant qualifications (enclose copies)
4.
Please add any other information you feel may be relevant.

5.
REFEREES:

Please give details of two people other than relatives to whom reference may be made.


One reference should be academic/professional.



Name




Address

1.
..................................................
......................................................







......................................................

2.
..................................................
......................................................







......................................................

I understand that because of the personal nature of the work of the Service it will be necessary to make enquiries about my suitability.  I therefore consent to referees being contacted.

I certify that the information contained herein is true and accurate.

Signed: .............................................................
Date: .............................................
Savana

Supervision Policy

SUPERVISION POLICY 
CONTENTS

1. Introduction

2. Aims

3. Policy
· Definition and scope

· Monitoring
4. Supporting Policies And Procedures

1. Introduction
Team members must attend a Supervision session on an appropriate basis for the duties undertaken.  This is to ensure the wellbeing of both the team member and the client.  This Supervision will be provided by the designated supervisor, either internally or externally as appropriate. All of Savana’s cases remain within the Centre. 
2. Aims
To ensure that all team members are fully supported in their role and understand the need for supervision.
3.  Policy
Definition of Supervision

‘A working alliance between a supervisor and a counsellor in which the counsellor can offer an account or recording of (the) work; reflect on it; receive feedback, and where appropriate, guidance.  The object of this alliance is to enable the counsellor to gain in ethical competence, confidence and creativity so as to give (the) best possible service to (the) clients’

Extracts from Development Resource for Counsellors, Supervisors and Trainers by 

Brigid Proctor and Francesca Inskipp

Purpose of Supervision

· The primary purpose of supervision is to protect the best interests of the client (BACP)

· Savana is an organisational member of BACP and the counselling service is accredited, working within the Ethical Framework. Supervision is a requirement for all counsellors who are working with Savana 

· To provide the supervisee with support
· To provide the supervisee with an opportunity to explore and evaluate her counselling practice
· To support the counsellor in the development of knowledge, skills, practice and self-awareness
· To promote excellence within an ethical and safe practice
· To ensure accountability amongst counsellors
Provision of Supervision

· All counsellors will have counselling supervision provided by Savana  

· Employees of Savana will always have external supervision
· Volunteer counsellors will be supervised by internal supervisors or, external supervisors
· All counsellors at Savana will receive a minimum of 1.5 hours counselling supervision per month
· Supervisors used by Savana will be qualified supervisors or working towards a supervision qualification
· Savana will support trainee supervisors to access supervision consultancy
Shared Responsibilities of Supervision

Both the counsellor and supervisor have a responsibility to ensure an ethical supervisory relationship 
· Supervision is given a high priority

· Supervision occurs on a monthly basis regardless of client contact

· Sharing responsibility for the counsellor’s development in skills, knowledge and understanding and well-being
· Supervision is reviewed on at least an annual basis

Supervisor’s Responsibilities

The supervisor has the responsibility for creating a working alliance, through which the counsellor is:

· supported, as a person working

· with clients who may be challenging

· with clients in distress

· in situations which may be confusing

· enabled, as a progressively developing practitioner

· assured, as a professional who works intimately with clients in private, that 

· someone in the profession is taking seriously the task of monitoring the ethics of her practice, and

· will act if necessary, within contracted boundaries and sanctions, to ensure the protection of the client
Counsellor’s Responsibilities

The counsellor in supervision, with the help of the supervisor should become increasingly able:

· to bring work and share it freely and accessibly

· to be clear about needs from supervision

· to be open to constructive feedback
· to use the available supervision time to the best advantage
· to monitor use of supervision; and to take responsibility for giving feedback to the supervisor about its usefulness for the counsellor and clients
In short, to engage with the supervisor with increasing integrity, courage, clear intention and openness; in order to best serve clients.

Monitoring

· New counsellors will be offered additional supervision support for up to six months, moving to regular 1.5hours per month when the supervisor and counsellor feel it is appropriate
· New counsellors to the organisation will initially have a caseload of one client  and will agree with the supervisor when more clients will be appropriate
· For new volunteers, supervisor and counsellor will have an initial review that will take place after 6 months, followed by an annual review from then on. A record of the review will be noted together with any issues that arise. A copy will be passed to the Services Manager and stored in the counsellors’ personnel file   

· The Services Manager and the counsellor will have a line management review annually. Issues from the supervision review may be discussed
· The supervisor has a responsibility to pass on any concerns about the counsellor’s ethical practice to Savana.  This is clearly stated in the Supervision Agreement and Supervisors Information Pack
· Any major concerns about a counsellor must be reported to the Chief Officer  and ultimately to the Board of Trustees
· Savana will receive a copy of any student counsellor reports.  They will be reviewed and any concerns discussed with the supervisor and/or counsellor.  The report will be filed in the counsellor’s personnel file
4.  SUPPORTING DOCUMENTS

The following documents will provide further information 

· Child Protection Policy

· Confidentiality Policy

· Conflict of Interest Statement

· Equal Opportunities Policy

· Guidelines for taping client sessions

· Reception Interview Procedure

· Record storage

· Risk Assessment & Safety Policy

· Service Delivery

· Suicide & Self Harm Policy

· Supervision Agreement

· Trustee Responsibilities

· Volunteer Recruitment

Savana

Supervision Procedure
SUPERVISION PROCEDURE 
In general we expect new counsellors to need extra support in the first couple of months.  This could mean additional sessions and/or longer sessions.  This is left to the discretion of the supervisors following discussion with the supervisee and the Service Manager(SM)
	
	Usually:
	Action

	1
	Introductory supervision session – to contract – before counselling begins (1 hour) – advise counselling services manager this has taken place and you feel the counsellor is ready to see first client
	Supervisor

	2
	Supervision agreement should be signed by counsellor and supervisor and a copy passed to counselling services manager – filed in counsellor’s personnel file.
	Supervisor

Counsellor

SM

	3
	Supervisors will have access to new volunteers course written work (understanding of supervision and what they are looking for in supervision)
	Ask SM

	4
	2nd session after 1 or 2 counselling sessions (1 – 1.5 hours)


	

	5
	3rd supervision 2 -3 weeks (1.5 hours)


	

	6
	Monthly supervision – 1.5 hours per month – Savana expects counsellors to attend monthly supervision whether or not they are seeing clients – the only exception to this is if counsellors are taking a break from counselling.
	

	7
	When supervisor thinks counsellor is ready to take on additional client the Endorsement Form should be completed and passed to counselling services manager.
	Supervisor

Counsellor


	
	Reviews:
	Action 

	1
	There will be a full/annual review carried out by supervisor and counsellor.  A copy of the agreed notes will be passed to the counselling services manager and filed in the personnel file.


	Supervisor

Counsellor

SM

	2
	For new volunteers, this full review will take place after the first 6 months. 


	

	3
	A few weeks after the full/annual review, there will be a line management review meeting between the counselling services manager and counsellor.


	SM

Counsellor

	4
	6 months after the full/annual review there will be a progress review between the supervisor and the counsellor and the review form will be updated as necessary.


	Supervisor

Counsellor

	5
	The 3 year review will include an assessment of whether it would be beneficial to have a change of supervisor. 


	

	6
	When a counsellor finishes working with a supervisor it may be appropriate for the supervisor to provide a report for the counsellor.  This would support the counsellor’s portfolio and a copy will be filed in their personnel file.  


	Supervisor


Savana

Supervision Agreement-Counsellor

SUPERVISION AGREEMENT   
SUPERVISOR:



COUNSELLOR: 

1. We agree that within this professional working alliance, we will aim for a relationship of mutual commitment to openness and self-examination in the context of supporting and enhancing the supervisee’s work, particularly in relation to the safety and well being of her client/s.

2. Limits to confidentiality will be discussed at the outset.

3. If there are problems relating to the competence of the supervisee, these will be addressed as they arise. If no resolution can be agreed, then Savana Support Services & Outreach Officer and/or Chief Officer will be informed. A subsequent three way meeting will determine further action.  Where the counsellor is currently on a college placement, the college may be informed of Savana concerns. This conforms to BACP Ethical Framework to ensure the safety of the client and the counsellor.

4. The supervisor agrees (and is required) to attend regular supervision consultancy for their own supervision work.  This may include peer consultancy work with other supervisors.  
5. We agree to meet for at least the BACP* required minimum of one and a half hours per month. More frequent sessions will be scheduled depending on need.  We each agree to inform the other of cancellations as soon as possible.

6. The responsibility for bringing issues from the client casework rests with the supervisee. This responsibility includes bringing issues of concern to the supervisor as soon as possible.  The supervisor is not responsible for agency line management, but may sometimes be asked by the agency how the supervisee is progressing.

7. Constructive and honest mutual reviews of our work together will be regularly scheduled, but at least every six months.

8. If the supervisee is on a college placement, the required supervision reports will be discussed with the supervisor  prior to their submission to the training body.  A copy will be given to the supervisee and a copy filed at Savana in the personnel file.

9. Personal therapy does not form part of the supervision process although counter-transference, vicarious trauma issues and the general well-being of the supervisee within the organisation will be regularly discussed.

10. Supervision is not intended to provide training although it should enhance the supervisee’s skills.  Ongoing professional development is a requirement for all counsellors and is the responsibility of the supervisee.

11. We agree to abide by the Savana policy of non-discrimination in relation to sex, race, disability, age, sexual orientation, beliefs and/or culture.

12. We agree to comply with the BACP* Ethical Framework for Good Practice in Counselling and Psychotherapy (2002). This document will be reviewed and discussed during our initial session and at subsequent sessions when necessary.

13. After 6 months there will be a full review of supervision between the supervisor and counsellor.  A copy of the review will be passed to the Support Services & Outreach Officer who will organise a line management review.  The paperwork will be filed in the personnel file.  After the full review there will be a 6 month follow up review.  

14. At the full review the nature and progress of supervision will be reviewed prior to any extension.  The supervision relationship may, unusually, be terminated before that time by mutual agreement.  In these circumstances the supervisor must notify the Support Services & Outreach Officer as soon as possible. 

15. The 3 year review will include an assessment of whether it would be beneficial to have a change of supervisor. 

16. When a counsellor finishes working with a supervisor it may be appropriate for the supervisor to provide a report for the counsellor.  This would support the counsellor’s portfolio and a copy will be filed in their personnel file.  

Signed:








Supervisor…………………………………… 

Date: …………………….

Counsellor……………………………………

*BACP = British Association for Counselling and Psychotherapy

Savana

Supervision Agreement

SUPERVISOR SERVICE AGREEMENT
As a Supervisor I will:
 Have or be working towards a supervision qualification.

 Abide by the BACP Ethical Framework for Good Practice in Counselling and Psychotherapy.

 Provide at least 1.5 hours per month* supervision for Savana counsellors

 Review work with volunteers as outlined with Savana

 Inform Savana of any concerns which are not resolved by supervision (In line with BACP codes.)

 Arrange and attend monthly supervision of supervision practice

 Attend ongoing training both within Savana and at other settings

 Have read and agreed to abide to the Policies and Procedures of the Service

 Abide by Savana’s Confidentiality Policy

 Notify Savana of any conflicts of interest as set out in the Conflicts of Interest Statement
 Abide by Savana arrangements for clinical supervision
Savana will:

 Provide Induction to the Service

 Provide a venue for supervision

 Keep you informed of ongoing training events.
Signed  ...............................................................Date ..................................

Supervisor
Signed ................................................................Date ..................................

For Savana

*For new volunteer counsellors supervision will be more frequent 
Registered Charity Number:  701540
Savana
Supervision Review

SUPERVISOR/COUNSELLOR REVIEW
This review is intended to be a supportive mechanism which will enable the supervisor and counsellor to evaluate their supervisory relationship in an open and congruent way.  

It ensures that the requirements of the BACP Ethical Framework for Good Practice (2002) are being met.  

The review is part of a transparent process by means of which Savana can maintain the high standard of the service which we offer our clients.

It is recommended that the supervisor and the counsellor first complete the form separately in the month prior to the review.

Name of counsellor…………………………………. 

Name of supervisor…………………………………..

Date of first supervision ……………………………..

No of supervision sessions so far ………………….

Caseload (number of clients, long/short term, age group)
Supervision (is supervision meeting the counsellor’s needs and expectations?  Has the counsellor/supervisor ideas about how to improve supervision?  What has been the main focus of supervision?  Would a change of supervisor be appropriate?)

Training and development (details of training and reading over last 6 months/training needs)

Professional (what are the counsellor’s strengths?  What are areas for further development? Please evaluate the counsellor in relation to the Stoltenberg and Delworth stages of supervision)

Personal (what support systems does the counsellor have in place? Is the counsellor having personal therapy or felt to be in need of personal therapy?  Are there any personal issues which need to be noted?  Does the counsellor need a break?)

Organisational (are you getting the support and guidance you need from the organisation?  What do we do well?  What could we do better?)

Additional comments

Supervisor

Counsellor

Savana
Supervision Model
SUPERVISION MODEL
Taken from ‘Supervising the Counsellor -  A cyclical Model’ by Steve Page and Val Wosket

Ref: Stoltenberg, C.D., McNeill, B.W. and Delworth, U. (1998)  IDM Supervision: An Integrated Developmental Model for Supervising counsellors and Therapists, San Francisco, Jossey-Bass

	Development stage of Counsellor
	Supervisor interventions and behaviours

	Level 1
	

	Highly motivated, anxious and dependent on the supervisor.  Awareness of self and others limited, although focus on self may be intense.  Low professional self-concept.

Evaluation and performance anxiety.

Concern with micro skills and specific interventions
	Provides clearly structured and supportive environment.  Acts as an educator and shares knowledge about techniques and when they should be applied.  Encourages risk taking, intentionality and integration of theory and practice.  Gives guidance on the management of boundaries and professional ethics.

	Level 2
	

	Motivation fluctuates.  Moves between autonomy and dependence on the supervisor.  Swings between over-confidence and overwhelmed.  Increasingly self-assertive.  Growth in empathy apparent with greater focus on understanding the client.  Beginning to develop own identity and experiment with range of interventions and techniques.
	Needs to provide emotional containment while becoming less structured and didactic.  Tolerance of possible misdirected anger and resentment triggered by supervisee’s ambivalent feelings.  Encourages appropriate balance between focus on self and focus on client’s perspective.

	Level 3
	

	Increased sense of personal counsellor identity, autonomy and professional self-confidence.  Motivation more stable and greater awareness and acceptance of strengths and weaknesses.  Increased creativity, flexibility and experimentation, including more therapeutic use of self.  More open to insights from other theoretical perspectives.
	More collegial approach with greater sharing and exemplification augmented by personal and professional confrontation.  More attention paid to parallel processes in supervision and counselling.  Specific areas for development are addressed.

	Level 3 Integrated
	

	A level not achieved by all.  Therapist becomes a fully functioning counsellor or ‘Master’ practitioner.  High levels of personal autonomy, insightful awareness, personal security, stable motivation and self-challenge.  Often becomes a supervisor in own right
	Supervision as such is replaced by mutual consultation with a same-level colleague when deemed necessary by the supervisee.


Savana

Supervision Endorsement

ENDORSEMENT FORM
New volunteer counsellors – endorsement for additional clients

This form to be completed by supervisor and counsellor, usually within the first three months, to indicate the counsellor’s readiness to take on additional clients.

Name of counsellor ………………………………………………………

Name of supervisor ………………………………………………………

We have had …. (number of) supervision sessions and have discussed this counsellor taking on additional clients.  We both feel they are ready to do so.

Signed ………………………………………… (counsellor)  
Date ………………


…………………………………………..(supervisor)
Date ………………

Please pass completed form to Services Manager
New volunteer counsellors – endorsement for additional clients

This form to be completed by supervisor and counsellor, usually within the first three months, to indicate the counsellor’s readiness to take on additional clients.

Name of counsellor ………………………………………………………

Name of supervisor ………………………………………………………

We have had …. (number of) supervision sessions and have discussed this counsellor taking on additional clients.  We both they are ready to do so.

Signed ………………………………………… (counsellor)  
Date ………………


…………………………………………..(supervisor)
Date ………………

Please pass completed form to Services Manager

Savana

Conflict of Interest
CONFLICT OF INTEREST
It is important, for public confidence, that charities are seen to operate to the highest standards of integrity and honesty.

Charity trustees have a legal duty to avoid conflicts between their personal interests and those of the charity.  

With this in mind Savana has adopted a policy which requires each trustee to advise the charity of any actual or potential conflicts of which they are aware. 

Paid staff and volunteers will to complete the same Conflict of Interest statement.

All Staff, Volunteers and Board of Trustees are obliged to sign a confidentiality statement undertaking that they will abide by the Terms of the Confidentiality Policy and Procedure.  

This Conflict of Interest should be therefore be read in conjunction with the Savana Confidentiality Policy & Procedure.

Complete the Conflict of Interest statement overleaf by naming: 

· Any company or firm with which you are connected (for example, which employs you or in which you have a material financial interest) which could, because of the nature of its business, provide goods or services to the charity.

· Any other organisation with which you are connected (for example, as a member or office holder) whose area of operations overlap or could affect any of the activities of the charity.

You are also requested to provide details of any such firms, companies or other organisations with which members of your immediate family are connected.

You will be asked to update this statement on an annual basis.  However, if in the intervening period you become aware of any new actual or potential conflict of interest you should advise Savana.

Savana

Conflict of interest

CONFLICT OF INTEREST STATEMENT
NAME................................................. SIGNATURE............................................................
ADDRESS...........................................................................................................................................................................................................................................................................................................................................................................................................................
DATE..................................

____________________________________________________________________

I wish to advise the charity of the following interests:


Company/Organisation


Details

(1)

(2)

(3)

(4)

(5)

Overleaf there are notes to assist with the completion of this form.  Please return the completed form to the Services Manager at the above address.
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