Community Change Support and Supervision Policy
Community Change is committed to supporting and supervising all staff and a schedule of support and supervision meetings are adhered to within the organisation. The Director provides support and supervision to all staff and the Community Change Board will allocate a Board member , usually the Chairperson, or an independent outside person to provide support and supervision to the Director. 
Formal support and supervision is seen as an opportunity for staff to raise and reflect in a planned way on issues relating to work from last meeting, being planned or currently being carried out. Ongoing and immediate concerns may be raised by staff members with the Director at any time.

Joint Agreements

1. Support and Supervision meetings will occur on an eight weekly basis for those staff members who have successfully completed their probationary period. Staff on probation will have monthly support and supervision meetings. The meetings will take place in Community Change office and will last for 1 - 1½ hours. 
2. Support and Supervision meeting will follow an agreed format as laid down within the Support and Supervision Form used and on the Community Change system.

3. The Director will make a record of each session and the relevant staff member will receive a signed copy of these notes for their own file and agreement.  

4. Notes are normally confidential to the supervision relationship, other than in the case of a formal disciplinary or grievance procedures or when jointly agreed otherwise.  Any new supervisor will inherit the agency records of supervision.

5. Both parties are required to sign the record of supervision as a true reflection of the discussions held within the support and supervision meeting. Should a disagreement occur this will also be recorded and signed by both parties that they have seen the note on file.

6. Planning for supervision will be undertaken by both the Supervisor and Staff member.  The staff member will ensure the supervisor receives a completed copy of the  company Support and Supervision form at least a day in advance of the meeting.
7. Support and supervision meetings will consider aspects of personal development, training requests, ongoing appraisal and specific work tasks.

8. The staff member should :
· Make necessary preparations as outlined above.

· Be open to share all relevant information and to present both problems and successes.

· Recognise the supervisor’s responsibilities as Director and the necessity of accountability to the Community Change Board, Funders and other members of staff.

9. The supervisor additionally agrees to:

· Read the prepared documentation in advance of the meeting

· Be open and facilitative and to emphasise the staff member’s strengths and abilities and aid her/him in any areas identified for development.

· Provide support and guidance as necessary.

· Make appropriate decisions.

10. Personal issues may be brought to support and supervision by the staff member.  A joint decision will then be taken on whether or how such issues may be dealt with.  The supervisor will only raise these personal issues with the staff member again outside the supervision and support session if she considers the issues may be affecting her/his work.
Handling Conflict

11. The supervisor and the staff member agree to openly recognise conflict if it exists and to commit themselves to appropriately resolving it.  Community Change has a Disciplinary and Grievance Procedures that may be referred to if appropriate at this stage. If it is felt that a third person may assist with advice and arbitration, this will be considered.

12. Where conflict persists, the issues will be placed before the Community Change Board for their consideration and any possible resolution.

