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Summary of Requirements: Stage 1



This information is applicable to you if you are:
· New to Practice Education and have recently attended Practice Educator training with Lancaster University or the University of Cumbria, or

· have recently attended Refresher/ Top up training after undertaking Practice Educator training in the past or

· have been advised that you need to work toward Stage 1 Practice Educator Status.

To work towards your Practice Educator Stage 1 status, you are required to submit evidence of your ability to meet the Practice Educators Professional Standards. The documents you submit should all be anonymised, with the exception of your own name and details, and the details of the observer. 

The table below lists the evidence required for submission. It will differ slightly according to the type of learner you are supporting ie Social Work Student or ASYE candidate. You can use the table as a prompt sheet to ensure you have completed/submitted the required evidence. 











	For Practice Educators working with Social Work Students

	For Practice Educators working with ASYE Candidates

	Portfolio front sheet
	Portfolio front sheet


	Content sheet

	Content sheet


	Practice Learning Agreement 

	Part 1: Record of Support and Progressive Assessment (RoSPA)


	Midpoint review report(s)

	Part 3: RoSPA

	Final review report

	Part 5: RoSPA

	Direct observation 1 (incorporates a Professional Development Plan)

To be completed within the first 4 weeks of the student placement. A Professional development plan is completed following this observation. 
	Direct observation 1 (incorporates a Professional Development Plan)

To be completed within the first month of the 0-3 month review period of the ASYE Programme. A Professional development plan is completed following this observation.

	Direct observation 2

This observation can be completed by submitting a digital recording for observation/feedback, or by Observer attendance. To be completed within the final 6 weeks of the placement and evidencing progression from the professional development plan.
	Direct observation 2

This observation can be completed by submitting a digital recording for observation/feedback, or by the Observer attending. To be completed within the final 6 weeks of the ASYE Programme and evidencing progression from the professional development plan.

	Learners Feedback Form

	Learners Feedback Form 


	Critical Reflection 
	Critical Reflection


	Learning Log

	Learning Log









Observations:
Must be undertaken by a Stage 2 Practice Educator, either in person, or by evaluation of a digital recording. The Practice Education Team will help identify a suitable observer. You can contact them individually, or by emailing PracticeEducation@cumbria.gov.uk 

Digital Recording:
If you are considering submitting a digital recording towards your direct observation, please discuss this with a member of the team first. The guidelines and consent form to do so is attached, please ensure this is thoroughly read through before recording any sessions or supervision. The guidelines were developed pre-Microsoft Teams but are equally relevant to using the Microsoft recording facility.


[bookmark: _MON_1645610969]            

Panel Dates:
Portfolios should be submitted to PracticeEducation@cumbria.gov.uk at the latest 1 week prior to the panel dates. You will be advised of the next panel dates accordingly. 
Contact Details:
If you should have any queries or require clarification as to your personal circumstances please do not hesitate to contact:

Tim Nicholls – ASYE Professional Lead: 07825 826 833
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Practice Educator Professional Standards.



Observation of Supervision.

Guidelines for filming of social work supervision session.

Introduction.

Thank you for showing an interest in exploring what filming a supervision session can achieve in developing good practice.  Primarily, the filming of supervision is an opportunity to see yourself in action and reflect upon your work guided by a qualified social work practice educator who will watch and discuss the recording with you. This is an opportunity aimed at developing your insight and reflection upon personal and professional practice. 

We acknowledge that the process of watching ourselves can be challenging for staff at all levels of seniority. However, the value of video work is that our range of communication styles becomes more transparent, for example body language and facial expressions. We begin to see ourselves as others might see us and that is gives much more immediate and transparent feedback than traditional methods. 

The following guidelines are intended to support you in filming the supervision session you’re facilitating and in developing further your digital literacy skills, as well as enjoying seeing yourself in action and learning from the process.

Confidentiality in the digital world and in the context of making the film of supervision.

Confidentiality and the particular needs of social work practitioners discussing sensitive personal information has been at the heart of the development of this approach and is contained within these guidelines to comply with the requirements of the General Data Protection Regulations 2018. 

Cumbria County Council have provided you with a laptop capable of filming your supervision (using the One Note application) and storing the data which complies with the obligations to securely store sensitive personal data .Do not be tempted to use any personal recording device such as a personal smart phone or personal video camera. The following guidelines explain how to use the current technology available to you in a way that protects the confidentiality of everyone involved.

It is highly likely that during the supervision session, sensitive information regarding either the supervisee’s personal situation or directly relating to a person accessing services and in need of care and support will be discussed.  The paramount importance is that the information is kept/shared securely with those permitted and is not distributed.





Before the recording. 

For those unfamiliar with filming or seeing themselves on screen, a little practice with setting up the technology beforehand and getting used to seeing yourself on screen could be very helpful. There is a ‘crib sheet’ available for helping you understand how to record – please see the embedded document at the end of this section.

Gain personal permission from student/learner/supervisee and sign off the agreement form attached. Specifically discuss with them the requirement of confidentiality and the ground rules for the session.  The Supervisor is responsible for holding the Consent form completed by themselves and also a copy of that completed by the student/ learner/ supervisee.





Ensure that you have available resources for the recording which will be a room with privacy and a device compliant with Cumbria’s policy and capable of recording the session.





During the recording.

Set up your device so that it captures what is being said. Check that both you and the supervisee are sitting comfortably and both of you can be seen on screen. 

Press record and commence the supervision. Practitioners have reported that after a while they forget that they are being filmed and act in a very natural way. The session is unburdened by not having an additional person sitting in the session and potentially allows for greater freedom of expression. 

Best practice is to record the whole session so that it captures for you the process of your supervision and how you enable the flow of discussion as it develops. Experience highlights that each minute of recording can lead to a rich and detailed discussion. For practical purposes therefore it is likely that your shared review will sample the recording but it’s important that the whole session is recorded for the sake of transparency. 

After the Recording.

Expected practice is for your filmed piece of work to be viewed by both you and the observer together. It is also an option is for the film to be viewed remotely by the Observer(/s) and the subsequent consultation to take place either in person or by telephone/ Skype conference, whichever is the Practice Supervisor’s preference, subject to it being practical. 



It is a professional expectation that any observer is able to offer positive and constructive feedback about practice, identifying with you the strengths and learning needs that become apparent as the recorded supervision session progresses.  Offering and developing feedback is crucial to meeting your learning needs as a practice educator and enabling reflection upon work that is visible to both the observer and observed. The aim is for feedback to be provided as soon after making the recording as practicable so that it is fresh in people’s memories.

Inevitably some feedback might highlight issues that you have not previously been considered. However, the discussion itself will always be developmental. 



It’s probably best not to underestimate this aspect of the process, as feeding back directly when observing a recording of practice can be a powerful tool to assist in appreciating the challenges of good practice. It will be most likely be necessary to pause the recording to illustrate and highlight the practice discovered as the recording progresses.  You may well choose to review the film before sharing it with your observer, who will be a qualified stage 2 social work practice educator. 

Observation report.

The ensuing discussion regarding your film and the feedback generated is the evidence used for the assessment, which forms part of the evidence your submit to the PE Panel. The recording itself is not the assessment. Between you and the observer you will have to complete an observation report (attached) and this is the documentary evidence of your achievement for accreditation. 

Following the discussion, your practice observer will complete their parts of the observation report template and hand this to you for your written comment and completion. 

Deleting the Recording.

After the discussion and review of the film, the film is deleted from the laptop by the observed practice educator who conducted the supervision session.






Glossary

HCPC: Health and Care Professions Council, the professional registration body for social workers. To be replaced by Social Work England in 2019. 

Observed: The supervisor. The Social work practice educator in training that is the subject of the recording and is facilitating the supervision session.

Observer:  A social work practice educator award holder at stage 2. An HCPC registered social work practice educator who is responsible for feedback and assessment of practice.

Supervisor: The social work practice educator facilitating the supervision session.

Supervisee.  Learner in practice, ASYE Candidate, social work student whose supervision session is being recorded. 

PEPS:  Practice Educator Professional Standards.

PE panel: the panel which reviews individual portfolios of evidence against the PEPS and is responsible for accreditation of PEs at stages 1 and 2. 





                                                                      






Frequently Asked Questions

1. Do I have to do this?

No, participation in this process by both you and the supervisee is totally optional and written consent is required from all parties at all times in the process. If you change your mind about filming yourself at any point that’s fine too even during the filming process.

2. What if I opt out?

The alternative to a filmed observation is having an observer sit in the actual session with you and your learner in practice. This is the more traditional method and will involve the observing practice educator offering feedback at the end of session. If you opt for the traditional method you will miss out on being able to see yourself in practice alongside the linking of actual visual practice into your learning experience.

3. Why do this?

Filming and reviewing supervision in practice is a powerful resource for aiding practitioner engagement and reflection in learning. Practitioners can see themselves in action and observers can comment on practice directly with the practitioner.

It is envisaged that filming and reviewing a supervision session will support practice development and may clearly illustrate actual good practice issues and learning needs. It acknowledges supervision is the centre of social work practice and also illustrates and encourages high practice standards in social work supervision. Supervision should be a combination of support, accountability, reflection and education. The extent to which that balance exists in any single session depends on developing a deep mix of skills together with honest self-awareness as a supervisor.   

 

4. Who will see the recording?

The recording will be viewed by you and your observer(/s). You may choose to share this with the student/ supervisee/learner in practice as they will also feature in the recording. The purpose of the film is to support reflection and development of good supervision practice.

5. What will happen to the recording afterwards?

After you have made the recording you will need to organise a review of your film by an experienced and stage 2 qualified social work practice educator. The review of your film could be done in a personal meeting between you and the observer. The review of the film should not be completed without seeking your contributions. It is expected practice that the review and feedback discussion is held as an active and actual engagement between the observer and supervisor.

6. Where is the recording stored and for how long?

The recording is stored on the laptop provided by Cumbria County Council which means that the data of the film is stored securely on servers commissioned by Cumbria County Council for this purpose. The film is deleted from the laptop by you as soon as the feedback and film discussion is completed. 

7. What if I can’t set up the recording system?

We have produced the attached guidance note to help you set up the video recording using your Council laptop. If you are having difficulties with your laptop or using OneNote 2010 please contact the ICT Service Desk on Tel: 01228 226000.

8. Can I personally keep a copy of the recording?

No. After the recording has been reviewed by yourself and the observer it must be deleted from your computer system.

9. If my film is a really good example of supervision can I share this?

Cumbria County Council and teaching partners is always looking for examples of good practice to demonstrate good supervision skills and help others develop. It may well be that your supervision session could be seen in this light. Subject to the agreement of yourself and the student/ learner/ supervisee, there is provision to archive your film for viewing by those within Cumbria partnership approved courses of study, via Cumbria County Council.

10. Can I stop the recording at any point in the supervision?

Yes, you and your learner in practice are in control of what is being recorded. If the content of your supervision discussion develops into areas that you would prefer not to be recorded for personal or professional reasons then turn the camera off. It’s probably best to cover this in the ground rules when setting up the supervision.

11. How does the recording relate to the practice educator qualification and PEPS?

As part of the practice educator programme of study you will need to be observed in a supervision session with a learner in social work practice. This can be a social work student or a newly qualified social work practitioner. The film recording itself is not the evidence .The evidence required for PEPS accreditation is the written feedback from the observer and your reflections from discussion that are generated from this process. The observation report is provided as assessment evidence for inclusion in the PEPS portfolio.

12. Will I need make up and what if I am having a bad hair day? 

If you having a bad hair day or not feeling comfortable with the process then recording the session is probably best left for another day when you may be feeling more comfortable with being filmed. Recording your supervision is much more flexible and allows you to choose which session is observed and when. It doesn’t rely on having to arrange time with a person sitting with you in the supervision session itself. Perhaps a discussion with your observer may help in allaying concerns. 

13. How much work is involved? 

The associated workload involves a four stage process which includes the following:

Preparation: Ensuring you know how to use the recording equipment. Thinking about the session in advance and what you want to achieve from observing your practice. Completing the aspects of the observation form that set the context and guide your observer.

Supervision: Recording your practice and focussing upon the process of supervision, your supervisee or learner in practice.

Feedback with observer: Reviewing and reflecting back with your observer on the video that is produced and responding to feedback and comments.  

Completing the observation report: Jointly with observer complete the observation report for your practice education qualification.

14. Can I record myself more than once?

Yes, it may well be desirable to have a practice run with recording yourself in supervision and get used to seeing yourself on film and listening back to your voice.

15. Can I talk about service users in the recording? 

Yes. People accessing services and experiencing the effects of social work practice should be at the centre of any supervision session and therefore it would be a very natural thing to discuss service user and carer needs within the context of supervision. The film will be reviewed only by those specified and authorised for the specific purpose of observing and commenting upon supervision for the practice educator qualifications. Observing social work practice educators/supervisors will be registered social workers who will have completed additional qualifications in practice education. For the purposes of the film it would be best practice to agree a ‘descriptor’ that would indicate you are talking about the service user, such as ‘the person being supported’ or their initial’s; alternatively, you could stop the recording if you felt that the issues under discussion were contentious, required discretion or were considered delicate.

16. Do I have to do this?

No, participation in this process by both you and the supervisee is totally optional and written consent is required from all parties at all times in the process. If you change your mind about filming yourself at any point that’s fine too even during the filming process.

17. What if I opt out?

The alternative to a filmed observation is having an observer sit in the actual session with you and your learner in practice. This is the more traditional method and will involve the observing practice educator offering feedback at the end of session. If you opt for the traditional method you will miss out on being able to see yourself in practice alongside the linking of actual visual practice into your learning experience.

C. Sherrington & Tim Nicholls

31st March 2017 (updated 28 2 19)
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Why record supervision sessions?





As a learning organisation, Cumbria County Council is engaging with partners in a project using video recording to support the development of practice supervision. The aim of the project is to improve the quality and consistency of practice supervision with learners, such as Social Work Students and Newly Qualified Social Workers.


Recording the supervision session between a Practice Supervisor and a learner enables the professional who is observing and supporting the Practice Supervisor to use it in the critical reflection discussion following the supervision session. The recording of the session will provide a rich source of visual learning material for the Practice Supervisor to promote reflection and best practice. 





Who will be able to see the recording?


The recording will be accessible by the learner, the Practice Supervisor and the Observer(/s).  This is principally for the purpose of enhancing the Practice Supervisor’s experience and development. If the recording is considered to be an example of best practice those involved will be asked for written consent to share the recording on the Intranet site and/or Learning Zone for internal members of Cumbria County Council staff to view.





How long will the council keep my data?





The recording will be kept to enable the Observer(/s) to review it and then arrange and undertake a feedback meeting with the Practice Supervisor. How long this takes will vary, ranging from a few hours after the recording to a few weeks. It would only be in exceptional circumstances (eg the leave of one or all the parties involved) that the recording would be kept for longer. 





Where is my data stored?





The recording will be saved on Cumbria County Council’s secure IT system until it is deleted by the Practice Supervisor following the critical reflection discussion between the Practice Supervisor and the Observer.





Does the council need my consent to do this?





Yes.  The council is required to seek your consent to collect and process this type of data under the General Data Protection Regulation (GDPR).  As recordings not only identify you as an individual they also collect your opinions.  To be able to this the council requires a legal basis for processing your data.  This is provided by Article 9(1)(a) as the council requires your explicit, signed consent to be able to record your Practice Supervision Session.





What happens if I want the council to delete the recording of me?





You can withdraw your consent at any time.  The GDPR requires the council to take specific steps to ensure your data is deleted unless there is a good reason to keep it.  If you’d like to do this please contact your Practice Supervisor.  





If you have any concerns you can contact the council’s Data Protection Officer dataprotecton@cumbria.gov.uk or the Information Commissioner 0303 123 1113  


 





Declaration/Signature 





I agree to my supervision session being recorded. 








--------------------------------------------------------------------                         --------------------		


Newly Qualified Social Workers/ Social Work Student/              Date


Practice Supervisor               








Practice Supervisor: Please return the completed forms to your Observer prior to recording the supervision session.
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Step 1:


· Open OneNote 2010: 


· Using your CCC laptop, navigate to the Windows Start menu


· Select ‘All Programs’


· Select ‘Microsoft Office’


· Select ‘Microsoft OneNote 2010’


Step 2: (Repeat steps 2 & 3 a number of times before your supervision session)


· Record a video


· In the OneNote toolbar at the top of the screen select ‘Insert’


· In the toolbar below, select ‘Record Video’ 


· [image: ]Recording will commence














· Once you are recording, a new toolbar heading entitled ‘Recording’ will appear. 


· At this point, check you are happy with the layout of the room, are both people involved in the recording on camera? Adjust yourselves so that you are both comfortable to continue with the recording.


· If you continue to record for over 10 minutes your laptop will go to sleep and will lock itself. As long as there is a blue light next to the webcam at the top of your laptop screen the webcam is still recording.





· To stop the recording you need to wake up your laptop using the mouse/touchpad, and unlock it. OneNote will still be open. 





· Select the stop button to complete the recording.


[image: ][image: ]


· A file with an orange and white cone-like symbol will appear on your screen, this is your recording.


[image: ]Step 3:


· Save your video


· Right click on the symbol and select ‘Save As’ 


· Give the video a suitable filename such as ‘Person A Supervision Month – Year’ and add .wmv to the end to ensure it is saved as the correct file type e.g. ‘John Smith supervision August 2017.wmv’. Navigate to the folder on the server that you wish to save the recording to. The filename you choose will appear at the beginning of the video so you should name it accordingly. 


· Navigate back to the folder in Windows Explorer and test that you can view the recording.
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Why record supervision sessions?



As a learning organisation, Cumbria County Council is engaging with partners in a project using video recording to support the development of practice supervision. The aim of the project is to improve the quality and consistency of practice supervision with learners, such as Social Work Students and Newly Qualified Social Workers.

Recording the supervision session between a Practice Supervisor and a learner enables the professional who is observing and supporting the Practice Supervisor to use it in the critical reflection discussion following the supervision session. The recording of the session will provide a rich source of visual learning material for the Practice Supervisor to promote reflection and best practice. 



Who will be able to see the recording?

The recording will be accessible by the learner, the Practice Supervisor and the Observer(/s).  This is principally for the purpose of enhancing the Practice Supervisor’s experience and development. If the recording is considered to be an example of best practice those involved will be asked for written consent to share the recording on the Intranet site and/or Learning Zone for internal members of Cumbria County Council staff to view.



How long will the council keep my data?



The recording will be kept to enable the Observer(/s) to review it and then arrange and undertake a feedback meeting with the Practice Supervisor. How long this takes will vary, ranging from a few hours after the recording to a few weeks. It would only be in exceptional circumstances (eg the leave of one or all the parties involved) that the recording would be kept for longer. 



Where is my data stored?



The recording will be saved on Cumbria County Council’s secure IT system until it is deleted by the Practice Supervisor following the critical reflection discussion between the Practice Supervisor and the Observer.



Does the council need my consent to do this?



Yes.  The council is required to seek your consent to collect and process this type of data under the General Data Protection Regulation (GDPR).  As recordings not only identify you as an individual they also collect your opinions.  To be able to this the council requires a legal basis for processing your data.  This is provided by Article 9(1)(a) as the council requires your explicit, signed consent to be able to record your Practice Supervision Session.



What happens if I want the council to delete the recording of me?



You can withdraw your consent at any time.  The GDPR requires the council to take specific steps to ensure your data is deleted unless there is a good reason to keep it.  If you’d like to do this please contact your Practice Supervisor.  



If you have any concerns you can contact the council’s Data Protection Officer dataprotecton@cumbria.gov.uk or the Information Commissioner 0303 123 1113  

 



Declaration/Signature 



I agree to my supervision session being recorded. 





--------------------------------------------------------------------                         --------------------		

Newly Qualified Social Workers/ Social Work Student/              Date

Practice Supervisor               





Practice Supervisor: Please return the completed forms to your Observer prior to recording the supervision session.
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