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The individual staff member should complete the following:

	Name
	

	Job Title
	

	Team
	

	Line Manager
	


Activity Record (to be filled in on completion of each activity):
	Activity
	Date

	Initial PDP Meeting
	

	Supervision 1
	

	Supervision 2
	

	Supervision 3
	

	Supervision 4
	

	Supervision 5
	

	Supervision 6
	

	Observation 1
	

	CPD Evaluation 1
	

	500 word case study 1
	

	Mid-point PDP Review Meeting
	

	Supervision 7
	

	Supervision 8
	

	Supervision 9
	

	Supervision 10
	

	Supervision 11
	

	Supervision 12
	

	Observation 2
	

	CPD Evaluation 2
	

	500 word case study 2
	

	Summative (Final) Review Meeting
	


Purpose of the Workbook

The Professional Development Framework has been developed with representatives from social work teams at all levels. It has been designed to replace the Corporate PM3 process. This new Framework is aligned with the Professional Capabilities Framework (PCF) for social workers and support staff in social work teams, but it can easily be aligned with any set of professional standards. This Workbook is accompanied by Guidance, which sets out the conditions of use more fully, as well as Criteria against the PCF, appropriate to the level the staff member is currently working at. 

The fundamental purpose of the new Framework is to support the Council’s objective of ‘Creating a Better Southend’ and support individual employees, within their teams and service, to make a contribution to that overarching aim. The lives of the most vulnerable children and adults need the Council’s employees, in whatever role they undertake, to be equipped with the knowledge, skills, motivation and values to make a difference for them.  

A focus on feedback, observation and identifying how professional development activities impact on practice has been interwoven into the Workbook that will provide practical support for critical reflection and will help you improve your practice with service users and their families.  In turn, this will support better outcomes for children, families and adults in Southend-on-Sea as you become more aware of the importance of time in supervision to reflect, think and take action on some of the most complex challenges.

The Workbook will help you evidence your strengths and progression over the course of the year.  The Health and Care Professions Council (HCPC) currently regulates social workers and other allied professionals and this Workbook will support you in evidencing what you already do well.  If you are selected for HCPC audit, this Workbook will form a significant body of evidence to present to HCPC. Additional support from the University of Essex and credits towards an Undergraduate or Master’s Degree is also available.

The compilation of the Workbook is a requirement, and it will be necessary to submit a finished Workbook at your Summative Review. A random audit of Workbooks will take place at the end of each annual cycle.
Generic Timeline for 2014-15

This timeline is to give staff and line managers an outline of what should happen and approximately when. This will vary, especially for those who join SBC after April in any given year, and will differ depending upon when CPD is undertaken and observations are scheduled.

Beginning of the new Workbook cycle

· Preparation for new PDP – review of previous year’s learning

· Initial PDP meeting date set

Initial PDP Meeting 

· Write the initial PDP in light of PCF and Service Plan objectives

· Set dates for Supervision until mid-point Review
· Set date for Direct Observation with Line Manager
From initial PDP meeting until mid-point PDP Review

· Undertake CPD to improve practice

· Engage fully with supervision
· Evaluate CPD, with at least one evaluation (or review of other study/learning) used as a basis for one 500 word case study
· Discuss and share Learning within supervision, team meetings, etc.

· Undertake 360 feedback

· Gather all evidence as part of the Workbook
Mid-point PDP Review Meeting

· Formally Review the initial PDP and amend objectives/learning needs as required

· Set dates for Supervision until Summative Review
· Make arrangements for Peer Observation 
From mid-point PDP Review until Summative Review

· Evaluate CPD, with at least one evaluation (or review of other study/learning) used as a basis for one 500 word case study
· Engage fully with supervision
· Peer observation 

· Discuss and share Learning within supervision, team meetings, etc.

· Undertake 360 feedback

· Gather all evidence as part of the Workbook
Summative (Final) Review Meeting

· Review of PDP

· Use previous cycle to inform new cycle

· SBC Audit

· Begin new cycle

Beginning of the new Workbook cycle

The Annual CPD Programme produced by the Workforce Development Team will be available by the end of March 2014 to inform learning needs within the PDP. The CPD Programme has been created in consultation with senior managers, team managers, staff members and in response to feedback and evaluation of courses.

Actions
1. Prepare for the writing of your new PDP 

Ensure you have a copy of the annual CPD programme for social workers so that you are aware of the training and development opportunities that are available to social workers in Southend. Ensure your line manager also has a copy. Consider how CPD can help you develop in your current role and what will help you to progress to a new role, if applicable
Identify objectives met in 2013-14 and potential Learning Needs for 2014-15

	Objectives met in 2013-14
	Potential Learning Needs for 2014-15

	
	


2. Set a meeting date with your Line Manager to write the initial Professional Development Plan (PDP)
	Date
	Room

	
	


Supporting documents

· CPD Programme for Social Work Teams 2014-15 www.southend.gov.uk/cpd 

Initial Professional Development Plan (PDP) Meeting 

Actions
1. Write the initial PDP in light of PCF and Service Plan objectives

The Professional Development Plan should be written in a collaborative way between you and your line manager. The objectives set within the PDP should reflect the objectives identified within the service plan and link to particular objectives for the team. Your personal objectives set for the next 6 months will allow you to contribute to your team and the service, and allow you to understand how you can contribute to the overarching aim of ‘Creating a Better Southend’.

The learning needs/opportunities identified within the PDP should have reference to the annual CPD programme for Social Work Teams, unless specific training not on the programme is required that can be sourced to support meeting your objectives. In this case, the Application for Funding Form should be completed with your Line Manager and sent to Workforce Development for approval.

When writing your PDP it is essential that your objectives are linked with the Professional Capabilities Framework (PCF) – if applicable to your role. Criteria for each level of the PCF are provided to support this process.

2. Set dates for Supervision until mid-point Review

	Date
	Room
	Focus i.e. Caseload or CPD

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3. Set date for Direct Observation with Line Manager
	Date
	Setting
	Focus 

	
	
	


Supporting documents
· Professional Development Plan Template (see below)

· PCF Criteria for your Level (see Annexes)

· Application for Funding Form (see Annexes)

This is a template – please use the PDP for your service area – to be found at www.southend.gov.uk/info/200448/workforce_development/508/professional_development_framework
	Professional Development Plan

Service Area – see specific templates
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To be completed by the member of staff in discussion with their line manager during April, or within a month of commencing employment with SBC. A copy should be retained by both the employee and line manager and a further copy emailed to the Workforce Strategy Team via Jane Elson or Rosanna Erasmus.

	Employee Name:


	

	Line Manager:


	
	Team:


	

	Initial PDP date:


	
	PDP Review date:


	


This PDP should be brought to each CPD supervision session and reviewed regularly. A formal review of the PDP must be conducted 6 months after the initial PDP is written. The PDP should be aligned with the Professional Capabilities Framework (PCF) and the priorities identified in the Service Plan below:

	Service Plan Priorities – [Service Area]:

· Priority 1

· Priority 2

· Priority 3

· Priority 4

· Etc.


	*PCF Domains (if applicable to your job role):
For Level Descriptors of the PCF Domains at your level, please see Criteria against the PCF most appropriate to your job role.
	1.  Professionalism

	
	2.  Values & Ethics

	
	3.  Diversity

	
	4.  Rights, Justice & Economic Wellbeing

	
	5.  Knowledge

	
	6.  Critical Reflection and Analysis

	
	7.  Intervention & Skills

	
	8.  Contexts and Organisations

	
	9.  Professional Leadership


Manager’s Checklist

	Start of Workbook until mid-point Review:
	
	From mid-point Review until Summative Review:

	Please tick when complete:
	
	Please tick when complete:

	1. Initial PDP
	
	
	1. Review of PDP
	

	2. Dates for 6 months of Supervision
	
	
	2. Dates for last 6 months of Supervision
	

	3. Date for 1st observation
	
	
	3. Date for 2nd observation
	

	4. Date of PDP Review 
	
	
	4. Date of Summative Review 
	


	
	My key objectives are:
	Links to Service Plan
	Links to the PCF 
	Met/Partial/                     Not Met
	Evidence

	
	
	
	
	
	

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	

	6.
	
	
	
	
	


In order to achieve my objectives, I have discussed and planned the following activities:

	Learning need identified
	Support to be given
	Links to PCF
	Target date
	Achieved date 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Have you conducted a Health & Safety risk assessment (including a stress survey)?
	Yes
	
	
	No
	


From initial PDP meeting until mid-point PDP Review

Actions
1. Undertake CPD to improve practice and evaluate your practice

In line with your PDP objectives and in reference to the annual CPD programme, identify training or development opportunities that will support your practice, help meet the objectives of the team/service/Council and benefit service users. Retain a copy of your initial evaluations and your 3 month evaluations and include them in your Workbook

2. Building upon a 3 month evaluation of CPD, produce a 500 word case study on your practice

Consider a particular case or situation that allowed you to critically reflect on your practice. The 500 word summary should briefly explain the situation, summarise the learning that took place and how you will apply this in future. What benefits to service users have occurred or might occur as a consequence? Have other learning needs been identified as a result?

3. Discuss and share Learning within supervision, team meetings, etc.
See the section on ‘Critical Reflection’ within the Policy. Consider what it means to be critically reflective. Avoid being descriptive of what you are doing and consider why you are doing it.
4. Engage fully with the supervision process

Obtain the relevant supervision policy for your service area. Place a copy of your supervision notes in your profile. Refer to the PCF domains for your level and consider the following:
	Q. What has been helpful for you as a social worker in supervision?

A.

Q. What can be improved upon to make supervision more effective?

A. 

Q. How can you develop your learning further?

A.

Q. What types of power exist within supervision, and have these been explored?

A.




5. Undertake meaningful observation of your practice that reflects a real social work situation that is appropriate for a line manager or other suitable colleague to observe. Engage in critical reflection on the piece of work so that it informs future practice.

The following are examples for good observation: and learning.  Some examples of good opportunities for observation might include:

· Assessments and Reviews with service users and/or carers

· Safeguarding meetings 

· Presentations/Practice meetings

· Multi-Disciplinary Team meetings

Refer to the PCF

Place a copy of your record of observation in your profile

Supporting documents
· Fieldwork (Children’s Services) supervision policy

· IYSS supervision policy
· Adult Services supervision policy
· Supervision notes template (see below) 

· Observation template (see below)

· PCF Criteria for your Level (see Annexes)

· Leadership competencies (for Team Managers and above)

· Initial PDP 

· Initial Evaluation (see Annexes)

· 3 Month Evaluation (see Annexes)

Supervision Record 
Please continue to use the supervision record for your service.

For Children’s Services:

http://www.southend.gov.uk/info/200448/workforce_development/508/professional_development_framework
For Adult Services:

http://www.southend.gov.uk/info/200448/workforce_development/508/professional_development_framework
Direct Observation Record

Please continue to use the observation record for your service.

For Children’s Services:

http://www.southend.gov.uk/info/200448/workforce_development/508/professional_development_framework
For Adult Services:

http://www.southend.gov.uk/info/200448/workforce_development/508/professional_development_framework
360 degree feedback

Please continue to use the 360 degree feedback record for your service.

For Children’s Services:

http://www.southend.gov.uk/info/200448/workforce_development/508/professional_development_framework
For Adult Services:

http://www.southend.gov.uk/info/200448/workforce_development/508/professional_development_framework

Mid-point PDP Review Meeting

Actions
1. Formally Review the initial PDP and amend objectives/learning needs as required
Review and re-write the PDP in the light of the previous 3-6 months. Consider what objectives are required in the next 3-6 months to allow your practice to develop and which will be of greatest benefit to you, your team and service users.
2. Set dates for Supervision until Summative Review
	Date
	Room
	Focus i.e. Caseload or CPD

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3. Make arrangements for Peer Observation 

	Date
	Setting
	Focus 

	
	
	


Supporting documents
· Initial PDP
· PCF Criteria for your Level

· Supervision Records
· Direct Observation Record
From mid-point PDP Review until Summative Review

Actions
1. Undertake CPD to improve practice and evaluate your practice

In line with your PDP objectives and in reference to the annual CPD programme, identify training or development opportunities that will support your practice, help meet the objectives of the team/service/Council and benefit service users. Retain a copy of your initial evaluations and your 3 month evaluations and include them in your Workbook

2. Building upon a 3 month evaluation of CPD, produce a 500 word case study on your practice

Consider a particular case or situation that allowed you to critically reflect on your practice. The 500 word summary should briefly explain the situation, summarise the learning that took place and how you will apply this in future. What benefits to service users have occurred or might occur as a consequence? Have other learning needs been identified as a result?

3. Discuss and share Learning within supervision, team meetings, etc.
See the section on ‘Critical Reflection’ within the Policy. Consider what it means to be critically reflective. Avoid being descriptive of what you are doing and consider why you are doing it.
4. Engage fully with the supervision process

Obtain the relevant supervision policy for your service area. Place a copy of your supervision notes in your profile. Refer to the PCF domains for your level and consider the following:
	Q. What has been helpful for you as a social worker in supervision?

A.

Q. What can be improved upon to make supervision more effective?

A. 

Q. How can you develop your learning further?

A.

Q. What types of power exist within supervision, and have these been explored?

A.




5. Undertake meaningful observation of your practice that reflects a real social work situation that is appropriate for a line manager or other suitable colleague to observe. Engage in critical reflection on the piece of work so that it informs future practice.

The following are examples for good observation: and learning.  Some examples of good opportunities for observation might include:

· Assessments and Reviews with service users and/or carers

· Safeguarding meetings 

· Presentations/Practice meetings

· Multi-Disciplinary Team meetings

Refer to the PCF

Place a copy of your record of observation in your profile

Supporting documents
· Fieldwork (Children’s Services) supervision policy

· IYSS supervision policy
· Adult Services supervision policy
· Supervision notes template (see below) 

· Observation template (see below)

· PCF Criteria for your Level (see Annexes)

· Leadership competencies (for Team Managers and above)

· Initial PDP 

· Initial Evaluation (see Annexes)

· 3 Month Evaluation (see Annexes)

Supervision Record 
Please continue to use the supervision record for your service.

For Children’s Services:

http://www.southend.gov.uk/info/200448/workforce_development/508/professional_development_framework
For Adult Services:

http://www.southend.gov.uk/info/200448/workforce_development/508/professional_development_framework
Direct Observation Record

Please continue to use the observation record for your service.

For Children’s Services:

http://www.southend.gov.uk/info/200448/workforce_development/508/professional_development_framework
For Adult Services:

http://www.southend.gov.uk/info/200448/workforce_development/508/professional_development_framework
360 degree feedback

Please continue to use the 360 degree feedback record for your service.

For Children’s Services:

http://www.southend.gov.uk/info/200448/workforce_development/508/professional_development_framework
For Adult Services:

http://www.southend.gov.uk/info/200448/workforce_development/508/professional_development_framework

Summative (Final) Review Meeting

Actions
1. Complete your PDP in the light of the last 6 months since the mid-point PDP Review

Consider your objectives throughout 2014-15 and especially since your mid-point PDP Review. To what extent have these objectives been met, and what learning and development has taken place? Consider the impact of CPD on your performance throughout the last 6 months and what CPD requirements you might have in your next year of practice. Obtain the next annual CPD programme and repeat the review cycle.

This step of the Workbook concerns itself with summative assessment and the evaluation of a year in practice.  There should be no surprises in terms of feedback and performance which is unsatisfactory.  These issues need to be raised at the formative stages of assessment (mid-point Review or earlier).  Feedback is crucial at this stage which is specific and helpful and identifies behaviours which have demonstrated competence (related to the PCF) and areas for development to focus on in the next year.

2. Place a copy of your revised PDP in your Workbook

3. Use previous Workbook to inform new cycle
4. SBC Audit
If you are selected as part of the SBC audit, you will be required to submit your Workbook to a PDF panel within 2 weeks of initial request. It is vitally important therefore to be maintaining your Workbook throughout the year so there is an avoidance of panic in the fortnight prior to the audit panel.
Supporting documents
· Revised (mid-point) PDP
· PCF Criteria for your Level

Feedback
Your views on the Professional Development Framework, including the Workbook, Policy and Annexes, are critical to its revision and usefulness for staff in support of the overriding objective to ‘Creating a Better Southend’. 

To ensure this process is as beneficial as possible we would welcome your views, especially if they can help bring improvements to any part of the process and so that it continues to evolve to meet changing needs.

If you have any comments to make, please email either Robert Malliff at robertmalliff@southend.gov.uk or Paul Taylor at paultaylor@southend.gov.uk or feel free to come and speak with one of us.

Thank you.
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