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Supervisor Form 1
Caseworker Capacity Assessment1 

Before

The Supervisor should

Step 1: Organise an individual supervision session in a comfortable and private space. The 
supervisor should set aside between 2-3 hours for this assessment or if it is preferred, this process 
can be broken down into 2 or 3 separate sessions. 

During

The Supervisor should

Explain the purpose of the assessment to staff and ask staff to answer honestly and be self-
reflective. This will be most helpful in identifying areas where staff can benefit from further 
coaching and staff development.   
The supervisor can say: “This form has been developed to capture some of the key standards that are 
expected of a protection caseworker. We don’t expect you to be an expert and have perfect answers from 
the very beginning. It takes time to understand Protection Case Management guiding principles and how 
to apply them with clients. During our first weeks together, this assessment will determine the areas where 
we can provide you with more technical support. After the assessment, we will continue working together 
to build your knowledge and skills. After a few months, we will revisit the assessment to see how you are 
progressing.”

Purpose of the form: This helps supervisors to understand the extent of newly recruited 
caseworker’s attitude, knowledge and skills. It contains minimum competency standards for 
all caseworkers providing client-centred Protection Case Management services. The results of 
the assessment should inform the capacity building and development actions that a supervisor 
provides in individual and group supervision sessions. 

How to administer the form:

Client code: _______________________
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During

The Supervisor should

Step 3: Explain the form is divided into three sections (attitudes, knowledge and skills). Explain 
that the attitude assessment is a self-administered assessment where the caseworker will be 
given 20 minutes alone to answer these questions. Once this has been completed, the knowledge 
and skills assessment will be administered through a verbal interview with the supervisor. 
Explain that notes will be taken in order to remember their responses. Invite the caseworker to 
raise any questions about the form or the process to ensure they feel comfortable. The supervisor 
should ask the questions on the questionnaire in order and give the caseworker time to 
explain/describe their answer. Allow the caseworker to speak openly and ask clarifying questions. 
Supervisors are encouraged not to provide answers, but should respond if there are some alarming 
issues that require immediate discussion and direction. For the attitude scale, simply mark the 
scoring and don’t ask for further elaboration. 
Once the assessment is complete, the supervisor and caseworker should discuss what are the 
suggested priorities in each area for technical capacity building and development. 
If the staff member does not meet, or only partially meets, the required attitudes, knowledge 
and skills, it may not be appropriate for them to work with persons at heightened risk until they 
undergo personal reflection of the harmful values and/or beliefs, or review the way Protection Case 
Management services should be delivered. If this is the case, supervisors will need to handle this 
conversation carefully and sensitively.

After

The Supervisor should

During regular individual supervision sessions, the supervisor should refer back to the capacity 
assessment in order to provide ongoing coaching to the caseworker. If several caseworkers need 
guidance in the same area, the supervisor can organise a training or development session during 
group supervision. The supervisor should also arrange shadowing sessions for the caseworker to 
observe the application of guiding principles in practice. 
After approximately 3-6 months, the supervisor should re-assess the caseworker to determine their 
progress and continuous development needs.
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Supervisor Form 2
Session Observation1 

Before

The Supervisor should The caseworker should

•	 Discuss the process with the caseworker so 
that they feel reassured about the exercise, 
allowing the caseworker to ask any questions 
and raise any concerns they have in advance 
of the scheduled observation exercise

•	 Schedule an observation with an appropriate 
case in advance with the caseworker

•	 Be familiar with the client’s case file ahead 
of joining a meeting and any issues that may 
arise

•	 Ensure that consent has been obtained for 
the visit

•	 Schedule the interviews or meetings 
with a client with an appropriate case. 
The caseworker should obtain the clients 
informed consent/assent

•	 Eventual risks or concerns associated with 
the observation should be discussed with the 
client. If no concern is underlined and the 
client provides consent, then the observation 
can take place

Purpose of the Form: This should be used as a guide for the supervisors when observing the 
provision of Protection Case Management services by a caseworker. This form is part of the 
regular coaching and feedback should be provided in individual supervision sessions.

Client code: _______________________
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During

The Supervisor should The caseworker should

•	 Allow the caseworker to take the lead
•	 Don’t interrupt the caseworker unless it is 

necessary
•	 Explain that you will be taking notes about 

the caseworker’s practice and let the client 
see the notes if they are interested

•	 Take notes according to the observation 
tool, highlighting specific examples for areas 
of improved or good practice that can be 
praised afterward

•	 Fill the observation tool, making sure that 
concrete examples are noted

•	 Introduce the client to the supervisor and 
remind them why the supervisor is joining 
the visit

•	 Lead the session with the client as though 
the supervisor is not present

After

The Supervisor should The caseworker should

•	 Complete the observation tool, including 
constructive and positive feedback

•	 Shortly after the session, have an individual 
supervision session with the caseworker to 
provide feedback from the observation

•	 Participate in an individual supervision 
session with the supervisor and share 
reflections/feelings about the observation

•	 Ask any questions that may exist from this 
specific session or technical areas that the 
supervisor can provide more guidance on

Case number

SupervisorCaseworker code

Date
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Endnotes
1  This form draws heavily from the observation form in the Child Protection Case Management 
Supervision and Coaching Training Package, 2018, The Alliance for Child Protection in 
Humanitarian Action, Case Management Task Force
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Supervisor Form 3
Shadowing1 

Purpose of the Form: To be used by a caseworker as a guide while watching an experienced 
caseworker or supervisor interact with a client. Reflections and discussions of shadowing sessions 
should occur in individual supervision sessions.

Before

The Supervisor should The caseworker should

•	 Discuss the shadowing process with the 
caseworker so that they understand the 
purpose of the exercise, allowing the 
caseworker to ask any questions and raise 
any concerns they have in advance of the 
scheduled shadowing exercise

•	 Arrange a shadowing visit with an appropriate 
case and ensure that informed consent 
occurs with the client

•	 Ensure that consent was obtained for the visit

•	 Attend Protection Case Management 
training. 

•	 Be familiar with the client’s case file ahead of 
joining a meeting

During

The supervisor/senior caseworker should The caseworker should

•	 Introduce the client to the caseworker and 
remind them why they are joining the visit

•	 Explain that the caseworker might be taking 
notes about the supervisor’s practice and let 
the client see the notes if they are interested

•	 Not interrupt the supervisor/senior 
caseworker

•	 Take notes to apply theory to practice
•	 Fill the shadowing tool, making sure that 

concrete examples are noted



679Supervisor Form 3
PROFESSIONAL 
DEVELOPMENT  
AND STAFF CARE

After

The Supervisor should The caseworker should

•	 Shortly after the session, have an individual 
session with the caseworker to discuss the 
shadowing session

•	 Some questions that the supervisor should 
ask include: hat did you observe during the 
session?;; What did you learn?; What went 
well?; What might you do differently?; Do you 
have any questions?

•	 Complete the shadowing tool, including 
questions for the supervisor

•	 Participate in an individual supervision 
session with the supervisor, and share 
reflections and observations from the 
shadowing session

•	 Ask any questions that may exist from this 
specific session or technical areas that the 
supervisor can provide more guidance on

SupervisorCaseworker code

Date

Identification & registration

Risk assessment 

Action plan 

Implement action plan 

Follow up, monitoring

Closing 
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Areas of observation during the meeting List examples observed and questions 
for the supervisor

1.Preparation 
Demonstrate proper planning and organisation 
for the session including making any adjustments 
for participation

2.Introduction 
Introduce the session appropriately to the client, 
create a comfortable and safe space

3. Address barriers 
Makes adjustments to overcome barriers if not 
already done so or new new barriers have been 
identified

4. Safety 
Assess the clients safety and other immediate 
needs

5. Confidentiality 
Protect the clients confidentiality through data 
protection and their informed consent

6.  Communication 
Engage using effective communication 
techniques that are age, gender, disability, and 
diversity appropriate

7. Trust 
Seek to establish or maintain trust, create a 
healing relationship

7. Client-centred 
Seeks to draw on the client’s strengths, promotes 
clients participation, and seek to understand their 
wishes
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Areas of observation during the meeting List examples observed and questions 
for the supervisor

8. Closing 
Close the session appropriately

Actions to be taken Caseworker

Endnotes
1  This form draws heavily from shadowing form in the Child Protection Case Management 
Supervision and Coaching Training Package, 2018, The Alliance for Child Protection in 
Humanitarian Action, Case Management Task Force
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Supervisor Form 4
Case File Checklist Tool1 

Identification & registration

Risk assessment 

Action plan 

Implement action plan 

Follow up, monitoring

Closing 

General documentation Y/N/NA Comments/recommendations 

1 Paper documentation for each case 
is stored in its own individual file 

2 Case files are clearly labeled with the 
individual case code

3 Each step in the case management 
process that occurred thus far has a 
corresponding form

3 All relevant sections of the forms are 
filled out completely and accurately 
according to the status of the case

Purpose of the Form: This tool should be used as a guide for supervisors to review a single case. 
This tool is part of regular coaching, and feedback should be provided in individual supervision 
sessions. It can also be used to review multiple case files independently and, where common trends 
are observed (i.e. mistakes or misunderstandings), these can be addressed in group sessions.
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Identification Y/N/NA Comments/recommendations 

1 The clients age, gender and disability 
bio-date have been correctly 
captured

2 Barriers to participation have been 
assessed and measures are in place 
to address these 

3 Information captured in the 
identification demonstrates correct 
identification of the violation type(s) 

4 The risk level determination appears 
correct 

5 Informed consent/assent to collect, 
store and share information has 
been obtained from the client 

Assessment Y/N/NA Comments/recommendations 

1 The risk assessment was carried out 
within 1 week of the identification 
(or based on the risk level or in 
accordance with timelines agreed 
upon in country)

2 The assessment comprehensively 
described the risk factors and 
protective factors for the client

3 Both immediate risks and longer 
term needs are captured



684Supervisor Form 4
PROFESSIONAL 
DEVELOPMENT  
AND STAFF CARE

Case action planning and safety 
planning 

Y/N/NA Comments/recommendations 

1 The case plan was completed within 
2 weeks from the completion of the 
assessment (or based on risk level 
or according with timelines agreed 
upon in country)

2 The actions within the case plan are 
realistic and address the identified 
risks in the assessment

3 The case plan was developed with 
the client 

4 Goals are specific, measurable, 
action-oriented and time-bound 
(SMART) as much as possible

5 Roles and responsibilities of different 
actors required to reach the goals in 
the case plan are clearly defined 

6 If a client indicates they are at risk 
currently, there is a complete safety 
plan 

7 Safety plan was realistic and aligns 
with identified risks

8 Safety plan was complete within 24-
48 hours of the risk being identified 



685Supervisor Form 4
PROFESSIONAL 
DEVELOPMENT  
AND STAFF CARE

Implementation of the case plan Y/N/NA Comments/recommendations 

1 Client has been linked with relevant 
and available services according 
to their case plan and informed 
consent/assent has been taken 

2 Appropriate steps taken to ensure 
referrals are safe and only include 
‘need to know’ information 

3 Where required, mental health 
and psychosocial support (MHPSS) 
has been provided and referrals 
completed

Follow up and review Y/N/NA Comments/recommendations 

1 Follow up was conducted regularly 
according to case plan 

2 Review of case plan was carried out 
at least once every three months 
with client

3 Based on the review, the case plan  is 
adjusted accordingly

Case closure Y/N/NA Comments/recommendations 

1 The reason for the closure is clearly 
documented 

2 Documentation indicates that:
•	 The client discussed readiness and 

agreed to close the case 
•	 Contact information was given in 

the event the client wants to re-
access services
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Case closure Y/N/NA Comments/recommendations 

3 Approval of the supervisor was 
sought prior to closing the case 

4 A client feedback survey was 
requested/conducted

4 A follow up visit was planned with 
the client to conduct a visit within 3 
months after the case was closed

Actions to be taken

Supervisor: Caseworker: 

Endnotes
1  This form has been adapted from the case audit file in the Child Protection Case Management 
Supervision and Coaching Training Package, 2018, The Alliance for Child Protection in 
Humanitarian Action, Case Management Task
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Supervisor Form 5
Case Discussion1 

Identification & registration

Risk assessment 

Action plan 

Implement action plan 

Follow up, monitoring

Closing 

Purpose of the Form: This should be used by a supervisor to facilitate a collaborative dialogue 
with a case worker during an individual or group supervision session to analyse a case and explore 
potential options and ways forward. 

If a case is discussed in a group setting, it is important that the supervisor ensures the caseworker 
is prepared and comfortable sharing in front of their peers. In order to maintain confidentiality, the 
discussion should occur in a private space without using identifying information and according to 
the “need to know” principle. No details related to the case should be discussed externally.

The questions under each header are suggested, but can be adapted. At times, it could be helpful to 
use a flipchart to draw out the client’s situation as presented by the caseworker. 
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Background: client Information – prompts Notes from discussion

•	 Referral source and date
•	 Clients gender, age, nationality, disability 

status
•	 Protection status (i.e. IDP)
•	 Type of residents (i.e. urban/rural)
•	 Living arrangement (i.e. living with whom)

Current situation/protection concerns

•	 Describe the main protection issue in the 
case, including any specific abusive or violent 
incidents, if applicable.

•	 Are there immediate safety concerns? If 
yes, from where/who? Who can provide 
immediate protection to the client (explore 
network and resources)?

•	 How does the client view their situation? 
What are the client’s priorities?

•	 What are the roles and attitudes of their 
close social circle? Are they supportive? How 
is the relationship with the client? Is anyone 
implicated?

•	 Is the client at risk of further abuse or 
violence? 

•	 Are other household, community, group 
members experiencing, or at risk of, abuse? 

•	 Does the client have other needs and/or risk-
factors that make the case higher risk?

•	 What are the strengths or resources for 
the client? Do they have  access to, either 
internally or through their family, or broader 
community? 

•	 What does the client see as possible ways 
forward?



689Supervisor Form 5
PROFESSIONAL 
DEVELOPMENT  
AND STAFF CARE

Background: client Information – prompts Notes from discussion

Actions taken/challenges

•	 Briefly describe the work done on the case so 
far

•	 Describe the safety plan, including the 
measures çput in place

•	 What services have been provided directly?
•	 What referrals have been made? Has the 

client received those services? What was the 
quality of those services?

•	 What have been some of the particular 
challenges (e.g. concerns, referrals, 
engagement)?

•	 Questions to open a discussion – supervisor 
questions

•	 What are the possible options to respond to 
the challenges with the case?

•	 What are potential positive and negative 
effects of the options?

•	 Are there contingencies that should be 
considered? 

•	 What are ideas and tips for bringing in people 
involved in the client’s life (if consent given), 
to lead to a positive change? 

Good practices/learning points Notes from discussion

•	 Highlight any particular good practices or 
successful approaches (e.g. client-centred, 
finding ways of enhancing collaboration, and 
motivations to change)

•	 Highlight similar cases and responses taken 
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Identify next steps Notes from discussion

•	 Agree on a way forward including any 
services to be provided, discussions to hold 
with the clients, or follow-up to be conducted 
by agencies (note the person responsible and 
timeline)

•	 Highlight any broader advocacy issues

Actions to be Taken

Supervisor: Caseworker:

Endnotes
1  This form is adapted from the case discussion form in the Child Protection Case Management 
Supervision and Coaching Training Package, 2018, The Alliance for Child Protection in 
Humanitarian Action, Case Management Task Force
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Identification & registration

Risk assessment 

Action plan 

Implement action plan 

Follow up, monitoring

Closing 

Supervision practices conducted this period

# Shadowing visits # Observation visits # Case files reviewed

Record Form 1
Individual Supervision Meeting 
Record1 
Purpose of the Form: This should be used by a supervisor to facilitate a collaborative dialogue 
with a case worker during an individual or group supervision session to analyse a case and explore 
potential options and ways forward. 

If a case is discussed in a group setting, it is important that the supervisor ensures the caseworker 
is prepared and comfortable sharing in front of their peers. In order to maintain confidentiality, the 
discussion should occur in a private space without using identifying information and according to 
the “need to know” principle. No details related to the case should be discussed externally.

The questions under each header are suggested, but can be adapted. At times, it could be helpful to 
use a flipchart to draw out the client’s situation as presented by the caseworker. 



692Record Form 1
PROFESSIONAL 
DEVELOPMENT  
AND STAFF CARE

Agenda Sample discussion 
questions

Notes from discussion

Opening and check-in:
•	 Review action points from 

the previous meeting and 
any challenges faced

•	 Set and agree upon agenda 

•	 How was the week/period for 
the caseworker? Are there 
issues that they would like to 
add to the agenda?

•	 What are the caseworker’s 
priorities within the hour?

Administrative:
•	 Review of current caseload 

If appropriate use Supervisor 
Form 5: Case Discussion Tool

•	 Other logistics, human 
resource, operations points 
for discussion

•	 Are there any personal 
HR issues that should be 
discussed?

•	 How many new cases the 
caseworker has registered 
and the number of high-risk 
cases or cases requiring 
intensive actions or 
response?

•	 Are there any operational 
or logistical challenges that 
need to be addressed?

•	 What are some particular 
challenges the caseworker is 
facing?Would they like some 
feedback or guidance?

•	 What are some 
accomplishments with cases 
to be celebrated?

Development:
•	 Attitudes
•	 Knowledge
•	 Communication Skills  
•	 *Refer to Supervisor Form 

1: Caseworker Capacity 
Building Assessment

•	 Are there any skills or 
information that the 
caseworker would like to 
work on?

•	 What application of CM 
knowledge/skills from 
training or coaching is the 
caseworker implementing in 
their daily work?
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Agenda Sample discussion 
questions

Notes from discussion

Supportive:
•	 Check in with caseworker
•	 Explore possible self-care 

strategies or support 
needed 

•	 How is the caseworker 
feeling in their work?

•	 Are there any triggers/
red flags that may be an 
indication of needing extra 
support or of potential 
burnout?

•	 Any impact on self or 
personal life related to 
specific, high risk cases in 
particular? 

Discussion of supervision 
practices utilised in the 
past week/period:
•	 Concrete and detailed  

feedback for caseworker on 
the exercise - positive and 
constructive 

•	 What does the caseworker 
think about the shadowing, 
observation session or 
the case files selected and 
reviewed?

•	 Does the caseworker have 
any questions or concerns?

Closing and action points: 
•	 Agree on the main action 

steps to be taken, following 
the meeting and the 
agreed upon time frame for 
accomplishing these tasks.  

•	 What are the caseworker's 
main priorities for 
improving practice and 
outcomes for the clients?

•	 What are the supervisor's 
main priorities for the 
caseworker to improve 
practice and outcomes for 
the client?

Actions to be taken:

Supervisor: Caseworker:
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Endnotes
1  This form is adapted from the Individual supervision record in the 
Child Protection Case Management Supervision and Coaching Training 
Package, 2018, The Alliance For Child Protection In Humanitarian Action, 
Case Management Task Force
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Record Form 2
Group Supervision Meeting1 

Purpose of the Form: The supervisor can use this form to take minutes of meetings and to track 
progress made with caseworkers during group supervision meetings. It also assists the supervisor 
to facilitate a discussion with caseworkers about the functions of supervision.

Supervisor nameCaseworker code

Date

Agenda Notes from discussion

Welcome, opening and check-in
•	 The supervisor greets the team (can use an 

icebreaker or energiser).
•	 Agenda is reviewed and agreed upon by the 

team.  
•	 Establish or briefly review meeting 

"agreements" especially related to sharing of 
information.
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Agenda Notes from discussion

Administrative 
•	 Supervisor shares reflections from the past 

week and provides updates on logistics, 
reporting, recruitment, etc. 

•	 Supervisor invites caseworkers to ask 
questions or share if they are facing any 
administrative or operational challenges in 
their work.

•	 Caseworker check-in (each team member 
shares the following):
•	 A success or positive experience from the 

week 
•	 Challenges that they have been 

experiencing 
•	 Anonymous review of:

•	 Number of open cases 
•	 High-risk cases and some medium-

risk cases [stagnating cases, complex 
protection issues, etc.]

Development
•	 Based on the capacity building plans of the 

caseworkers, the supervisor can suggest 
potential topics for a team learning event 
(such as teach-back, guest speaker, or special 
events).

•	 Caseworkers should be asked to share any 
learning opportunities they are aware of, or 
if they have a topic they wish to teach-back to 
the team.

Supportive
•	 Track progress towards the goals. Discuss if 

the goals are still relevant.
•	 Supervisor or caseworker can propose team-

building activities or address team wellness 
issues they have noted since the last meeting.
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Endnotes
1  This section draws heavily from the Case Meeting Record Form used in the Child Protection 
Case Management Supervision and Coaching Training Package, 2018, The Alliance for Child 
Protection in Humanitarian Action, Case Management Task Force

Agenda Notes from discussion

Closing and action points 
•	 Summary of the meeting, highlighting 

the action points raised and the expected 
timeframe. 

•	 Schedule for the following week.

Actions to be taken by the supervisor: Actions to be taken by caseworkers:
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