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Key Steps

Standards for Individual Intervention

INTRODUCTION

We must ensure the highest possible standards of professional practice.  Through observing Staff Member practice, group and one to one, we can continually improve the service we offer to young people, and ensure that we continue to meet the requirements of the Matrix Standard.
Key Steps observations are intended to:

· ensure young people gain maximum benefit from the service.

· identify actions to improve the service.

· contribute to judgements on staff and resource deployment.

· contribute to identifying staff training and development.

· enable good practice to be identified and shared.

This guidance is intended for Staff Member and those responsible for their supervision.  They have been developed to provide consistency of interpretation of the Key Steps statements. These standards provide guidance on what we define as practice that:

· does not meet the standard

· meets the standard (good)

· exceeds the standard. (To exceed the standard the Staff Member must also have met the criteria for ‘meets the standard’) 

Line managers are expected to provide specific examples of practice for each score.  Where a line manager has not been able to gather full evidence for a question through direct observation, a summary of the discussion with the Staff Member must be recorded in order to provide an objective rationale for the score.
SCORING
	
	
	

	1 = Does not meet the Standard


	2 = Meets the Standard (Good)
	3 = Exceeds the Standard

To exceed the standards the Staff Member must also have met the criteria for ‘Meets the Standard’.

	The Staff Member
· does not check young person’s needs and understanding 

· does not encourage participation 

· does not challenge expectations

· does not raise aspirations

· provides biased, inaccurate or inappropriate information, advice and guidance

· does not identify appropriate next steps

· does not record details accurately or in sufficient detail


	· The Staff Member checks young person’s needs and understanding 

· encourages participation 

· challenges expectations

· raises aspirations

· provides impartial, accurate and appropriate information, advice and guidance

· identifies appropriate next steps

· records details accurately and in sufficient detail
	The Staff Member
· tailors activities and communication to fully meet young person’s needs and preferences

· reviews impact of session on young person and modifies practice accordingly

· Demonstrates skill that result in the young person taking a lead in the discussion.


STANDARDS

	Area
	Questions
	Does not meet the 

Standard
	Meets the Standard

(Good)
	Meets the standard and Exceeds the Standard

	A1.  Safe Environment 

(In context of purpose of session and YP needs)
	1.  How well did the Staff Member take into account the full range of the young person’s needs in making the meeting place private, free from interruption and accessible? 

Examples of needs:

Emotional:
· Vulnerability

· Time of day 

· Contact with others

Cultural: 

· Religious restrictions

· Language

Social: 

· Expenses

· Other commitments

Physical:
· Sight/hearing

· Mobility


	Staff Member has not taken steps to make the meeting place private, free from interruption or accessible to YP.

Staff Member does not take into account the YP’s needs.
	Staff Member has taken specific steps to make meeting place private, free from interruption and accessible to YP.

The Staff Member has taken into account the YP’s needs.
Allowances should be made for circumstances outside the Staff Member’s control
	Staff Member has taken additional steps to make the environment completely private, free from interruption, easily accessible to YP, meeting their needs.

	A2.  Background client information


	2.  How well did the Staff Member access and take into account background information about the client?
	Little or no checking of available sources of information about the YP.

Critical information missed.  Little or no use made of the information.
	Staff Member  checks key sources of information about the YP (IYSS, referral documents, other staff). Use made of key information to tailor session. 


	Staff Member uses preparation time efficiently to consider and collect information on YP, including from other appropriate sources. 

Staff Member has developed appropriate links with others to improve accuracy, efficiency and effectiveness of information sharing.



	B1.  Welcoming manner (Appropriate body language, tone and pace adopted)


	3.  How well did the Staff Member put the young person at their ease?
	Little or no attempt made to make the young person at ease.

Personal space not respected.

It was apparent that emotional, cultural, social and physical needs were not considered during the session.


	Staff Member  has relaxed body language. Maintains appropriate eye contact. Builds rapport, has clear speech, avoids jargon, pace tailored to YP needs. 


	Staff Member is sensitive to reactions of YP and adapts pace, language and tone.

	B2.  

Ground rules,

confidentiality and

safeguarding children and young people


	4.  How effectively were the ground rules discussed and agreed, regarding confidentiality, information sharing, record keeping and consent form details (completion or checking).
	No clear explanation or checking that YP understands what has been discussed.
	Staff Member agrees or reviews ground rules with the YP, according to their needs, based on rights, responsibilities, respect,  and confidentiality.  If a first meeting, a confidentiality discussion must include reference to:

· Limits to confidentiality (e.g. illegal act, danger to themselves/ others e.g. safeguarding/Children’s Services/police)

· Checking that basic  information  held on database is correct, why information is held and when it might be shared with others working in YP interest e.g. others in team/relevant outside authorities

· YP can nominate people who they do not want to share information with

· The YP’s agreement and signature on confidentiality form

· Staff Member  checking that the YP understands and hasn’t just signed the form.


	Staff Member  uses time efficiently to cover ground rules and blends this seamlessly into the session.  

Staff Member  encourages the yp to give their understanding of confidentiality.
Staff Member  and YP agree how details will be recorded, e.g. notes, action plans and PA facilitates YP to contribute to writing or recording ‘creatively’, as far as they are capable.  Staff Member  uses time efficiently to cover record keeping and blends this seamlessly into the session



	B3.  

Agree Purpose


	5.  How well did the Staff Member introduce the session, listening to the young person’s own expectations and contracting with them about what can realistically be achieved?  This can be reviewed at any time during the discussion.
	Little or no attempt to

· Introduce session

· Explore realistic expectations

· Take account of previous decisions.

The Staff Member’s own agenda dominates the session.
	The Staff Member:

· Clearly introduces the session

· Takes account of the young person’s expectations in negotiating a realistic agenda

· Allows the agenda to be reviewed and revised at any time during the discussion according to the young person’s needs.
	From the start of the session the young person, as far as they are able is empowered to set and review the agenda.

	B4.  Review progress to date
	6.  How well did the Staff Member help the young person to understand their current situation and any progress made on any previous decisions made by young person or Staff Members (if appropriate)?


	Staff Member has not reviewed current situation and any progress made to date with YP.
	Staff Member checks progress on previous plans (if appropriate)  and summarises current situation, inviting YP to give their thoughts according to their capabilities.


	Staff Member encourages the YP to summarise their understanding of the current situation and any progress made to date.

The Staff Member  should demonstrate high level of skills of reflection and empathy

	C1.  Exploration of barriers, needs and strengths
	7.  How well did the Staff Member’s questioning techniques explore the needs and strengths of the young person, bearing in mind appropriateness of language and assessment methods?


	Staff Member does little or no exploration of YP’s needs and strengths, fails to check understanding and uses language and questioning inappropriate for the yp’s capabilities.


	Staff Member explores key needs and strengths with YP and uses mix of probing, reflective questioning skills and open and closed questions pitched at the right level for the YP and avoids using jargon. 

Staff Member checks YP understanding.

If assessment tools are used they are applied appropriately and are of some benefit to the YP.


	Staff Member facilitates YP, as far as they are able, to fully reflect on their strengths and prioritise their needs.  The Staff Member adapts and varies questioning and communication methods at relevant points in the session.

A demonstration of high level skills could include using tone, pitch and silence constructively.

	C2.  Quality of  Information, Advice, Guidance and Support 


	8.  To what extent was the information, advice, guidance and support provided: 

· impartial

· comprehensive

· non-judgemental

· appropriate


	Staff Member does not take into account YP’s ideas and views or encourage YP to make own choices.

Staff Member  only gives limited information without valid rationale.


	Staff Member  encourages YP to consider a core range of opportunities and their implications in order to make their own choices, as far as they are capable.

Staff Member  uses the information sources appropriately in order to enhance the advice, guidance and support given.


	Staff Member  motivates and facilitates YP to explore and consider full range of opportunities available and their full implications.

Staff Member  demonstrates judgement in either signposting or providing relevant information and advice according to young person’s ability and level of engagement



	C3. Identifying opportunities and risks (realism) in context of purpose of session


	9.  How effectively were a range of realistic ideas and options explored and challenged in the context of the purpose of the interview?


	Staff Member does not identify or acknowledge a range of realistic options and fails to make appropriate challenges.

	Staff Member identifies and explores with the YP their current main realistic options. PA uses appropriate challenges and considers key barriers and potential setbacks in exploring how to address them.


	Staff Member facilitates the YP to constructively challenge their own views, as far as they are capable.

The Staff Member demonstrates advanced questioning techniques which encourages the young person to seek their own solutions.


	C4. Maintaining shared understanding


	10. How did the Staff Member ensure the young person remained engaged in the discussion?


	Staff Member gives little or no encouragement to the YP to express their views, as far as they are capable. Listening skills not demonstrated.
	Staff Member encourages YP to participate, as far as they are capable. Staff Member demonstrates listening skills by responding to needs of the YP.


	Staff Member demonstrates listening and empathy skills by responding to needs and moods of the YP.

Staff Member is alert to all verbal and non verbal signals  and deals with it appropriately.


	
	11.  How effectively was the young person's level of understanding checked and their expectations revisited?


	Staff Member has done little or no checking and expectations not revisited. 


	Staff Member checks YP understanding, as far as they are capable, of key aspects and how expectations have been addressed, at appropriate times during the session.


	Staff Member facilitates the YP to fully understand each significant piece of information, as far as they are capable, in context of the expectations of the session. This activity blended seamlessly into the session.



	C5. Signposting/

Brokerage/ Advocacy/ Referrals including direct contact made by young people, for example: to schools, colleges, potential employers and other agencies.


	12.  To what extent did the Staff Member appropriately consider the network of potential referrals available and involve the young person in this process?

Did the Staff Member offer to advocate on the young person’s behalf if appropriate?
	If referral/signposting appropriate Staff Member did not ask YP’s views or discuss relevant confidentiality implications with YP.

Staff Member makes inappropriate referral/signposting or does not consider obvious referral/signposting.


	If referral/signposting appropriate, Staff Member  considers the suitable possibilities, checks YP’s understanding of referral process and agrees whether a referral is appropriate or not.

Was advocacy considered?


	Staff Member helps the young person to consider the implications of a referral/signposting and ensures that the support and advocacy has been considered fully to see it through.


	D1.  Summary of session.


	13.  To what extent was the session clearly summarised?


	PA provides no summary or an unclear summary of the main points of the session.  


	Staff Member clearly summarises the main points of the session.


	Staff Member involves the YP as fully as  possible in this process in summarising the session.



	D2.  Negotiate and agree action by whom and by when and record on action plan.


	14.  How well were ‘SMART’ next steps agreed with the young person as a shared activity and a written record offered?
Were review dates agreed if appropriate?

(SMART – Specific, Measurable, Achievable, Relevant and Timed)
	Staff Member provides little or no information to YP about what happens next.  Staff Member gives little encouragement to YP to identify and agree their next steps.  Next steps are not ‘SMART’.  Written copy of agreed actions not offered to YP.
	Staff Member identifies and records ‘SMART’ next steps and engages YP in agreeing them.  Staff Member checks that the yp has the means to achieve the SMART targets. Written copy of agreed actions offered to YP.
	Staff Member involves YP, as much as they are capable, in creating, agreeing,  owning and recording SMART next steps. 

	D3.  Meeting the objectives of the session


	15.  To what extent were the agreed objectives of the meeting met and the reasons for any deficits understood?
	Little review of objectives made or reasons for not meeting them were not identified.


	Staff Member  reviews objectives and reasons for not meeting any are discussed and ways forward agreed
	Staff Member demonstrates skills which result in the yp reviewing all their objectives and the extent to which they have been met.


	D4.  Feedback:

Questions asked by the observer of the Young Person


	16.  This is an opportunity to find out from the young person their views on the one to one discussion.  You need time after the discussion alone with the young person to find this out.

Prompt questions:

· What was the most useful part of the discussion?

· Was everything covered that you wanted to discuss?

· Was there anything that was not helpful or was missing?

· What’s the first thing you are going to do as a result of this discussion?

· On a scale of 1 to 10 where 1 is not helpful, 5 is quite helpful and 10 is very helpful, how helpful has this been to you. 

· So what would make the score higher?

The assessor will give a score 1 to 3 of the overall usefulness of this discussion.

	The yp could not identify very much that was useful from this session.  They had little or no idea about next steps.  The yp identified a key element that was not covered.  A score of 0 to 4 is likely to indicate this.
The assessor must use their judgement whether the scores provided by the yp match their comments.
	The yp could identify that the session was useful.  They knew what to do next and appeared motivated to follow this through.  They agreed that everything was covered.  A score of 5 to 7 is likely to indicate meeting the standard.
The assessor must use their judgement whether the scores provided by the yp match their comments.
	The yp enthused about the session.  They implied that the session exceeded their expectations.  A score of 8 to 10 is likely to indicate exceeding the standard.
The assessor must use their judgement whether the scores provided by the yp match their comments.

	E1.  Next Steps
	17.  How accurately and appropriately has the session been summarised on IYSS  within appropriate timescale (good practice would be six working days).
	Staff Member  does not record or partially records session.  Records lack detail, are poor quality, inaccurate or judgemental.  There was no good reason why the records were not recorded within 6 working days.
	Staff Member  records accurately with sufficient basic detail on IYSS  within six working days.
Staff Member  updates current details where necessary.

Staff Member  is cognisant of the fact that the yp may request access to their records and so uses language appropriately.


	The conciseness and appropriateness of the language is exemplary.
NB.  Completing within six working days is not ‘exceeding’.
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