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2	 POLICY	26	–	SUPERVISION	OF	PERSONNEL	
 

1.	INTRODUCTION	

1.1 The	supervisions	policy	is	aimed	at	providing	employees	support	in	their	roles	through	regular	
meetings	with	their	Line	Manager	to	discuss	workload	and	identify	any	areas	of	concern	from	
either	the	employee	or	Line	Manager.	Supervisions	are	also	a	key	part	of	the	performance	
management	framework.	
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2.	GUIDELINES	FOR	SUPERVISIONS	

2.1 LD	Training	requires	all	staff	to	have	at	least	one	supervision	every	6	months.	It	is	at	the	discretion	
of	the	Line	Manager	if	they	feel	that	more	than	one	supervision	is	necessary.	Line	Managers	will	
book	these	dates	with	the	employee	in	advance.	For	full	time	staff	supervisions	may	be	scheduled	
monthly	if	it	is	felt	appropriate.		

	
2.2 Supervisions	should	last	a	minimum	of	half	an	hour,	but	could	be	longer,	depending	on	items	for	

discussion.	Items	for	discussion	should	be	identified	in	advance	and	noted	on	the	supervision	form.	
	
2.3 Supervisions	are	carried	out	to	give	the	employee	and	Line	Manager	a	chance	to	spend	time	

discussing	the	employees’	current	workload	and	any	future	work	that	the	employee	needs	to	be	
involved	in.	Supervisions	are	there	to	support	and	help	the	employee	and	also	to	give	the	Line	
Manager	a	clear	idea	of	how	the	employee	is	performing.	They	are	also	a	means	of	identifying	any	
support	or	training	that	is	required.		
	

2.4 Staff	Objectives	and	Supervisions	are	the	key	mechanism	in	the	delivery	of	work	at	LD	Training.	It	is	
an	opportunity	for	staff	to	discuss	their	work	and	resolve	issues	that	may	arise.	Supervisions	have	
several	purposes:	
¥ Monitor	work	and	work	performance		
¥ Evaluate	work	and	performance		
¥ Help	the	worker	improve		
¥ Identify	training		
¥ Clarify	priorities		
¥ Provide	an	opportunity	for	the	worker	and	supervisor	to	discuss	how	they	feel	about	the	work	
¥ Recognise	and	deal	with	problems		
¥ Discuss	how	outside	factors	are	affecting	work	
¥ Provide	a	framework	for	discussing	and	agreeing	change		
	

2.5 A	standard	form	is	completed	at	each	supervision,	covering	all	topics	discussed.	This	is	then	signed	
by	both	employee	&	Line	Manger	and	kept	on	the	personnel	file.	These	notes	will	be	referred	to	at	
the	next	supervision.	The	employee	will	receive	a	copy	of	their	supervision	notes.	
	

2.6 Supervision	notes	can	be	used	to	help	measure	performance	along	with	staff	objectives	and	yearly	
appraisals.	
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3.	STAFF	OBJECTIVES	

3.1 Each	staff	member	has	a	number	of	objectives,	normally	3	–	4	for	part	time	workers	and	6	–	10	for	
full	time	workers	although	it	may	vary	depending	on	the	work	involved	in	each	one.	An	objective	
relates	to:	
¥ A	specific	ongoing	responsibility	(e.g.	Responsibility	for	LD	Training	Recruitment),	or,		
¥ Delivery	of	a	specific	project.	(e.g.LD	Training)		

	
These	objectives	directly	relate	to	work	within	LD	Training	Implementation	Plans.		
	
3.2 Objectives	may	relate	to	personal	goals	or	objectives	e.g.:		
	

¥ A	training	objective	(e.g.	Complete	course	in	Excel)		
¥ Issues	surrounding	general	conduct	(e.g.	Ensuring	that	timekeeping	is	improved).		

	
3.3 Objectives	are	fluid	and	change	over	time	and	should	reflect	95%	the	current	work	programme	of	

the	staff	member.	New	projects	/	responsibilities	will	be	added	to	objectives	and	old	objectives	will	
be	removed	as	required.		
	

3.4 Each	objective	should	have:	-	
¥ A	title		
¥ A	description	(sometimes	with	key	deadlines)	
¥ Reporting	requirements	-	What	type	of	regular	reporting	is	required	-	whether	a	board	update	

paragraph	is	required,	whether	a	workplan	is	expected.		
		

BUP	–	Board	Update	Paragraph		
K	–	System	K	Return	required	quarterly		
W	–	Workplan		
S	–	Supervision	notes	
M1P	–	One	page	monthly	report		
M	–	Meeting	note(s)		

	
Some	objectives	will	have		

	
¥ A	cost	centre	–	if	there	is	a	budget	that	relates	to	the	objective	
¥ A	System	K	code	–	if	the	objective	relates	to	a	specific	project	that	is	monitored	through	system	

K.		
	

3.5 For	example:	
Objective	 To	project	manage	the	(INSERT	NAME	OF	PROJECT)	project	

Description	
To	take	overall	responsibility	for	the	delivery	of	the	(INSERT	NAME	OF	PROJECT)	project	
including	operational	issues,	booking,	staffing	requirements	and	publicity.	
Summer	programme	booked	by	end	of	May	

Reporting	
	

W	/	BUP	 Cost	Code	 ….	 System	K	code	 N/A	

Progress	
	

	

Manager’s	
Comments	

	

Key	Actions	
	

	

3.6 The	basic	information	regarding	each	objective	is	contained	on	the	supervision	form.	However	
some	objectives	will	be	backed	up	by	further	information	e.g.	a	guidance	note	or	a	project	appraisal	
/	bid.		
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4.	PREPARING	FOR	SUPERVISION	

4.1. It	is	important	that	both	managers	and	staff	prepare	properly	for	supervisions.	This	means	taking	
time	to	reflect	on	what	has	been	achieved	over	the	last	month(s).	There	are	two	key	tasks	that	each	
Operations	staff	member	should	do	before	they	are	supervised.	

	
A)	Report	back	on	Objectives	
	
4.2	Before	a	monthly	supervision	a	staff	member	needs	to	prepare	by	reporting	back	on	Progress	

against	each	objective.	This	should	be	done	by	completing	the	box	on	the	supervision	form.	For	
example:		

Objective	 To	project	manage	(INSERT	NAME	OF	PROJECT)	project	

Description	 To	take	overall	responsibility	for	the	delivery	of	the	(INSERT	NAME	OF	PROJECT)	project	
including	operational	issues,	bookings,	staffing	requirements	and	publicity.	
Summer	programme	booked	by	end	of	May	

Reporting	 W	/	BUP	 Cost	code	 …	 System	K	code	 N/A	

Progress	 This	month	I	have	finalised	the	summer	programme:	All	the	venues	are	booked,	new	
equipment	has	been	ordered,	publicity	has	been	prepared,	rotas	prepared	and	I	have	
prepared	paperwork	for	the	playleaders	to	use.		
	
I	have	also	led	the	interviewing	for	2	new	play	workers,	both	of	which	will	be	joining	the	
team	subject	to	successful	references	and	CRB	checks.	Finally	I	have	met	with	the	
library	service	about	a	monthly	Saturday	session	in	A	Company	to	attract	new	users.		
	
Overall	I	believe	the	project	is	progressing	well	although	I	am	finding	the	management	
of	sessional	staff	to	be	a	particular	drain	on	my	time.		
	

4.3 It	is	important	that	the	staff	member	covers	their	work	in	enough	detail	to	give	a	manager	a	feel	for	
what	they	have	achieved.	This	is	the	opportunity	for	staff	to	sell	themselves	and	show	how	busy	
they	have	been!	Staff	should	also	consider	the	following	questions:	
¥ What	have	I	done	since	the	last	session	that	I	am	pleased	about?	How	has	my	worked	improved?	
What	factors	have	made	my	work	better?		

¥ What	have	I	done	since	the	last	session	that	I	am	unhappy	about?	Why	did	I	do	it	that	way?	
What	would	help	me	do	it	differently	in	future?		

¥ Have	I	achieved	what	I	intended	to	do	in	the	last	session?	If	not,	why	not?	
¥ What	could	help	me	do	my	work	better?		
	

4.4 There	is	also	a	space	for	additional	pieces	which	are	outside	your	objectives	to	be	noted.		
	

4.5 Finally	there	is	also	a	space	to	raise	any	other	issues	that	are	of	concern.		
	

The	completed	Supervision	form	should	then	be	emailed	to	your	line	manager	at	least	2	days	
before	the	supervision.	 	
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B)	Provide	updated	Workplans	
	
4.6. Workplans	show	what	work	is	planned	in	a	particular	area	or	for	a	particular	project.	They	are	linked	

to	Objectives	but	not	every	objective	has	a	workplan	attached	to	it.	It	is	indicated	beneath	your	
objective	whether	a	workplan	is	required.	

	
4.7. Workplans	are	important	for	a	number	of	reasons:		

¥ They	are	‘to	do’	lists	for	projects	-	They	help	us	plan	our	work	and	make	sure	we	haven’t	
forgotten	anything.	

¥ They	show	the	amount	of	work	that	is	required	to	deliver	a	particular	project	
¥ They	help	with	business	continuity	by	enabling	someone	else	to	pick	up	your	work	if	you	are	

away.		
¥ They	show	who	is	responsible	for	doing	what	which	is	particularly	important	in	complex	projects.		
	

4.8. Before	you	are	supervised	you	should	update	all	your	workplans	to	show	what	work	is	required	over	
the	next	month.	You	may	want	to	go	further	than	this.	There	is	a	template	Excel	workplan	but	you	
are	welcome	to	use	your	own	format	providing	that	it	shows:	-	
¥ The	tasks	required		
¥ When	they	need	to	be	done	by		
¥ Who	is	responsible	(it	may	not	be	you!)		
	

Your	updated	workplans	should	be	taken	to	your	supervision	for	discussion.	
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5.	UNDERTAKING	SUPERVISIONS	

5.1	When	being	supervised	each	Objective	should	be	considered	in	turn.	The	previous	supervision	
notes	should	be	checked	to	see	that	actions	have	been	carried	out	by	both	parties.	The	staff	
member	should	talk	through	what	they	achieved	in	the	last	month	and	any	problems	that	they	had.	

	

5.2	The	Manager	should	discuss	their	views	on	the	work	that	has	been	made	by	the	staff	member.	This	
should	focus	on:-	

¥ Overall	progress	against	the	Objective		

¥ Whether	key	actions	and	reporting	requirement	have	been	met		

¥ Acknowledging	where	good	work	has	been	done	

¥ Commenting	on	poor	work	–	explaining	the	standards	required,	exploring	the	reasons	why	these	
have	not	been	met	and	focusing	on	how	things	can	be	improved.		

	

5.3	Both	positive	and	negative	comments	should	be	noted	by	the	manager	and	then	the	key	actions	
that	they	would	like	the	staff	member	to	take	over	the	next	month.	This	should	include	any	
deadlines	relating	to	the	objective	or	specific	areas	that	the	staff	member	needs	to	focus	on.		

	

5.4	On	occasions	a	staff	member	may	be	reporting	to	a	different	manager	on	an	objective.	When	this	is	
the	case	the	line	manager	needs	to	discuss	their	performance	with	the	relevant	manager	before	
the	supervision	is	undertaken.		

5.5	There	is	then	the	opportunity	for	staff	members	to	raise	any	issues	that	are	of	concern	to	them	or	
that	they	would	like	addressed.	There	is	also	the	opportunity	to	highlight	any	extra	support	they	
require	from	their	Line	Manager	to	enable	them	to	do	their	job	better.		
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6.	FOLLOWING	SUPERVISION	

6.1 	After	the	supervision	the	line	manger	should	write	up	their	comments	on	the	supervision	form.	This	
should	then	be	emailed	to	the	staff	member	to	print,	sign	and	return.	Line	Manager’s	should	keep	
copies	of	all	supervisions	on	file.		

	
6.2 	Staff	members	need	to	update	the	relevant	workplans	with	any	key	actions	that	were	agreed	in	the	

supervision.	Managers	need	to	make	note	of	any	actions	that	they	agreed	to	undertake.		
	
6.3 	If	not	already	agreed	a	date	for	the	next	supervision	should	also	be	arranged.	It	is	often	easiest	to	

put	several	dates	in	the	diary	for	a	number	of	months.		
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