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SUPERVISION POLICY 

Introduction 

Triple C (Liverpool) is committed to providing effective support and recognition to all staff and volunteers.  A key 

area in which support will be offered is through the supervision process.  All staff will have access to structured 

supervision sessions in order to reflect on learning experiences, develop skills and implement change.  The 

intention of supervision is to encourage a two-way process to enhance and support personal and professional 

development and to meet the aims of the organization as a whole. 

Supervision can be broken down into two areas: operational and wellbeing.  This recognizes that some areas of 

staff supervision require more frequent attention. Each member of staff has a key trustee to whom they report.   

This trustee will usually lead a small team of up to 3 other people to provide operational support on the day-to-day 

activities of the member of staff.  The team will be led by the key trustee and will usually comprise of Trustees 

and others who have some connection to the project being supervised eg.  a volunteer or a beneficiary; enabling 

direct engagement and feedback.   

An independent trustee will provide wellbeing support and supervision.  This will cover the general welfare and 

wellbeing of the staff member.   

In all cases, supervision meetings form part of the management process and offer a structure for two-way 

discussion.  A supervision meeting is not a casual chat (these may also play an important role outside of 

supervision) but a purposeful meeting to clarify issues.  Meetings are arranged to check progress of work, agree 

priorities, discuss any issues arising for either the supervisor or staff member, reflect on current workload, 

identify training needs and clarify logistics such as; annual leave, time off in lieu etc.   

Framework and purpose of supervision 

Supervision meetings are a two-way process of which the staff member plays an integral part.  The meetings are a 

cooperative exercise with a shared purpose.  The meetings offer support to staff members and should be a 

positive step towards clarity of role.  Meetings are not solely about action and as such, staff members should be 

encouraged to reflect on current issues, feeling and actions.  Training should also be discussed in order for the 

worker to identify their strengths and development needs. 

A standardized supervision process will actively encourage all staff to meet the aims and objectives of the project.  

Other organizational benefits will include: 

 Clarity on staffing issues 

 Awareness of ongoing work including expectations and targets 

 Understanding of health and safety concerns 

 An update on the positive work taking place in the centre 

The process will also give both the member of staff and the trustee(s) an opportunity to address any common 

concerns or issues which occur regularly.   

The aim of the supervision process is to offer support and development opportunities to all staff.  This will be 

achieved by: 

 Problem solving, thinking through actions and consequences 

 Giving positive and constructive feedback on performance 

 Provide back up and support in difficult situations 



 Sharing concerns and identifying necessary action 

 Sharing good practice and developing new ideas 

 Monitoring work as agreed.   

Whilst the primary beneficiary for supervision is the staff member, there is a clear expectation that the team who 

are engaged in supervision will benefit enabling a better personal and strategic understanding for them of the 

project.   

Core Values  

In every aspect of our charitable work, it’s important that we keep in mind the core values that we have agreed as 

a charity.  These have a particular relevance to our staff who are often at the forefront of leading activities and to 

the supervision process, as those who are engaged in shaping the direction and supporting staff.  All those who 

are involved in supervision are requested to work towards these values:-   

 We build community involvement without prejudice or discrimination, to improve the quality of life in the 

neighbourhood. 

 We believe in non-judgemental support across our networks. 

 We are compassionate: when we see a need we are motivated to respond to it  

 We empower and encourage the community, workers and volunteers to take the initiative and achieve 

their best, in a safe environment where mistakes are viewed as learning opportunities. 

 We have an ethical base of honesty, integrity and transparency, founded on our Christian faith and values, 

from which to build relationships within the neighbourhood.  

 We hold ourselves accountable: we acknowledge and assume responsibility for our actions, decisions, and 

consequences – as individuals and as an organisation. 

 We enable individuals to engage and learn new skills by becoming part of a team, inspiring confidence and 

giving self-worth in oneself. 

 We reach out to the community, seeking the isolated, building relationships; we are outward looking. 

 We seek to help people who are on the edge of our community and its networks to belong. 

 What we do is defined by who we are as a Christian community. 

Frequency 

Operational Supervision meetings are to be held ideally, every 2 months.  There should usually be a minimum of 6 

meetings per year.  Meetings should last between 1 and 2 hours.  We expect there to be some variant in 

frequency and length of meetings, often reflected by the different number of contracted hours worked by each 

member of staff.   

Wellbeing Supervision meetings are to be held, ideally, every 6 months.  Meetings should last between 1 and 1½ 

hours. 

In all cases, the date and time of the meetings are to be agreed between the trustee and staff member, although 

the trustee (operational or wellbeing) should initiate the meetings.  If, however, a meeting is cancelled then an 

alternative date (and mutually agreed) must be provided by the person who cancelled it within 7 days. 

Shared Agenda 

Operational Group Supervision meetings should be based on the following framework:- 

1.  Previous minutes ~ matters arising 

2.  Review core tasks 

 shaped by priorities identified in role description and/or funder targets and/or as 

developed in response to consultation, circumstance and need  

 include reference to important oversight matters relating to core work e.g.  volunteers, 

finance, risk assessment   



3.  New initiatives ~ forward planning (strategy) 

4.  Priorities    

5.  Training needs and plans 

6.   Monitoring 

 Hours worked 

 Holidays   

 Petty cash (if relevant)  

7.  Health and safety – any concerns 

8.  AOB 

9.  Date of next supervision  

At the first meeting the supervisor and staff member should consider items which will regularly be discussed at 

the operational supervision and build these into the appropriate section of the agenda.  Item 2 is likely to be the 

key focus in a meeting; however, time must be managed to cover every aspect of the agenda.  Each supervision 

will be driven according to priorities at the time of meeting and it may occasionally be necessary to fix an 

additional meeting to focus more deeply on a particular priority.   

Wellbeing Supervision meetings should be based on the following framework:-  

1.   Previous minutes ~ matters arising  

2.   Role satisfaction ~ review and support 

3.  Time/task management  

4.  Personal training needs and plans  

5.  Employment matters ~ any issues with holidays, hours, pay etc. 

6.  Personal issues   

7.  AOB 

8.   Date of next supervision  

The trustee responsible for the supervision will prepare the supervision form including the agenda, which may be 

added to by the member of staff.  Should a member of staff want to raise any particular issue which would benefit 

from the operational support supervision group’s or wellbeing supervisor’s prior knowledge, the staff member is 

asked to give at least one week’s notice to allow for preparation.  The staff member’s issues will be given the 

same importance as the supervisors’ issues.  Open communication and a shared agenda will support the 

supervision process. 

During the meeting the trustee or appointed group member will record any significant discussion, action required 

and any deadline dates.  At the end of the meeting both the staff member and supervisor will read through the 

notes of the meeting together then within 7 days they will receive a copy which should be signed then returned 

to trustee. Any urgent actions agreed at the meeting will be dealt with immediately or as soon as possible by the 

person holding that responsibility 

Environment  

The environment is a key consideration when holding supervision meetings.  The trustees, depending on which 

meeting this is, hold responsibility for the meeting space, which should be accessible, safe, and comfortable and 

will not be interrupted.  Both supervisor and member of staff should have any phone calls diverted or messages 

taken so that they can both focus on the meeting at hand. 

Confidentiality 

Supervision is a process which supports the staff member both personally and professionally.  As an organization 

Triple C (Liverpool) may have access to information regarding the staff member’s professional issues but not their 

personal issues.   The Operational Supervision will not deal with personal issues.  If this occurs, the staff member 



or the key trustee leading the Operational Supervision Group should inform the staff member that this will be 

dealt with at a wellbeing supervision meeting and they will request a Wellbeing Supervision or a meeting with the 

Wellbeing Supervisor takes place.  However, if the item raised is of such seriousness that the Trustee believes 

that it has an immediate serious impact on the worker or the organisation they should call the meeting to a close 

and contact the Chair for further advice. 

The supervision forms will be kept by the Lead Trustee and member of staff and the Wellbeing Trustee and 

member of staff.  

Staff members should have information as to the security and upkeep of their supervision notes and as such each 

key trustee will set up a file for each staff member.  Complete supervision notes will be held in this file along with 

any other relevant information, such as reference requests, complaints etc.  The key trustee is responsible for 

holding these files in a secure place.  The key trustee will have sole responsibility for these files unless information 

is requested from another person.   

There are particular circumstances when people other than the key trustee will have access to the supervision 

notes.  The following is not an exhaustive list but will offer some guidelines as to when supervision notes will be 

accessible to others.   

Chair of Triple C may request to see a staff member’s supervision notes for the following reasons:-  

 to investigate a complaint or grievance 

 to research health and safety complaints/issues 

 to offer requested support or guidance 

 on the request of the board of trustees 

New Supervisor 

 to gain insight into previous work issues 

 to update themselves on current work and roles 

The files would not be accessible to the following 

 a colleague/peer 

 a trainee worker/volunteer/student placement 

 a supervisor from another part of the project 

 general administration staff 

 any worker without a line of responsibility for the said staff member.   

Future access to information 

If a staff member leaves their personal development sheets will be destroyed immediately.  The supervision notes 

will be kept on file for up two years and then destroyed. 

Absence of supervisor 

If the key trustee or the wellbeing support trustee is off work for more than a 4-week period, then the Chair will 

facilitate all supervision meetings in their absence.  On return to work the trustee will be informed of any 

meetings that have take place and have access to the supervision notes.  Meeting templates as in Appendix 1 & II 

will be used to record all meetings. 

 

Policy Adopted:  September 2006, Reviewed December 2012:  Significant review: November 2018 



Christ Church Community Centre 
Sedgemoor Road 

Liverpool 
L11 3BR 

 

0151 226 2992 

Appendix I: Wellbeing Supervision 

 

Date:              

Supervisor:              

Employee:              

 

1.  Previous minutes ~ matters arising  

 

 

 

 

2.   Role satisfaction – review and support 

Immediate issues: 

 

 

Discussion: 

 

 

 

3.  Time/task management  

Immediate issues: 

 

 

Discussion: 

 

 

4.  Personal training needs and plans  

Immediate issues: 

 

Discussion: 

 



 

5.  Employment matters ~ holidays, hours, pay etc 

Immediate issues: 

 

 

Discussion: 

 

 

6.   Health and safety 

Immediate issues: 

 

 

Discussion: 

 

 

7.  Personal issues  

Immediate issues: 

 

 

 

Discussion: 

 

 

8.  AOB 

 

 

 

 

9.   Date of next supervision  

 

 

 

 

Signed: 

Supervisor          Date    

Employee          Date    
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Appendix II: Operational Supervision 

 

Date:              

Supervisor:              

Employee:              

 

 

1.  Previous minutes ~ matters arising 

Immediate issues: 

 

 

 

Discussion: 

 

 

2.  Review core tasks 

Immediate issues: 

 

 

 

Discussion: 

 

 

3.  New initiatives ~ forward planning (strategy) 

Immediate issues: 

 

 

Discussion: 

 

 

 

 

4.  Priorities 



Immediate issues: 

 

 

 

Discussion: 

 

 

5.  Training needs and plans 

Immediate issues: 

 

 

 

Discussion: 

 

 

6.   AOB 

 

 

7.  Date of next supervision  

 

 

 

Signed: 

Supervisor          Date    

Employee          Date    


