Staff Supervision Record
This record must be completed during each supervision session.  The contents should be checked by both supervisor and supervisee following the session and signed by both

	Name of Supervisee
	

	Job Title
	

	Name of Supervisor
	

	Job Title
	

	Date of Supervision Session
	

	[bookmark: _Hlk191890008]Start Time
	
	Finish Time
	Location

	Date of Last Supervision Session
	

	If Supervision is later than agreed previously, state why?
	

	Sickness absence since last Supervision
	

	Holiday / or any other leave since last Supervision
	

	Professional Body Registration Start/Renewal due date:
Any Conditions
e.g. SSSC & HCPC
	


	Renewal Date


	Any Conditions



	Date of Good Conversation Annual Development and Performance Review and follow up Action Review dates
	
	 Action 
Review dates


	





POTENTIAL AGENDA ITEMS FOR SUPERVISION
(only some of these items will be relevant depending on the employee’s post and remit)

1. Review of tasks/actions from previous supervision                              			

1. Key work planning/management                                                          

1. Continuous Professional Development/Training

1. Celebrating Success/Achievements                                                                      

1. Team issues                                                                                         

1. Practice issues                                                                                     

1. Health & Safety

1. HR issues

1. Budget/Finance issues

1. Annual Leave                                                                    

1. AOCB (list)                                                                                                                 


	Agenda Item

	Main Discussion Points 
	Actions (by whom) and Timescale

	Priorities for Discussion

	

	



Additional notes / areas to be discussed at next Supervision Session
SIGNED
	Supervisor
	

	Supervisee
	

	Date of next Supervision Session
	



