	
	
	



Supervision Agenda

The following suggested agenda provides a framework to help supervisors and supervisees to structure their discussions. These should be adjusted to meet the requirements of your service or the role of the supervisee. 
Agree agenda items at the beginning of the meeting or prior to the meeting.

Check out how the member of staff is feeling. Allocate specific time to focus on wellbeing and resilience. Supervision should reflect Good Conversation principles e.g. establishing what really matters and underpinned by active listening.

Review the previous supervision notes, tasks and actions. Revise, agree new targets as required.
Managing performance and workload update – review tasks, objectives and targets. Reflection and analysis of any specific pieces of work, particularly in identified complex areas of work. Revise and agree new targets, as required.

Cases – record held on a separate form and placed in service users case record (Appendix 5 supervision case record template)

Learning and development needs.

Annual leave. 

Personnel or employment issues including sickness absence, special leave, disciplinary, grievance, capability, equality.

Professional Body registration and renewal, with and without conditions.

Regulatory or service standards.

Health and safety.

Budgets and finance issues relevant to the service / team / section/ tasks.

Any other business.

Date of the next meeting.

For some supervisees, particularly managers, the following may also be relevant areas for discussion: 
	Corporate and developmental strategic plans
Business plans
Budget / finance
Management of information and performance indicators
Staffing or rota issues
Complaints and investigations
Recruitment
	Staff performance and development reviews
Agree setting targets and timescales for completion of work
Monitoring work performance
Individual and team morale and motivation
Discussion re project or task groups
Stakeholder and partnership issues
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