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Staff Supervision & Appraisal Policy & Procedure 

Allsorts Support Services CIC 11373253 & Allsorts Community 

Introduction 

Allsorts Support Services CIC & Allsorts Community (Which will be referred to as the 

organisation throughout this policy). 

We want all service users to have successful and fulfilling lives. 

This policy document should be considered in conjunction with all other relevant duties, 

policies and guidance. 

Aim of the Policy  

This policy is intended to set out the values, principles and policies underpinning the 

organisation’s approach to Staff Supervision & Appraisal for all staff.  

The policy has the following aims: 

 To maintain a safe and healthy environment for all service users and employees.  

 To comply with applicable laws and legislation.  

This policy is informed by the organisation’s understanding of its statutory duties as an 

employer. 

 

Having effective, up to date and easy to follow policies and written documents minimises 

risk to service user’s, employees and the organisation itself and can ensure that statutory 

requirements, standards and regulations are understood and provides a framework to 

monitor compliance. To ensure the organisation provides a robust and clear framework, 

the organisation has developed this policy to manage processes to achieve compliance and 

effective co-ordination across the organisation.  

Through this policy the organisation will ensure that there is a process whereby all policy 

documentation is consistent. In addition, there will be an effective process for managing 

and reviewing policies and any associated written documents on a regular basis, to ensure 

that documentation remains legally compliant and actions are undertaken in a safe and 

efficient manner.  

This policy will ensure that the organisation meets its legal responsibilities and provides a 

clear organisational approach to documentation. 

Policy Statement  

The organisation will provide a structure for the development of policies and other written 

documents.  

This will include:  

• Ensuring that staff has access to the most recent copies of the organisation’s 

documents. 

• Establishing a control procedure for all policies and other written documents to 

ensure that those in use are current and relevant. 

• Ensuring that the equality impact assessment process is completed on all policies 

and procedures. 
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• Ensuring systems exist to monitor the use of, and compliance with, all written 

documents 

• Developing and maintaining a central database of policies, procedures and written 

documents  

• Maintaining an archive of past written documents, for reference and to meet legal 

requirements.  

 

Policy Statement  

 The organisation recognises that Supervision and Appraisal is an essential element of the 

professional management of a business and is an important tool for ensuring that a quality 

service is provided to families and service users, risks are minimised and supports ongoing 

professional development.  

The organisation undertakes to ensure that all paid staff receives effective supervision and 

Appraisal in line with the organisation Safeguarding Policy, Staff Development Policy and 

the organisation guidelines. 

Supervision  

As employers, the organisation has a duty of care to its staff. The provision of effective 

supervision ensures that staff workload, motivation and progress can be supported and 

monitored.  

Principle functions of supervision are summarised as:   

 Performance Accountability. 

 Practice Reflection. 

 Personal Development. 

 Professional Support. 

Practical Arrangements  

 The organisation remains’ responsible for the supervision and accountability of the 

all staff and volunteers.   

 Supervision of all staff is carried out by the manager. 

 Supervision with all employees working directly with families is held every 6- 8 

weeks as a minimum.  

 All new employees receive monthly supervision during their probationary period. 

 The manager is kept informed that supervision is taking place in line with this 

policy and as recommended the organisation.    

 One to two hours is allowed for a supervision session. 

 A quiet space/room is arranged in advance, away from telephones and other 

disturbances. 

 

 The Supervision Process   

 n agreed agenda between the two parties is used to structure the supervision session. 
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 Both the manager and employee consider the different agenda areas prior to the 

meeting to prepare for the supervision session.   

 Any other issues are added to the agenda at the start of the session. 

 The manager takes notes throughout the meeting and sends them for validation and 

signing by the employee. 

 The agreed notes are then signed and copies kept by both the manager and 

employee as an official record.  

 In the event of an employee refusing to sign supervision notes, the manager will 

note date of refusal to sign along with any comment from the supervisee at to the 

reason they are refusing to sign on the end of the supervision notes. 

 The manager may access supervision records as appropriate. Whilst the contents of 

supervision records remain confidential, supervision records may be accessed under 

limited circumstances eg for QA sampling and for procedural or legal purposes.  

Annual Appraisal  

The annual appraisal system provides the opportunity for each member of staff, with the 

manager, to review progress over the past year and set goals and targets for the year ahead. 

It is not part of a performance-related grading review. It is designed to make a positive 

contribution to the personal development of staff and as an aid to effectiveness and job 

satisfaction. 

Principle functions of the Annual Appraisal are summarised as:  

 To promote understanding between employees and managers. 

 To give the manager and employee an opportunity to take a long-term view of 

their work. 

 To review performance over the past year. 

 To analyse any factors this may have positively or adversely affected 

performance. 

 To identify development and training needs or other support this may be 

required. 

 To discuss the programme of work for the coming year, including identifying 

work and personal objectives and targets. 

Practical Arrangements   

 All new employees will have an appraisal within six months of their 

appointment. 

 Appraisal meetings with all employees will be held annually, as soon as 

possible after the anniversary of their appointment in post. Therefore new 

employees will have two appraisals in their first year.  

 Appraisals to be carried out by the managers.   
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 Arrangements for the appraisal meeting to be made, where possible, at least 

two weeks in advance to enable the employee and the appraiser to prepare 

adequately.   

 At least two hours should be allowed for the meeting. 

 A quiet space/room should be arranged in advance, away from telephones and 

other disturbances.   

 Preparation for the interview by both parties should include reference to the 

employee’s job description, the organisational strategic plan and any other 

relevant documentation   

 A copy of the previous year’s appraisal and supervision notes will also be 

pertinent. 

 A review form will be sent to the appraisee at least one month prior to an 

agreed review date.  

  Both the appraisee and appraiser will consider the different areas outlined in 

the document, making notes, for fuller discussion at the review meeting, on 

the form. 

 The review meeting will follow the same guidelines as given for conducting 

supervision sessions but will use the review form as the agenda for the 

meeting.   

 The appraiser will take notes throughout the meeting, type up the form after 

the meeting and then send the completed review for validation and signing 

by the appraisee.   

 The agreed completed review will then be sent to the manager for further 

written comments and signature.  

3 copies will then be distributed as follows: 

1) To the appraisee for their work planning. 

2) The appraiser for use in ongoing supervision. 

3) Copy in personnel file. 

 

All policies and other written documents  

It is the responsibility of the Policy administrator to ensure that when a document is 

revised, a copy of the original is forwarded to the Manager.  

Once revised policies and other written documents are approved, the Manager will pass on 

to all employees.  

Staff will be notified of newly approved/revised policies, procedures and guiding 

documents within one week of approval by the manager.  

Non-compliance with this Policy 

In the unlikely event of a member of staff not respecting the policy, the organisation’s 

manager should attempt to resolve the situation informally in the first instance. Ultimately, 
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repeated breaches of the policy will result in disciplinary procedures and may lead to 

dismissal.  

Policy Implementation 

It is the responsibility of the Policy administrator to keep all policies and procedures up to 

date. The manager will identify how any policy or written document will be implemented. 

This will include liaising directly with the policy administrator in order to ensure that staff 

training requirements have been highlighted. Overall responsibility for ensuring the policy 

is implemented, monitored and reviewed rests with the organisation’s Manager.  

Information on the policy will be: 

 Circulated to all staff 

 Provided to all new employees 

 

Training  

All new staff will be required to read all policies as part of their induction process. 

Review Process 

The Manager requires that certain policies must be reviewed annually. These are: 

• Safeguarding policy 

• All other policy documents must be reviewed no later than three years after initial 

approval and regularly reviewed on the same basis thereafter.  

• Documents will be reviewed more frequently if changes in legislation or the service 

requires it. 

• It is the responsibility of the policy administrator will ensure that documents are 

reviewed in line with their review dates. 

Where a review necessitates considerable change to the previous document, the process 

will be treated as though it is a new document.  

Minor amendments can be notified by distributing copies of the policy to appropriate 

recipients, with a cover sheet with the changes are and their implications. This sheet 

should be kept with the original.  

Review of Policy  

This policy will be reviewed on a three yearly basis or at an earlier date if changes are 

required due to changes in government advice. 

 

 

 

 

 

 

 


