
Keen2Go Policies and procedures  

Supervision and appraisal policy  
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Policy statement.  
Keen2Go recognise that our workforce is our most valuable resource, effective supervision 
plays a key role in supporting them to deliver high-quality care and support. Our aim is  to 
provide a formal process for professional support and learning, ensuring work meets agreed 
standards, improving the quality of care, and supporting the development of staff skills and 
knowledge. Supervision is not about the exercise of power over another person, whilst it can 
help to manage performance, it is also, equally, a way of helping the supervisee to develop new 
skills, experience and confidence in their role. 
 
Frequency and scheduling. 
The frequency of these meetings will depend on the role of each member of staff and the 
number of hours they work but, in general, supervision should occur as follows: 

●​ Staff who work regularly, including in the office or on sessions running during term time 
or all year round, supervision will take place at a minimum quarterly. 

●​ For Safeguarding and behavioral lead  
●​ Leads supervision will take place at a minimum quarterly.  
●​ Full time support staff at minimum quarterly.  
●​ Bank/Seasonal staff - Track amount of shifts at a minimum twice a year.  
●​  

These are a guideline as a minimum amount of frequency, However if the Supervisors or 
supervisees require more frequent support this will be discussed and arranged collaboratively. 
The length of the meeting will be an hour, this is not a rigid time frame but a guideline.  
 
 
 
 
Setting and environment. 
 
At Keen2Go we realise that we work in unsociable hours and between venues etc. We want to 
make supervision as accessible and confidential as possible, therefore we will endeavour to 
work round your work schedules as much as possible. We will aim to carry out supervisions 
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either online or face to face, at a time that suits both. We understand that lots of conversations 
between staff and supervisors can happen over the phone to discuss issues that arise or 
changes in working. These said conversations may be recorded and added to existing 
supervision notes. However they will not replace the arranged formal meetings.  
 
 
Session content for supervisions.  
Supervisors will check in how staff are feeling and discuss any issues affecting performance or 
wellbeing at work. We will endeavor to create a safe space for staff to share feelings, particularly 
after challenging incidents on sessions. We realise that work can become stressful at times, we 
want staff to be able to share this and we at Keen2Go aim to put measures in place to support 
staff where we can.  
 
 
Performance and practice.  
Training - Supervisors will check the training matrix and make sure staff are up to date with all 
their training. Furthering learning and development opportunities will also be discussed.  
Review work- Discuss what is working well, celebrate achievements and any targets that have 
been achieved and what has been challenging.  
Member/Case specific discussion- We will use the space to reflect on matters such as what the 
experience is for members at keen2go and how they can be supported in the best way possible.  
Team dynamics - discuss any conflicts or difficulties occurring within the team and how we can 
problem solve this.  
  
 
 
Session content for appraisals.  
Appraisals are an annual event.  
Appraisal will be carried out by either the team manager(s) or the director. It is an opportunity for 
managers to review last year's objectives and performance and look at what has been achieved. 
This is an opportunity for managers to review last year's objectives and performance and look at 
what has been achieved. Appraisals are an opportunity to motivate and celebrate successes 
over the past year as well as identify any lessons learned and training needs. The objectives set 
in the appraisal should be discussed regularly at supervisions to ensure they are being 
progressed.  
 
 
 
Recording and confidentiality.  
 
Supervisors are responsible for keeping a record of supervision meetings, which matters have 
been discussed and any agreed actions, by completing the relevant form. The supervisor should 
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provide a copy of this record to the staff member. The line manager is responsible for monitoring 
the progress of the agreed actions at subsequent supervision meetings.  
 
Supervision records are the property of Keen2Go, not the individual. The Supervisor may need 
to discuss the content of supervision sessions with others (e.g. their own line manager) but this 
should be done with the knowledge of the member of staff and to who it will be discussed with. 
Any information discussed will only be done with the appropriate person on a need to know 
basis. If information needs to be shared with another line manager the agreed specific 
information will be discussed, the rest of the supervision content will remain confidential. The 
line manager will store the records of supervision meetings securely and only supervisors have 
access to that information.  
 
 
 
Reference: Regulation 18 of the Health and Social Care Act 2008 (Regulated Activities) 
Care act 2014  
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