
 
Supervision Policy 

 
1: Introduction 

 

1.1 The aim of this policy is to provide a framework for the one to one supervision and appraisal of 
all staff and volunteers working for ARC Fitness Ltd. The policy has been written, following consultation, 
to ensure it meets the needs of the organisation, the staff and their supervisors regardless of the area 
in which they work and to meet the ‘best practice’ guidance and legislation for the regulatory bodies 
related to each aspect of our work. 

1.2 Supervision and Appraisal are an integral part of our organisation and contribute to: 

• Improved outcomes for those in our care 

• Improved outcomes for our staff & volunteers 

• Development of individual and team performance 

• The delivery of a quality assured service. 

 

2: Definitions 

 

2.1 Supervision is a forum where supervisees review and reflect on their work in order to do it 
better.  Individuals bring their actual work practice to another person [individual supervision], or to a 
group [small group or team supervision], and with their help review what happened in their practice in 
order to learn from that experience.  Ultimately, supervision is for better quality service. 

2.2 Appraisal is a formally constructed, annual activity.  It is a vehicle for structured personal 
development planning that can have positive outcomes for both individuals and the organisation.  
Where necessary it also provides a process for managing staff performance as it encourages the 
organisation to measure individual performance. 

2.3 Personal Development Plans are the outcomes of an effective supervision and appraisal 
process. They record individual objectives and targets for the coming year and learning opportunities.  
These may be long or short term goals or in the form of accredited learning, in house training, 
mentoring or coaching.  

2.4 Supervision Agreements are an essential part of the supervision process and will be part of the 
first supervision session. The purpose is to establish a basis for which the supervisor and supervisee 
will work together during one to one supervisions.  The establishment of ‘ground rules’ will be through 
negotiation and should clarify the rights and expectations on both sides to create a safe, secure and 
effective supervisory setting. 



2.5 Supervisors are experienced, senior individuals within ARC Fitness. The one to one sessions, 
will most likely be carried out by the programme manager.  If a supervisee is subject to frequent 
changes of supervisor it is difficult for a relationship based on trust, openness and honesty to be 
established and confidentiality may be, or may perceived to be, compromised. 

 

3: Process 

 

3.1 One to one supervision takes place in private at a pre-arranged time with an agreed agenda 
with preparation on behalf of both parties.  All staff will have access to this form of supervision on a 
regular basis. 

3.2 ARC Fitness Ltd recognises, however that supervision is much more than these one to one 
sessions, it is an on-going process that takes place in many different settings and in many different 
ways.  The two main methods other than one to one are outlined below, they have a place but do not 
replace planned, formal, recorded, one to one sessions. 

3.3 Group Supervision should not replace individual supervision but can complement it, This will 
involve a group of staff or volunteers, all involved in the same task, meeting with a supervisor to discuss 
issues as a team. This may be done in the context of a regular team meeting or as a separate session 
to look as specific issues.  The outcomes of these sessions, if recorded appropriately, can contribute to 
an individual’s supervision file. Group supervision can replace no more than 4 individual sessions per 
year. 

3.4 Unplanned supervision takes place due to the pace of work and change and the frequency of 
planned supervision.  Staff 7 volunteers often have to ‘check something out’ with a supervisor.  Staff 
who work closely with their supervisor will be communicating daily about work issues, problems arising, 
changes in policies or procedures. As with group supervision, the outcomes of these sessions, if 
recorded appropriately, can contribute to an individual’s supervision file. 

3.5 Every member of staff receives regular supervision throughout the year followed by an annual 
appraisal. 

 

4: Frequency 

 

4.1 The frequency and length sessions for supervision will reflect:  

• Best Practice 

• The supervisee’s level of experience and competence 

• Special circumstances e.g., during a probationary period 

• Contract hours on a pro-rata basis. 

 

 



 

Schedule for new staff 

 Supervision 30mins -1hr Appraisal 1hr 

 Month 1 and Month 3 Month 5 

Schedule for existing staff 

 Supervision of 1-1.5hrs Appraisal 1-1.5hs 

 6 monthly Annually 

 

5: Preparation and format. 

 

5.1 A supervision or appraisal session is a dialogue between the member of staff & volunteer and 
their supervisor.  As a result of regular feedback both parties will have a clear idea of what will be 
covered and there should be no surprises for either one. 

5.2 Standardised preparation material for each staff group has been developed and will be 
completed and sent to the supervisor ideally one week before the agreed meeting date.  

5.3 ARC Fitness Ltd uses a simplified model of What? So What? What Next?  based on Morrison, 
Kolb and Gibbs reflective cycles. 

 

6: Recording Supervision and Appraisal 

 

6.1 Recording completed supervision or appraisal outcomes is the responsibility of the supervisor 
using the appropriate template.  

6.2 In general the record should be detailed enough so the issue can be revisited if necessary at a 
later date.  A short summary of the discussion based on the 3 areas of the model [5.3] and the decision 
or action points arising should be sufficient in most cases. 

6.3 Where possible records should be word processed which can then be stored following, hard 
copies MUST be taken. 

6.4 Records will be completed within 2 weeks of the meeting. 

6.5 Records will be signed and dated by both parties. 

 

7: Confidentiality and access 

 

7.1 Supervision and appraisal is a private but not confidential process.  This means that the 
records are the property of the organisation, not the individual.  



7.2 From time to time supervisors will need to discuss the content of supervision sessions with 
others and this will always be with the knowledge of the supervisee. 

7.3 Access to records is controlled and are locked away so that others who do not have a 
legitimate right to see them cannot access them.  Supervisees should be aware other than themselves 
and their supervisor others may from time to time access these records particularly in relation to 
disciplinary and safeguarding incidents. This may include 

• Senior managers 

• Investigating officers 

• Regulatory body inspectors 

• Performance staff 

 

8: Storage and Retention 

 

8.1 All records pertaining to supervision will be kept in the supervisees file held by the supervisor in 
a locked cabinet.  Associate documentation may also include sickness records and performance 
related correspondence related to the compilation of an effective annual appraisal. 

 

9: Disagreements and Complaints 

 

9.1 Staff should be clear about whom they should contact if they are in disagreement with any 
aspect of their supervision or appraisal process. 

9.2 Supervisees should always discuss any complaints or dissatisfaction in the first instance with 
their supervisor and endeavour to reach an agreement within the normal supervision process. 

9.3 If the agreement cannot be reached with discussion with the supervisor the member of staff 
should raise the issue with the supervisor’s line manager. 
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