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S1 Supervision Staff Agenda 
(Manager / Locality Manager / Supervisors) Appendix 2A
Supervisee Name:					Year:
	Ref
	Subject
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar

	
	Date
	
	
	
	
	
	
	
	
	
	
	
	

	A
	MINUTES OF PREVIOUS MEETING / MATTERS ARISING
	
	
	
	
	
	
	
	
	
	
	
	

	1
	Supervision agreement
	
	
	
	
	
	
	
	
	
	
	
	

	B
	FINANCIAL & BUDGET MANAGEMENT
	

	1
	Budgets
	
	
	
	
	
	
	
	
	
	
	
	

	2
	Occupancy / contracts
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Personal monies / FIN21
	
	
	
	
	
	
	
	
	
	
	
	

	4
	Funds
	
	
	
	
	
	
	
	
	
	
	
	

	5
	Petty cash & safe keeping / contents
	
	
	
	
	
	
	
	
	
	
	
	

	C
	STAFFING
	

	1
	Positive attendance / staff welfare
	
	
	
	
	
	
	
	
	
	
	
	

	2
	Recruitments / appointments / induction
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Roster cover
	
	
	
	
	
	
	
	
	
	
	
	

	4
	Performance
	
	
	
	
	
	
	
	
	
	
	
	

	5
	Supervisions / appraisal / reviews 
	
	
	
	
	
	
	
	
	
	
	
	

	6
	Any other business / Annual leave
	
	
	
	
	
	
	
	
	
	
	
	

	D
	SERVICE USER
	

	1
	Person centred care / support plans / PEEP
	
	
	
	
	
	
	
	
	
	
	
	

	2
	Admissions / discharges / banding
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Service user meeting / communication
	
	
	
	
	
	
	
	
	
	
	
	

	4
	Any other business
	
	
	
	
	
	
	
	
	
	
	
	

	E
	HEALTH & SAFETY
	

	1
	Accident book / incident form (P25) / Near misses / debrief
	
	
	
	
	
	
	
	
	
	
	
	

	2
	Moving & handling / key worker issues
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Managers monthly checklist
	
	
	
	
	
	
	
	
	
	
	
	

	4
	Fire procedures (PEEP)
	
	
	
	
	
	
	
	
	
	
	
	

	5
	COSHH
	
	
	
	
	
	
	
	
	
	
	
	

	6
	HACCP / environmental health
	
	
	
	
	
	
	
	
	
	
	
	

	7
	Medication administration & storage
	
	
	
	
	
	
	
	
	
	
	
	

	8
	New directives
	
	
	
	
	
	
	
	
	
	
	
	

	9
	Risk assessments
	
	
	
	
	
	
	
	
	
	
	
	

	10
	Infection Prevention & Control
	
	
	
	
	
	
	
	
	
	
	
	

	F
	LEARNING & DEVELOPMENT
	

	1
	CPD
	
	
	
	
	
	
	
	
	
	
	
	

	2
	NVQ / qualifications
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Team meetings / team brief
	
	
	
	
	
	
	
	
	
	
	
	

	4
	Safeguarding
	
	
	
	
	
	
	
	
	
	
	
	

	G
	AUDIT / REPORTS
	    

	1
	CQC report
	
	
	
	
	
	
	
	
	
	
	
	

	2
	Health & safety report
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Environmental health report
	
	
	
	
	
	
	
	
	
	
	
	

	4
	Manual handling report
	
	
	
	
	
	
	
	
	
	
	
	

	5
	Fire officers inspection report
	
	
	
	
	
	
	
	
	
	
	
	

	6
	Corporate finance audit report
	
	
	
	
	
	
	
	
	
	
	
	

	7
	Cumberland Care Services internal audit
	
	
	
	
	
	
	
	
	
	
	
	

	H
	GENERAL
	

	1
	Cumberland Care Services policies & procedures
	
	
	
	
	
	
	
	
	
	
	
	

	2
	Business / service plan
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Admin & record keeping
	
	
	
	
	
	
	
	
	
	
	
	

	4
	Good housekeeping / setting standards / accommodation
	
	
	
	
	
	
	
	
	
	
	
	

	5
	Marketing / media
	
	
	
	
	
	
	
	
	
	
	
	

	6
	Activities & entertainment
	
	
	
	
	
	
	
	
	
	
	
	

	7
	Projects / partnerships
	
	
	
	
	
	
	
	
	
	
	
	

	I
	COMMUNICATION
	

	1
	Purchase / provider
	
	
	
	
	
	
	
	
	
	
	
	

	2
	Compliments, comments & complaints
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Performance Plus & Quarterly reports
	
	
	
	
	
	
	
	
	
	
	
	

	4
	Trade unions
	
	
	
	
	
	
	
	
	
	
	
	

	5
	Any other business
	
	
	
	
	
	
	
	
	
	
	
	

	6
	Date of next meeting
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Ref  Subject  Apr  May  Jun  Jul  Aug  Sep  Oct  Nov  Dec  Jan  Feb  Mar  

 Date              

A  MINUTES OF PREVIOUS MEETING / MATTERS  ARISING              

1  Supervision agreement              

B  FINANCIAL & BUDGET MANAGEMENT   

1  Budgets              

2  Occupancy / contracts              

3  Personal monies / FIN21              

4  Funds              

5  Petty cash & safe keeping / contents              

C  STAFFING   

1  Positive attendance / staff welfare              

2  Recruitments / appointments / induction              

