	Supervision Notes

	Meeting with :
	Date :

	Manager :
	Meeting Number :

	Sample Agenda:

· Issues from last supervision.

· Current priorities and time management.

· Review of current practice against Action Plan and planning ahead.

· Staff/ team issues.

· Staff development/ training.

· Revised Target setting.

And at agreed times . . .
· Project development plans.

· Career/ personal development.

· Aims and objectives of workers’ practice/ review of job description.

Progress / discussion :



	Actions & tasks :
	Deadline 
	Met /

Unmet

	Actions & Deadlines Agreed :

Signed :

	Next Meeting :


