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Appendix 3: Structure and Content of Supervision Files
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Supervision File – List of contents

	
	
	
	
	

	1. Employee information
	•  Personal details and emergency contacts

	
	•
	References

	
	
	•  Confirmation of DBS (and professional

	
	
	
	registration if appropriate)

	
	
	•  Job description and person specification

	
	
	•
	Induction check list

	
	
	•  Driving licence and insurance checks (annual)

	2. Supervision records
	•
	Supervision Agreement

	
	•
	Supervision Frequency and Verification Log

	
	
	•
	Staff Supervision Records

	
	
	•  For case holding workers – List of current

	
	
	
	cases/workloads

	3. Feedback
	•
	Observations of practice

	
	
	
	

	4. Performance conversations
	•  Completed Performance conversations and

	
	
	reviews

	
	
	•  Evidence of learning activities undertaken

	
	
	•  For ASYE/CPD progression - copies of

	
	
	
	Learning Agreements

	5. Attendance Management
	•  Sickness absence notification forms

	
	•
	Self-certification of sickness absence

	
	
	•  Copies of Fit Notes

	
	
	•  Return to work pro-forma

	
	
	•  Occupational Health referrals and related

	
	
	
	correspondence

	6. Performance Improvement
	•  Copies of any reports and plans prepared in

	
	
	relation to capability procedures

	
	
	
	

	7. Other
	•  Previous employment information (e.g.

	
	
	application form and interview pack)

	
	
	•
	Personal information
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