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CREST Waltham Forest 

 

Training and Supervision Policy 
 

Introduction 

 

Supervision should be seen as an opportunity to review a staff member’s 

performance against their job tasks, set clear targets and priorities, look at any 

training and development needs, impart any information or feed back from 

Management, members or people worked with.  

 

Supervision sessions should be held every six weeks as a minimum although 

there will be times when more frequent supervision is necessary or desirable. 

Good practice would be to set the next date by the end of the session. This 

should then only be cancelled or changed if absolutely necessary. 

 

Notes taken should be typed and a draft given to the employee so that any 

amendments can be made. The agreed notes should be kept in a supervision 

file, either electronic or paper, and referred to at the next session. 

 

Supervision responsibilities 

 

The Director/Manager is supervised and supported on a day-to-day basis by 

the Chair, whilst the Treasurer is responsible for supervising any financial work.  

 

The Director is responsible for all other staff supervision although he/she can 

delegate some of this when there is a project with more than one worker and 

a clear lead officer. 

 

The Purpose of Supervision 

 

Supervision should cover: 

 Monitoring work and work performance 

 Evaluating work and performance 

 Helping the employee improve their performance 

 Review and set clear priorities 

 Share information 

 Look at any problems arising or likely to arise 

 Discuss how outside factors are affecting work 

 Look at anything that needs to change – work, practice or 

environment/equipment 

 Identify areas for training and development 
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The Session 

 

Any supervision session should be prepared for by both parties. Both should 

be clear on what the objectives are and to be positive about likely outcomes. 

 

The session should start at the point reached in the last session, looking at 

progress made, constructive suggestions for improvement where necessary, 

listening to the employee’s suggestions and agreeing a way forward.  

 

Notes should be taken and treated as confidential. Follow up action should be 

mutually agreed and a date set for the next session. 

 

Dealing with Problems 

 

If the problem is a serious one that would lead to disciplinary action then a 

supervision session is not the place to take this. Disciplinary matters must be 

clearly identified as such and a separate meeting held. 

 

Problems to be dealt with during supervision would be poor work 

performance, poor planning, difficulties with prioritising, work place problems, 

under or over working, making unreasonable demands on others or others 

making unreasonable demands on the employee. Other problems would 

include minor unpunctuality.  

 

The person supervising should have a good idea of what steps have to be 

taken to sort out the problem but no fixed idea of underlying cause or 

outcome. 

 

Attempts must be made to sort out any problem while it is still a minor one 

rather than wait until it becomes a major or unsolvable one.  

 

Notes from Supervision Sessions 

 

Any notes taken must be transcribed as soon as possible and a draft copy 

given to the employee. Any changes necessary must be agreed on and done 

before the notes are put away. The notes should contain any agreed action to 

be taken forward. 

 

Personal development and training 

 

CREST is committed to both staff and volunteers continuing development 

through training, whilst there are often budget restrictions a certain amount of 

staff training time and money is built into most project budgets alongside this 
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CREST endeavours to identify relevant training which is low cost or funded by 

other agencies which its staff can benefit from.  

 

CREST seeks to provide training opportunities at least every 12 months with 

an ideal of goal of every 6-9 months. 

 

Supervision sessions play a vital role in identifying types and levels of training 

required and also monitoring the value of such training both to the 

organisation and the individual concerned 

 

 

 

 


