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Great Yarmouth & Gorleston Young Carers project

Supervision procedures

The manager will manage all staff involved, and, in turn the Board of Trustees will manage the manager. Dates for supervision will be set at the beginning of each term allowing all parties involved to gain guidance and time to prepare. The session recording, risk assessments, registers, membership forms, evaluations and all other relevant paperwork will be made available for use within these meetings.

The volunteer and other paid staff will meet with the manager of the project once a term for two hours to review the project, the individual’s performance and their views, feelings and any comments on the project. These sessions will be recorded and a copy given to the volunteer or staff member and the original to be stored as required following General Data Protection Regulations and the staffing policies unless it becomes necessary to break confidentiality due to safeguarding concerns.
Any queries, concerns or complaints that arise within the meetings that the two parties involved cannot resolve, an agreement must be forwarded, in writing, with a copy of the sessions written record, to the Board of Trustees for them to review and decide on the action to be taken.

The managers session will be conducted by a member of the board of Trustees and a record in writing will be taken with a copy to be given to the manager and the original to be stored as required following General Data Protection Regulations.  If there are any queries, concerns, or complaints arising from this meeting that can not be resolved by agreement, then they need to inform the rest of the Board of Trustees, in writing, with a copy of the notes of the meeting, to be distributed for them to decide on what further actions to be taken.

Name
…………………………………………………………………………………………………………………………………………

Signed
…………………………………………………………………………………………………………………………………………

Date
…………………………………………………………………………………………………………………………………………

Date of review ……...………………………………………………………………………………………………………………………
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