
Induction, Supervision & 
Appraisals
Welcome! Please introduce yourself 

in the chat



Stay muted while speakers are presenting to reduce sound 
disruptions

Use the chat function to ask questions for the Q& A panel



• Defining induction, supervision and appraisal processes

• Understanding why they are so important

• Designing a great induction programme

• Implementing effective supervisions and appraisals

• Peer Speaker – What we've learnt

• Resource: Template for supervision and a template for an annual 
appraisal

Today’s agenda

Slides and event recording will be 

circulated



What are inductions, supervisions, and appraisals?



Why are they so important?

Reduce staff 

turnover amongst 

new starters

Increase care 

quality

Improved staff 

wellbeing

Aid succession 

planning by 

developing your staff

CQC 

compliance

Retain your 

current staff

Positive 

organisational 

culture

Praise and 

celebrate 

achievements



Statistics

On average it can take an employee 8 months to 
be fully up to speed within their new role 
(clickboarding.com)

A robust induction programme can improve 
employee retention by up to 82% (Glassdoor)

42% of organisations are improving their induction 

process to enhance retention. (CIPD)



Compliance

Do staff and any volunteers have effective 

and regular mentorship, support, induction, 

supervision, appraisal and training?

CQC E2.3. Staff skills and knowledge

https://www.cqc.org.uk/guidance-providers/adult-

social-care/staff-skills-knowledge



Assessment 
Framework

Organisation's Feedback about:

• The service’s approach to recruitment, induction, training and 
development.

• Staff competence.

• How well the service supports its staff.

Staff & volunteers

• Experiences of induction, appraisal, training, support and 
development.

• Explore whether training is given to meet the specific needs of 
the people using the service.

• Experiences of organisational culture and approach to training 
and support.

Observation

• Skills, techniques and methods used.

Records and policies

• Statement of Purpose: Services offered and needs met: match 
with staff knowledge, training, qualifications and skills.

• Person specifications for job roles.

• Staff records: Qualifications, training records, appraisals, 
registration requirements and details, portfolios, training & 
development plan.

• Complaints and compliments.

inspiredtocare.co.uk

CQC Assessment Framework sources of evidence

https://www.cqc.org.uk/sites/default/files/20180530%209001095%20ASC%20assessment%20framework%20with%20sources%20of%20evidence%20v4%2000.pdf


Designing a great 
induction programme



Induction 
best 
practice

Plan ahead induction mapping

Begin pre-employment

Include an Induction buddy

Offer practical & theory 
consider learning preferences

Energy management and 
wellbeing



Induction Mapping

• Timetable of pre-planned induction 
activities

• Combination of practical and theory

• Involve staff of all levels

• Introductory meetings to the wider team

Begin Induction Pre Employment

• Welcome packs

• E-learning

• Virtual informal team meetings/coffee

• ‘Touch base’ phone calls

Induction best practice

Induction Buddy

• Helps the new employee to settle in 
more quickly

• A friendly face and point of contact 
for informal guidance and 
encouragement

• Introduce to the team/show office

• Helps employee understand company 
culture and 'unwritten rules'

• Boosts wellbeing

• Good progression activity for the 
buddy



Learning Preferences

• Shadowing

• Video

• Internet and e-learning

• Classroom learning and demonstration

• Delegated tasks and projects

• Reading assignments

• Presentations

• Group discussions

• Scenario's

Induction best practice
Energy Management and Wellbeing

• Start new employees midweek to 
shorten the first week

• Carefully mixing in onboarding, 
induction and on-the-job training

• Allow new employees to have some 
decompression time

• Map the induction program over a 
reasonable time period

• Give new employees some free time 
to review or explore as they want to

• If any health issue have been 
identified in health questionnaires 
through onboarding, initial 
conversation and action plans 
developed to offer any additional 
support to that person if required



Embedding your company 
values and culture

Employees want to feel like part of the company from day one

Visually share and discuss your company core values as part of the 
inductionShare 

Use stories and examples to bring the culture to lifeUse

Make first impressions countMake

Organise a social activityOrganise

Model core value behaviourModel



Employee 
induction feedback

Why is employee induction feedback so 
important?

• Enables you to review and revise induction 
plan

• Shows the employee that their experience and 
opinions matter

• Promotes a values driven culture

• Highlights any additional training requirements

• Gives insight into company culture experience 
at their level



Implementing effective 
supervisions and appraisals



Supervision vs. Appraisal

Supervision

(best practise: every 4-6 weeks)

Meeting with manager and staff 

member that is held on a regular 

basis 

Opportunity for staff to discuss how 

things are going with their work and 

their wellbeing.

Targets and objectives from annual 

appraisal are reviewed regularly as 

part of supervision process

Appraisal

(best practise: annually with 6 monthly 

review and progress meeting)

An annual meeting with manager and 

staff member

Opportunity to celebrate achievements 

from previous year, review targets and 

set new ones for the year ahead

Agreed targets and objectives are 

regularly reviewed as part of 

supervision process and progress 

meeting half way through the year



1. Lack of organisation policies or standards on supervision and appraisal

2. Lack of time and space

3. Interruptions

4. Supervisors ‘telling’ rather than listening

5. Unclear or unrealistic goals for staff

6. Unconstructive criticism, bullying or harassment

7. Poor recording of supervision

8. Inadequate training for supervisors

9. Lack of supervision for supervisors

10. Unplanned, infrequent or lack of supervision

Common barriers to quality supervision and appraisal

https://socialcare.wales/cms_assets/file-

uploads/Supervising-and-appraising-well-social-care.pdf

https://socialcare.wales/cms_assets/file-uploads/Supervising-and-appraising-well-social-care.pdf


What does a great supervision look like?

Scheduled into staff rotas

Held in a calm environment where 

conversations can't be overheard

Conversation is led by the person who is the 

subject of the supervision

Notes and agreed actions are recorded 

accurately and stored securely

Staff can discuss wellbeing concerns, as 

well as work issues



Supervision template example

Actions from the previous meeting

What has been my biggest achievement since my last supervision?

How do I continue to display the values of the organisation in my 

everyday work?

What challenges have I faced since my last supervision and how have 

I managed and overcome them?

Are there any challenges that remain? If so, what is needed to help me 

overcome them?

What learning and development have I done since my last supervision 

and how have I put this learning into practice?

What do I want to achieve before my next supervision?

Feedback from supervisor

Other areas of discussion – focus on wellbeing

Agreed actions
https://www.skillsforcare.org.uk/Documents/Leadership-and-

management/Registered-managers/Effective-supervision-supervision-

recording-template.pdf

https://www.skillsforcare.org.uk/Documents/Leadership-and-management/Registered-managers/Effective-supervision-supervision-recording-template.pdf


What does a great appraisal look like?

Scheduled into staff rotas

Held in a calm environment where 

conversations can't be overheard

Celebrate achievements over the past 12 

months

SMART targets are established for next 

12 months (to be reviewed after 6 months)

Notes and targets are recorded accurately 

and stored securely



Appraisal template example

Summary of your main achievements and 

performance over the last 12 months

Suggested work and career objectives for the next 

12 months

Performance Summary (supervisee’s comments)

Ideas and suggestions to develop our organisation

Supervisor’s reflections

Wellbeing and attendance (supervisor to complete)

Agreed work and development objectives for the 

next 6-12 months

• Table of SMART targets with agreed deadlines



40% of employees with poor training leave within the 

first year (source Go2HR)

94% of employees would stay at a company longer if it 

invested in their careers (source LinkedIn 2018 Workplace Learning Report )

Continued learning and development

Providing opportunities for continuing professional 

development should form part of your staff 

retention strategy.

Skills for Care research found that care professionals who 

received regular training and who had qualifications were less 

likely to leave their roles than those who didn't.



Excellent communication skills

Active listening skills

Motivational leadership

Accurate note taking

Understanding peoples' needs

Passion for developing others

Developing great supervisors

Supervisor

Top tips

1. Provide a thorough induction for staff 

who have been promoted into a role 

that includes supervision duties

2. Ensure supervisors have their own 

effective supervisions and appraisals to 

support them develop their skills

3. Establish a supervision and appraisal 

policy so supervisors know what 

expectations they need to meet

4. Collect feedback from supervisees to 

support the supervisor develop their 

practice

5. Establish a mentor scheme for future 

leaders

6. Consider creating a supervisors toolkit 

or a space supervisors can go to 

address any issues that arise from 

supervisions.



Guest speaker
Raegan Birley – Head of Support Services, Enrych



Enrych Induction Video



Enrych Induction Video

This video is shown to all of our new staff and 
volunteers as part of our Onboarding session 
which we do before the Induction training.

We find this gives our new members of the team 
the understanding and background of what our 
service is all about, and actually features our 
Clients and their PA’s.



Enrych Induction Summary

• Wellbeing – We now focus on this right from the beginning. 
All of our new starters are given the contact number and 
details for Zest, our Employee Assistance Programme who can 
offer confidential support and advice to all of our staff and 
volunteers 24/7.

• Meet the team – We find that this is a really important part of 
induction, and improves communication from the very start.

• We provide a starter pack with all of our contact details, and 
include who can you speak to if you need any help and advice.

• Induction training is then delivered using the Care Certificate 
Standards.



Benefits of a comprehensive 
induction

Improved retention

Promote workplace culture

Reduce time taken for new employee to settle in to their role. 

Ensures quality service provided. 

Improves staff confidence

By completing a detailed and positive induction we are setting the 
scene to create a good working relationship with our staff but also 
gives us the reassurance in their abilities to support our clients.

This then promotes our service and reputation, by getting it right from 
the start.



Induction staff feedback

The induction programme I completed with Enrych was very 
professional and well prepared. There was a mix of 

classroom, discussion and scenario learning as well as on the 
job shadowing.

I now have a few months experience 
within my role as a Personal Assistant 
and feel fully supported by the office 

team and my Manager who are 
always available.

I found the scenario's the most 
useful part of my training.

When I had completed 
my induction I left 

feeling enthusiastic and 
fully prepared for my 

role.

I was inducted with 4 other new staff 
members and on our first day were shown 

around the office and introduced to the 
rest of the team.

Neil, Personal Assistant, in post since April 2021 following 
completion of the Inspired to Care Sector Based Work Academy.



Any questions?
Feel free to unmute or type in the chat box



Thank you
Visit inspiredtocare.co.uk, and follow us on Facebook and Instagram! 


