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Individualising roles and responsibilities 
through supervision
Individual position descriptions that link to the Workforce 
Capability Framework are an essential element of getting the 
job right. A well written position description will provide a broad 
understanding of the role, but this might need to be interpreted 
in different ways on a daily or weekly basis, and in terms of 
different customers. 

A staff member and their manager or supervisor can use the 
donut during supervision to facilitate discussions on different 
aspects of the position description. It can be used to reach a 
shared understanding of what each aspect means at a practical 
level within each staff member’s role. 

You may already have used the donut during the recruitment 
process to capture key roles and responsibilities. However, once 
a staff member is in their role, elements often need fleshing 
out or require further discussion to ensure the staff member is 
confident in what is expected of them.

Using the donut to discuss individual roles:

** can ensure that each staff member has a good understanding of 
how their role should function on a day-to-day basis;

** creates space to discuss and capture where and how the role 
and its responsibilities might play out differently, depending on 
other elements of the job.

Someone in a direct service delivery role may have different 
daily and weekly responsibilities depending on the individuals 
they support;

** can facilitate more detailed discussion about specific issues 
a staff member may have in their role, where a better 
understanding of their responsibilities would clarify the situation.

A team leader raised an issue in a supervision session 
concerning an individual she worked with. 

Part of her role was to support him with his diabetes 
management plan, but he often chose not to follow the plan. The 
support worker was concerned and unsure what to do. 

e.g.



Supervision
Individualising roles and responsibilities

Supervision
2

Her manager used the donut to clarify her role around this, so 
that she would be able to develop new strategies based on who 
the individual was and his support needs. 

Core responsibilities

Creativity, 
judgement and innovation

Not your usual responsibility

** To inform the individual 
about diabetes in a way 
that he understood.

** To ensure that he was 
aware of a variety of foods 
and meals that he could 
have and might like.

** Consider how you provide him with 
information and support him to 
understand the situation.

** To make him follow the diabetes 
plan once he has all the information.

** To tell him what he should be doing.

** Consider how you manage 
the conversations so that 
he is not feeling lectured.

** To ensure that he understood 
the consequences of not 
following the management plan.

** To provide information and 
advice without ‘telling’ him 
what to do.

The staff member is now clear about the balance between duty 
of care and dignity of risk, while still knowing what is expected 
from her in her role.



Core responsibilities

Creativity, 
judgement and innovation

Not your usual responsibility

Template

Donut
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The donut is a working document and can be used flexibly 
during supervision to clarify a staff member’s role and 
responsibilities. Additional information can be added as needed. 

Using the donut works for everyone involved. It enables a 
manager or supervisor to ensure their staff are accountable 
within their role. It also assists the staff member in feeling 
clearer and more confident about what is expected of them.

Core responsibilities 
Core responsibilities should link to the strategic core 
requirements, functional requirements and key performance 
measures in the staff member’s position description. Use the 
donut as a starting point to clarify how the position description 
applies to specific day-to-day expectations.

Be unambiguous. You cannot provide clarity if something is 
open to interpretation by the manager, supervisor and/or the 
staff member; it is also difficult to hold someone to account if 
they don’t know what is expected of them.

A staff member whose role falls within the direct service 
delivery job family at a level 3 might have a performance 
measure in their position description stating - shares 
knowledge and information. 

Using the donut to agree and clarify core responsibilities will 
result in an agreement or understanding on how, when, how 
often and with whom this applies. For example:

‘Shares new learning and ideas about individuals you work 
with by: noting information in the individual’s communication 
book at the end of each shift writing in learning logs as 
agreed with the rest of the team contributing information to 
discussion at team meetings.

Tips

e.g.
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If a staff member is struggling with a particular situation or 
aspect of their work, use the heading of core responsibility to 
support them to think through their role rather than just telling 
them what to do. 

Creativity and judgement
Use the creativity and judgement section to encourage the staff 
member to try new and different ways of doing things. Explore 
areas detailed in the core responsibilities where, as long as 
they do the work required, there is no right or wrong way of 
approaching it. 

In this situation the staff member is responsible for 
maintaining regular contact with an individual’s family. 

Their core responsibility might be to communicate with the 
family once a month. In using the creativity and judgement 
section of the donut, the staff member might focus on how 
and when they approach this, depending on the family’s 
preference and based on how it works best for all involved. 
This provides clear expectations without being prescriptive.

Not your usual responsibility
This section captures the point at which the staff member is no 
longer accountable. It also assists managers and supervisors to 
clarify what is expected if there is a risk that they may ‘cross a 
line’ in their role. 

This can also be used to specify the point at which the 
staff member’s role ends and someone else’s begins. This 
is particularly useful when someone is starting to take on 
responsibility that is not required of them.

Tips

Tips

e.g.
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Additional resources
** The Workforce Capability Framework
** The disability career planner and capability framework 

implementation guide
** Technique, Tips and Template – writing position descriptions 

** Tools, Tips and Template – using the ‘donut’ to clarify roles and 
responsibilities

** Technique and Tips – a person-centred approach to supervision 

Definitions
The term individual(s) refers to an individual with a disability and 
their family and/or circle of support.

The terms staff/employee(s) refer to paid or unpaid members of 
the workforce regardless of their employment relationship with 
their employer i.e. permanent, casual, full-time, volunteer, etc.

*
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