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Supervision and Appraisal Policy
Statement of Intent

At Bishopthorpe Preschool Playgroup we believe high quality performance management is one of the most important elements in ensuring positive outcomes for children and their families. It also has a crucial role to play in the development, retention and motivation of the early years and childcare workforce. As such, supervision and appraisal meetings are now a Statutory Safeguarding and Welfare Requirement of the Early Years Foundation Stage.

Aim

Supervision and appraisal meetings are now a Statutory Safeguarding and Welfare Requirement of the Early Years Foundation Stage. We aim to ensure that supervision provides opportunities for all staff to:
· discuss any issues – particularly concerning children’s development or well-being;
· identify solutions to address issues as they arise; and
· receive coaching to improve their personal effectiveness.

Procedures

Supervision
Supervision is a formal and recorded process through which the professional actions of staff are rigorously examined and regularly reviewed. It provides a recorded system of decision making that is regularly audited to improve practice and to improve outcomes for those with whom we are working.
· It enhances and supports individual practice, acting as a means for ensuring that members of staff have access to the support, training and procedures they require for professional growth and development.
· It enables managers and employees to fully examine and reflect on the quality of practice to ensure consistency in the services being provided to our children and families. 
· Effective supervision promotes good practice that promotes safeguarding placing the child at the centre.
· Supervision and appraisal meetings are a two-way discussion between a staff member and the Manager. For these meetings to be effective, each person must take equal responsibility for ensuring effective communication, co-operation and recognition for the value of supervision and appraisals.

Supervision is primarily a 1:1 meeting between a member of staff and their manager. However, supervision functions may also be carried out additionally through other mechanisms such as team meetings, informal supervision within teams and between peers and group supervision.

Appraisals
This is the framework within which supervision is conducted. It is a more formal process involving review of a person's performance over a period of time. At Bishopthorpe Playgroup appraisals are held annually. 

The appraisal considers

· the standards to be achieved in terms of quality, time and cost;

· the knowledge, skills and personal attributes needed by the individual to meet those standards;

· re-evaluation of the job description;

· job review and individual development objectives and plans, with intermediate milestones, to be agreed for ongoing review through supervision;

· recognition of an appraisee’s strengths and a means of identifying ways of improving on weaknesses;

· identifying future training needs and the action to be taken, and by whom, in order to equip the individual to do their job effectively;

· how the individual can develop in the organisation through his or her job.

The member of staff can expect:

· to receive effective and sensitive feedback;

· to be treated in a non-discriminatory manner;

· to have their own feelings and opinions recognised;

· to be listened to.

Confidentiality of documents produced:

Although this is a confidential document, it is also an organisational document which does not belong solely to the manager, staff member or management committee. However, only under certain circumstances can others access these documents. For example, they may be accessed as part of:

· a grievance procedure;

· a disciplinary procedure;

· an internal/external inquiry;

· a complaints procedure.

Frequency and Duration

Staff will have a supervision meeting once per half term and an annual appraisal meeting. However, if both or either parties deem it necessary to arrange more frequent supervision meetings, this can be arranged. The Manager will complete a half termly supervision record and annual appraisal report. The member of staff will receive a copy of the records and reports and will also complete an annual self-appraisal form. The original copies will be kept in the staff file.

Supervision and appraisal meetings should take place in a comfortable, private place, without interruptions. The length of time needed will depend on the agenda and should be defined in advance. A maximum of 1 hour is usually adequate.

The Manager will take notes throughout the meetings in preparation for record/report writing. Together, the Manager and member of staff will agree on an action plan to be followed. Staff members are welcome to take notes throughout the meetings if they wish.

During the Supervision meetings:

· staff can discuss any issues - particularly concerning children’s development or well-being;

· staff can identify solutions to issues as they arise;

· staff can receive coaching to improve their personal effectiveness; Constructive feedback and observation of practice should be part of this learning process 
· the manager and staff member will discuss actions and priorities for the half term ahead.

· the manager and staff member will discuss the current workload, concern/team issues, training/development, any additional concerns/issues such as sickness/absences and any achievements since the last supervision;

· the manager and staff member will look at the targets set and will assess the level of progress made towards these targets. Actions may be written as a result of this discussion. For example, further training or more frequent supervision meetings may be suggested.

During the annual appraisal meeting, the manager and staff member will discuss the following points:

· Has the member of staff met the targets set from the previous year?

· Which areas has the member of staff succeeded or made improvements on in the last year?

· Which aspects of the current role has the member of staff enjoyed?

· What steps has the member of staff taken in the last year to promote his/her personal and professional development?

· New targets to be set for the following year;

· What does the setting and/or member of staff need to do to achieve these targets?

· What are the member of staff’s career aspirations?

In addition to the above information, it is important that staff members continue to raise concerns as they arise and not wait until their half termly supervision meeting or annual appraisal.

Resolving Difficulties
When difficulties arise which cannot be resolved between the manager and the staff member, the formal procedures for grievances and disciplinary will apply. This may be applicable where concerns about practice or capability arise in supervision. Where this is the case, the formal process should be progressed outside of the supervision process in line with the relevant policy and procedure.

Destruction of Supervision Records
When an employee leaves the setting the supervision records will be held by the employer for five years when they can be destroyed securely and confidentially, this applies to all staff.
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Safeguarding and Welfare Requirements - Staff qualifications, training, support and skills





3.22.Providers must put appropriate arrangements in place for the supervision of staff who have contact with children and families. Effective supervision provides support, coaching and training for the practitioner and promotes the interests of children. Supervision should foster a culture of mutual support, teamwork and continuous improvement, which encourages the confidential discussion of sensitive issues. 





3.23.Supervision should provide opportunities for staff to: • discuss any issues – particularly concerning children’s development or wellbeing, including child protection concerns • identify solutions to address issues as they arise • receive coaching to improve their personal effectiveness
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