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Staff Supervision/Appraisal Policy
Staff supervision is the process for individual employees and those concerned with their performance, to engage in a dialogue about their performance and development and the support they need in their role. It is used to both assess recent performance and focus on future objectives, opportunities and resources needed.
Supervision is a legal requirement – in the revised EYFS Statutory Framework (2017) 3.21, 3.22 p21, supervision of staff becomes a ‘must’ rather than the ‘should’ as it was in previous documents (EYFS (2012)).

Aims

The aim of the staff supervision process is to:

· To provide a ‘safe space’ for staff, where staff can be supported and reflect upon their work and all areas affecting their health  and wellbeing.

· Ensure clarity of individual goals and objectives and ensure accountability for the objectives.

· Provide feedback from  management

· Provide a tool for staff personal development planning.

· Link individual staff objectives to the pre-school development plan

· Recognise any changes in the home circumstances of staff that may affect their performance.

· To assess staff suitability to work with young children, review any changes regarding the Health Declaration and DBS check. Under the Childcare Act 2006 (section 75), “a childcare worker may be disqualified because they live in the same household as another person who is disqualified, or because they live in the same household where a disqualified person is employed.”  (EYFS Statutory Framework p19& 20 3.14, 3.15, 3.16).

· To monitor and reflect on personal performance and caseload; including individual cases, identify strengths and improve practice.

The process is carried out for each permanent employee and is conducted once a term either by the manager. 

Supervision

These will occur termly. The Pre-School manager meets with the employee. The employee will be given opportunity to review notes from previous supervision meetings and staff will be supported to explore and reflect upon their work with children and families – including any safeguarding issues.  The person conducting the supervision will make notes on a blank form and a hard and electronic copy will be available to read and sign after the meeting. The employee receives a copy of the performance assessment report for their personal records.

Ongoing review
Appraisal is a continual process. The employee and management should follow the agreed action plan – it is recommended that the personal development plan is reviewed frequently throughout the year (during the termly supervisions). The personal development plan then forms a basis for the appraisal in the following term.

Appraisal

An annual review will take place in term 6. The Chair and other committee members will draw on actions raised throughout the academic year, seeing if they have been achieved and setting new actions for the next year.
Relevant Documents:

EYFS Statutory Framework (2017)

Oldfield Park Pre School Child Protection Policy

Confidentiality Policy

Whistle Blowing Policy 

Disciplinary Policy 
Code of Conduct
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