Effective supervision in Early Years Settings

Guidance Booklet

[This guidance will be used in accordance with the setting’s own policies and procedures. E.G confidentiality, equality and safeguarding]

Introduction:

Effective appraisal and supervision are within the statutory frameworks for the Early Years and Foundation Stage (EYFS) and Ofsted Frameworks 2017. They are underpinned by the will to promote good practice in supporting staff to identify professional development needs, the desire for development feedback expressed by support staff, and requests for support and guidance from head teachers and managers.
Appraisal and supervision are important elements in ensuring positive outcomes for children and young people in a variety of quality settings. They have a crucial role to play in the development, retention and motivation of the workforce.  They establish a transparent basis for future development based on evidence driven objectives.
Effective appraisal and supervision are powerful processes within which to reflect successes and challenges. 
The following procedures complement, identify and demonstrate individual professional contributions to the whole improvement process.
All practitioners, whether they are full time, part-time, volunteers, apprentices or work placement students need appraisal and supervision.

The setting may wish to adapt its current policy in light of these guidelines.

Definitions:

Appraisal : is a two way process which looks backwards to analyse past performance and looks forward with a view to improving future performance for the joint benefit of the employee and the organisation.  

Supervision: This could be on an informal basis i.e. day to day management of individuals and teams by their immediate line manager.  This should also be on a formal basis, carried out regularly, with a written record of the discussion.

The following diagram shows the cycle of effective appraisal/supervision 


[image: image1]
NB: This does not replace induction and probation processes for new starters. Please refer to relevant policies and procedures
	Key elements of effective supervision.




Supervision should provide opportunities to:
· Discuss any issues-particularly concerning children’s development or well-being;
· Identify solutions to address as they arise; and
· Receive/provide coaching to improve personal effectiveness.
· Challenge and be challenged 

· Address actions and follow up

The benefits of supervision:

For practitioners:

· To ensure practitioners are clear and confident about their roles, responsibilities and accountabilities.

· To reflect on their practice

· To provide consistency

· To provide constructive feedback

· To recognise and value work

· To promote health and well-being 
· To build confidence and capacity

· To provide opportunity for an open, individual discussion. 

For the organisation:

· To assist the practitioners in understanding the organisation’s vision, where it is going in the future and how they can contribute 
· To ensure practitioners have a manageable workload

· To ensure there is highly effective provision for children, parents and carers
· To ensure clear communication within the organisation
· To ensure practitioners meet the organisation’s objectives and standards

· To assist in staff retention

· To ensure implementation of policies and procedures
	Key messages:




It is essential for Early Years settings to have a supervision and appraisal policy/process which:

· Provides a clear definition of supervision linked to settings vision.

· Sets clear expectations and boundaries.

· Specifies, frequency, duration, location and recording.

· Clarifies confidentiality and access to supervision/appraisal notes.

· Outlines the importance of supervision/appraisal.

· Makes clear the roles, tasks, rights of the supervisor and supervisee.

· Demonstrates how quality supervision and appraisal links to management of staff performance. 

	Agreement:




There should be an agreement between the supervisor and supervisee which includes:

· Frequency of supervision sessions

· Length of supervision session

· Location of sessions

· Main areas for discussion/agenda items

· Confidentiality issues

All supervision meetings should be recorded by the supervisor

· To keep a record of what has been discussed

· To keep a record of any disagreements

· To contribute to the management of staff performance

New employees, apprentices, trainees, volunteers and those practitioners where there is a performance issue may need more frequent supervision.

Issues arising from informal supervision may generate a formal supervision meeting. E.g. safeguarding.

	It is not the existence of supervision that makes a difference but effective supervision.


	 Preparation check-list - Supervision process


Both manager and employee need to prepare for the meeting.  

Manager

1. Provide employee with minimum 5 days notice of meeting date.  Find a neutral venue and consider room arrangement.  Confirm date and agree venue with employee. 

2. Gather relevant information to inform the discussion e.g. previous supervision record.

3. Set agenda to include for example: celebrations, recent training and development undertaken and the impact on practice, individual child/family concerns, individual responsibilities i.e. safeguarding, CLA, SENCO role, record keeping.

4. Make a diary date for the next supervision meeting.

Employee

1. Agree a date, time and venue with the manager.


2. Think about what you want to contribute to the discussion including celebrations, key achievements and challenges since the last supervision meeting from your point of view. E.g. how did you attempt to overcome any obstacles?

3. Gather relevant information e.g. previous supervision record, children’s learning journals, recent learning or personal portfolio, concerns or issues regarding key children and families, updates regarding individual roles and responsibilities i.e. safeguarding CLA, SENCO.

4. Make a diary date for the next supervision meeting.

[Recommended model of approach 3 stars and a wish]

	PERFORMANCE REVIEWING: POWERFUL QUESTIONS




The best way to predict the future is to design it

STRENGTHS: Present Scenario

What challenges have you faced this last year?

What have been three achievements during the year?

What skills have you demonstrated to make these achievements happen?

What are the activities in which you excel?

What personal strengths have you shown?

What’s going well, even though you may not have noticed it?

What’s really important to you in your work?

What are you career aspirations?

Who are the key people you must satisfy?

What specific results do they want delivered?

What would you say is you leadership style?

How does it help you get results?

What recent setbacks have you overcome?

How could you use the learning in the future?

What is causing stress for you?  What do you want instead?

What do you see as priorities in the School Improvement/Organisation Plan?

How could you use your particular strengths to contribute further to these priorities?

What aspects of your teaching and pupils’ learning are you dissatisfied with?

What is the impact of these issues?

If you were a head what would you ask yourself to deliver?

Looking at the kinds of activities you find stimulating are there any in which you have the ability to take the lead?

What is the most difficult thing for you to tackle?

If you could do this over again, what would you do differently?

Is there an something you would like to develop, given the opportunity?

What are the obstacles?

What if those obstacles did not exist?

What has been the impact of professional development activities undertaken?

How have they contributed to raising attainment and pupils’ wider well being?

How far could you play an even more critical role in the life of the school?

What are the main obstacles; what is stopping you?

What is the one thing you could do to really make a difference to teaching and learning?

What topic are you hoping I won’t bring up?

Who are your strongest team members?

What are you doing to ensure they are happy and motivated?

What is your plan for your weakest team members?

What conversations are you avoiding having?

What is the area that, if you made an improvement, would give you and others the greatest return?

What is it currently impossible to do that, if it were possible, would change everything?
What are you trying to make happen in the next three months?

	SPECIFIC OBJECTIVES: Preferred Scenario




If, by miracle, we had a perfect setting how would you know that miracle had taken place? What would you see?

What challenges do you want to tackle?

What is the specific objective you would be motivated to achieve?

What would excellence in this area look like?

What is your picture of success?

What are the real results you want to achieve?

What will be happening that will show you have achieved your objectives?

What are the actual words that you want people to be saying?

What will be the benefits? Any losses?

What are the things you can and cannot control?

What are your choices of options for tackling each challenge?

What are the consequences, pluses and minuses, of taking each route, on a scale of

0 to 10?

Can you combine the best parts of each option to offer creative solutions?

What concrete actions will give you early success?

How far are your objectives smarter?

Specific

Measurable

Achievable

Relevant

Timed

Exciting and Evaluated

Recorded and Reviewed

Who or what can help you succeed?

What constraints are there?

Can you minimise these?

How can you find out about….?

What are your professional development needs?

How will success be measured?

What will the arrangements be for classroom observation/observation of work?

SUCCESS: Action Strategies

Who will do what, by when?

When will you start?

How will you know when you have achieved each objective?

What will be the success criteria and evidence to support their achievement?

How will others monitor progress?

What are the chances of success – 0-10?
How will you celebrate success?
	RECORD OF SUPERVISION




Date of supervision: __________________________________________

Name of supervisor: __________________________________________

Name of supervisee: __________________________________________

Date and time agreed

For next meeting: ____________________________________________

Agenda standing items:

	E.G – issues concerning children’s development or well-being, workload, health wellbeing, absence management, barriers, professional development needs.



	


Specific additional items:

	


Supervisor signature: ____________________Date:__________________
Supervisee signature: ___________________ Date: __________________
	Agenda item:
	Action by:



	E.G workload- children’s records.


	Sue to arrange cover to allow Sarah time to write up IEP for NG by the 31st May 2013.

	
	

	
	

	
	

	
	

	
	


Supervisor signature: ____________________Date:_________________

Supervisee signature:____________________Date:________________

	Sample Supervision Policy




Policy statement:

[Name of setting] recognises the need for regular and effective supervision of all staff that have contact with children and families. Supervision will provide 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. [EYFS 2017]

Purpose of supervision:

· Review staff member’s work load

· Monitor progress and review the direction of their work

· Identify any gaps in training needs and skills in order to enhance professional development

· Celebrate work achievements

· A place to be challenged supportively and constructively

· Issues related to work are addressed

· Working practices are discussed

· Emotional well-being/work-life balance; a place for personal development

·  Mutually agreed and acceptable boundaries
· A place to offload
 Supervisee can expect from supervision:

· A place where guidance is received

· To be challenged; a place to address actions and follow up

· That notes and records of the sessions are made and stored appropriately

· An assessment of training needs

· Support is offered

· That the supervisor has an understanding of the supervisee’s work and workload

· Acknowledgement and praise is received

· Work is discussed and targets agreed

· Discuss any issues – particularly concerning children’s development or well-being;  
· Identify solutions to address issues as they arise; 
· Receive coaching to improve their personal effectiveness
· A place where personal things (not work related) can be discussed; but this is optional
· A place to offload
Procedure:

· Supervision meetings usually last approximately one hour.

· Supervision should take place in a private and uninterrupted space.

· If meetings have to be cancelled for any reason they should be rescheduled as soon as possible. 

· Notice and relevant paperwork will be given to the employee prior to supervision meetings.

· Both parties should bring relevant paperwork to the meeting

· It is the supervisor’s responsibility to record the meeting and provide a copy for the supervisee and file appropriately.

· Both parties should sign the agreed paperwork.

· A date for the next meeting should always be arranged before the end of the supervision.

Confidentiality:

Confidentiality will be maintained in accordance with the confidentiality policy.

Working Guidelines for Good Practice:

Creating the right Environment

· Regarding venue: be aware this is a professional relationship so that a private room booked well in advance is good practice; however if the space needs to be in a public place then ensure that the supervisee has input into the final decision.

· Ensure that refreshments are available.

· No phones or mobile phones around or on (unless in an agreed/notified personal emergency; these will be identified, expected, urgent, work-related calls).

· To ensure that supervision time is prioritised and not interrupted.

· Ensure that room layout and furniture creates a comfortable atmosphere for open communication.

· Put supervision times in the diary and inform other colleagues.

· Where possible, place a sign on the door where supervisions are taking place to avoid interruptions.

· Make sure that sessions start and finish at agreed times.

· Consider the time of day that sessions are held.
	This policy was adopted at a meeting of
	
	name of setting

	Held on
	
	(date)

	Date to be reviewed
	
	(date)

	Signed on behalf of the management committee
	

	Name of signatory
	


	EXAMPLE TEMPLATE FOR RECORDING SUPERVISION SESSIONS




Name of Supervisor………………………………………………….Name of Supervisee…………………………………………….
Location…………………………………………………………….....Date………………………………………………………………….

	Topic 


	Summary of discussion

Key points only


	Actions 
	Timescale


	Who is responsible for

action

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Agreed by (NAME OF SUPERVISEE)………………………………Signature…………………….. ………….Date……………….

Agreed by (NAME OF SUPERVISOR)……………………………. Signature…………………………………Date………………..
	Supervision implementation action plan


Date:



	What needs to be done?
	To achieve what outcome?
	Who needs to be involved?
	When & frequency?
	Who is responsible?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	








Supervision





Setting objectives & identifying learning & development needs/requirements











Appraisal





Effective appraisal and supervision leads to improved performance and outcomes for children and young people
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