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STAFF SUPERVISION AND APPRAISAL POLICY

This policy is part of the Setting’s wider commitment to safeguarding the welfare of children within the setting.
Staff Supervision and Appraisals with The Principal or an Office Manager
Appraisals are an opportunity for an employee and their employer or manager to have an open two-way discussion to recognise contribution, develop performance and motivation, clarify expectations and plan for the future. Appraisals can benefit both employer and employees by improving job performance, by making it easier to identify strengths and weaknesses and by determining suitability for development. 
Appraisal meetings provide an opportunity for staff to confidentiality discuss any issues that they may have regarding other staff, children or other matters relating to safeguarding within the setting. It is also an opportunity for the staff member to bring support and new ideas to the setting. 
Appraisals are important to offer support, assurance and to develop the knowledge, skills and values of each employee. Supervision is important to give each employee the opportunity to speak freely and confidentially about any issue or concern that they may have in the setting. 

It is an opportunity to identify issues and discuss solutions, to coach and develop the employee and to explore issues and concerns and in turn this should promote the interests of the children in their care. 

Appraisals will be used to inform annual pay reviews, career progression and other management decisions.
Procedures
Meetings for Supervision and Appraisal
· Each member of staff will meet with a member of the management team every year for an appraisal to discuss performance and safeguarding. Each member of staff will also meet with at least one member of the management team at least once every term. 
· The manager will agree a mutually convenient date, time and place to meet employee.
· The meeting should only be cancelled in exceptional circumstances 
· The manager will use forms in appendix 1 for the appraisals, supervisions and good practice audits.
· The manager should arrange the meetings in a private and quiet place where there will be no interruptions and enough time should be allowed to conduct the meeting in an 

unhurried manner. More than one manager may be present.
· The manager will facilitate an open, two-way discussion that actively encourages the employee to give their views, opinions and solutions 
· The manager should reflect on the appraisee’s previous performance, strengths and contributions with the appraisee and think about how these can be built on
· The appraisee’s strengths should be considered and also where they should be working differently
· There should be a discussion regarding targets set and whether they are being met. It should reflect on achievements and whether to change / update targets
· There should be a discussion to determine what support and resources will be needed and how these can be most effectively and efficiently provided 
· Use the appraisee’s job description to inform current performance

· Consideration should be given  for further opportunities for training and career progression
· Time will be given for the employee to discuss any issues or concerns that they may have with any safeguarding issues within the setting. This may relate to other staff, children, procedures etc etc. This is the employee’s time to raise any concerns they may have with the Principal. 
· Staff are able to approach management at any time to discuss any concerns, issues or questions as we have an "open door" policy

· A written record of all discussions and targets will be retained on the appraisee’s record
This policy reflects this Twixus Child Care’s commitment to safeguarding the welfare of the children in our care and as such any failure to comply with this policy may lead to disciplinary and dismissal proceedings against the individual. 

Acceptance and Application of Terms: The Management and Staff at the Twixus Childcare Centre has agreed (by signature) to uphold the legislative terms and working practices of this policy.   This policy will be reviewed annually and/or when legislative terms or practical application requires amendments.
Appendix 1
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                Staff Appraisal Form
	Name:



	Job Title/Department


	Manager’s Name:



	Date:


	The purpose of the appraisal is to enable you to discuss your job performance and your future development with your manager.

The discussion should aim to clarify:

The main scope and purpose of your job.
Agreement on your objectives and tasks.
Your training and future prospects.


	Why you think your job is important. How does your role fit into the organisation and contribute to its goals? What do you do best?


	What have you learnt in the past year and how have you improved the way you do your job? 



	What challenges do you face in your work? What, if anything, restricts you from performing to the best of your abilities?



	Please comment on your:


· Timekeeping

· Absences e.g. sickness

· Dress Code



	Areas for further discussion:

· Medical wellbeing -  Is there anything you would like to discuss?

· E-Safety/Mobile Phones etc (i.e.; social networking and the importance of professional responsibility). 
· DBS monitoring - Is there anything you would like to discuss? (any changes to disclose)



	Targets

Whole School Target

To ensure that the children in my department play outside every day.

Department Target

That all staff in the department contribute to the recording of EYFS planning and Evaluation.

Personal Target

________________________________________________________________________________



	Development Plan for Next Year: 

What you need to learn, how you will achieve it and who will support you?



	Career Plan: what are your career ambitions and how can your employer help you to achieve them?



	Any other comments?




Signed (staff)
……………………………………………………………………………

Date  …………………………………………………………

Signed (manager)  ……………………………………………………………...

Date  …………………………………………………………
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[image: image3.jpg]


Twixus Good Practice Audit

This document will be referred to as part of your yearly appraisal 
	Date
	Assessed by



	Area of Provision 
	Key Worker




PURPOSE: To monitor the progression of our pupils and reflect on our practices to insure continuous improvement.

	Evidence of both Prime and Specific areas covered
	Weekly observations being made (dated)
	Purposeful photos that include comments
	Making references to topics themes 
	Focus Activities provided  
	Craft and Children’s work is recorded  and celebrated  
	Reports are up to date 
	Development Matters sheets are being used to show progress 
	Books are well presented 

	
	
	
	
	
	
	
	
	


	Improvements and Comments

	


	Key Worker Comments

	


Keyworker Signature: ______________________________________________         Manager Signature:  _________________________________________________

Appendix 3
	Twixus Individual Supervision Record  

	Name
	
	Date
	

	Supervised Areas

	1. General Wellbeing
	2. Targets and Objectives

	3. Key Children and Families
	4. Safeguarding 

	5. Workload/Priorities 
	6. Health/Sickness

	7. Professional Development
	8. Personnel/Organisational Issues

	9. Ongoing Suitability 
	10. Future Targets


A comment must be included for ANY statement rated as 2 or 3
	1)       I am happy at work and am able to carry out my roles and responsibilities without issue. 
	Agree 


	Unsure 


	Disagree

	
	1
	2
	3

	Comments




	2) I know my current targets and am working to achieve them.
	Agree 


	Unsure 


	Disagree

	
	1
	2
	3

	Comments




	3)  My planning and observations ensure that my Key Children are making progress.
	Agree 


	Unsure 


	Disagree

	
	1
	2
	3

	Comments




	4)  I am clear about safeguarding procedures and understand what to do if I have a concern. 
	Agree 


	Unsure 


	Disagree

	
	1
	2
	3

	Comments




	5)    I cooperate fully in the rotas and duties that are in place for my department.  
	Agree 


	Unsure 


	Disagree

	
	1
	2
	3

	Comments




	6)    I am medically able to do my job and am not currently taking any medication that would affect this. 
	Agree 


	Unsure 


	Disagree

	
	1
	2
	3

	Comments




	7)    I look for opportunities to extend my knowledge and take part in Continuing Professional Development. 
	Agree 


	Unsure 


	Disagree

	
	1
	2
	3

	Comments




	8)    I conduct myself in an organised manner and follow the policies and procedures as agreed.
	Agree 


	Unsure 


	Disagree

	
	1
	2
	3

	Comments




	9)  As set out by the EYFS 3.11 1 have disclosed any convictions, cautions, court orders, reprimands and warnings which may affect my suitability to work with children (whether received before or during their employment at the setting), including through a criminal records check.
	Agree 


	Unsure 


	Disagree

	
	1
	2
	3

	Comments




	10)    I am constantly assessing my own practice to make future improvements.
	Agree 


	Unsure 


	Disagree

	
	1
	2
	3

	Comments




	Supervisor 

	Name
	
	Date
	


Baby Unit for 0 – 2 year old children


Day Nursery for 2 – 5 year old children


Before and after School Holiday Care for 5 – 16 year old children


Primary School Holiday Care for 5 – 16 year old children
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