Supervision Guidance Notes for Managers and Practitioners
(Ensure the Supervision Record is signed by both parties and a copy provided to the employee)
Why?
· The EYFS requires that regular supervision opportunities are provided for managers and practitioners that are in regular contact with children and families.
· Provides an opportunity for practitioners to reflect on their performance and for manager to monitor and evaluate what is working well and what needs to be addressed.

· To identify training requirements for the practitioner and the settings.

· To celebrate achievements and discuss any issues and challenges.
· To ensure that practitioners and leaders are confident to identify and deal with safeguarding issues in line with the settings policies and procedures.

When?

· Supervisions occur more frequently than appraisals which build on supervisions and occur annually.

· We recommend that supervision meetings are conducted approximately every 6-12 weeks. However, where practitioners are newly appointed or demonstrate performance issues these would need to be completed more frequently.  For example, fortnightly.

How?

· Complete observations of practice prior to supervision session.

· Identify a time that is convenient for both practitioner and manager.

· Find a protected space to facilitate confidential discussions.

· Be prepared for the meeting.  For example, identify strengths and areas for development or specific training that will support the individual.  

· Be clear about the targets set at the previous meeting.  Do you know if these have been achieved?
· Ensure discussions are part of a two way process.

· Be ready to offer professional challenge and support throughout the meeting.
· Set targets that are clear and realistic.

SMART Target Model

             This is a way to help managers focus on what needs to be achieved.
	Specific
	Set a clear task that defines what the practitioner is required to do. For example: To talk to the parents of key group children, every day, about the learning that occurred during key group time.

	Measurable
	Set time and date for completion of task/s.
For example; Manager/leader to observe and monitor that these discussions are taking place daily.

	Agreed
	Both employee and manager agree that target is achievable.

	Realistic
	The target is achievable when taking into account the employee’s knowledge, skills, understanding and current workload.

	Timely 
	Ensure a time frame is set in which to complete the target.  For example; daily, weekly, monthly or as a one off project.
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