Appendices (Notes for Supervisor)
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Supervision Toolkit Appendix 

The templates included in this appendix are not exhaustive; they are examples and the content MUST be adjusted to bring each resource in line with your provision/organisation.  The content of these examples should be regularly checked to ensure it is full and valid and has not been superseded. Content of checklists and questions are provided as suggestions only, these should not be considered ‘full and complete’, the provider/organisation must ensure the resources are adjusted to make them ‘fit for purpose’. 

The Supervision Process

Preparing for a supervision session; Supervisor and Supervisee agree the Agenda
Supervisee completes a self-reflection form
Exploring and assessing relevant information about the supervisee, their current situation and workload
Looking at potential solutions and ways of bringing about change, based on a thorough understanding.
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Bolting down and clarifying what has been agreed, what will happen next, and agreeing timescales.
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Ending the session, ensuring the supervisee feels supported as a person and as a practitioner.
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Provide supervisee with written notes of the discussion with deadlines (both parties to agree notes accurately reflect the session)
Supervision Cycle for Supervisor






The Grow Model Coaching Technique (page 11 of the Supervision Toolkit)

Goal – to define or agree the goal or outcome

Reality – to establish a clear picture of the current situation

Options – to generate lots of options and ideas

Will – choose one of the options or ideas and decide on exactly what actions need to be taken

Coaching Questions

Goal

What do you want to achieve?

When do you want to achieve it by?

What are your priorities?

What are the parameters/limiters?

Reality

What is the current situation?

What actions have you taken so far?

What were the effects of these actions?

What did you learn from these actions?

What are the barriers?

What is the time limit?

How great is your concern regarding this situation?

Who is affected by the situation and your actions?

What resources do you have? Skill, time, enthusiasm, money, support etc?

What other resources will you need? Where will you get them from?

Options

What are ALL the different ways in which you could approach this?

What else could you do?

What would you do if all limitations were removed?

What are the benefits and downsides of each issue/goal/option?

Which of these solutions appeals to you the most, or feels best to you?

How can you apply where you are successful into the areas where you are less successful?

What needs to change?

Will

Which option or options will you choose?

Will this idea/way forward work?

Does this idea meet ALL your objectives and criteria?

What are you personally going to do now …… and when?

When are you going to do it exactly?

What support do you need and how and when will you get this support?

Who might need to know about it?

Who is involved?

Who could you speak to about this?

How will you measure your achievement along the way?

What could arise to stop you moving forward?
Observation and Feedback
 (page 4 of the Supervision Toolkit)

Observation of practice, including scrutiny of planning and records

· feedback which takes place as soon after the observation as possible
· consider using positive practice tool ‘signs of safety’ approach
· coaching 

· modelling

· questioning

· confidence to challenge practice wherever it can be improved

· responding appropriately to resistance

· agreeing ways forward

· agreeing future support

· planned and agreed monitoring and evaluation
Observing practice
Observation of playing, learning and interacting is an important element in gathering information about the strengths and areas for development of practitioners. It will confirm strengths; validate what people are already aware of; highlight aspects of practice that need development; support practitioners to be self-reflective and improve the quality of practice. 
To challenge and improve practice in a setting it is essential to observe both child-initiated play and focused learning both indoors and out.

Key principles for observing practice:
· Observation is based on a respectful relationship with practitioners.

· Observation is intended to highlight strengths and areas for development with regard to improving the quality of learning, playing and interacting, and children’s outcomes.

· The observation must have a purpose – to enable appropriate extension, support or intervention to be planned.

· Practitioners should be fully involved and actively engaged in the focus, purpose and process of observation with an agreement being confirmed in advance of the observation.

· The observer must ensure that agreed time lines of the length of the observation and feedback opportunity are adhered to.
Observation involves building up a picture of a practitioner stage of development in order to: 

· plan the next steps in the practitioner’s learning journey to improve quality

· action plan to enable these next steps to be successful 

· help the practitioner in developing provision and practice

· mark staging posts in a practitioner’s development and learning 

· evaluate the impact of the quality of provision, environment and the level of practitioner training on children’s learning and development
During: 
· Use an agreed observation schedule  

· Engage with and talk to children about what they are doing 

· Look at profiles of some children you have spoken with
· Talk to staff about what they are doing, if appropriate
· Speak with parents about what their children are learning, if appropriate
Providing constructive feedback
It is important to give verbal feedback at the agreed time, immediately afterwards may not be possible but it should be as soon as is convenient. 
Prompts for constructive feedback
Good feedback evaluates the quality of learning, playing and interacting – and does not merely describe what happened.

Prepare for feedback:
· decide on an appropriate time to hold the discussion when you can both/all give it your full attention

· ensure that you have a clear grasp of the key points in line with the observation criteria

· decide the key point you feel would be most powerful in the development of the practitioner

· identify strengths of the practitioner to feed back

· plan to adopt a constructive, lively, collegiate approach

· do not make assumptions or decisions about ’why’ the practitioner/leader acted in a particular way; this blocks communication.

Providing feedback: 
· encourage two-way dialogue: share your observations and encourage your colleague’s response

· ask open questions, e.g. ‘How do you think the session went?’ ‘What did you think about the activity?’ ‘Why did you decide…?’ ‘How did you feel about…?’ ‘Where do you think the activity went well/was less successful?’ ‘Who do you think…?’ ‘When did you find…?’

· focus your questions on the impact on children’s learning, noting particular children where appropriate, e.g. ‘How do you think the children benefited…or enjoyed it?’ ‘What about xx?’ ‘Was the outcome different for xxx from what you expected?’

· ‘tune in’ to your listener’s feelings about the observation and ask the practitioner for feedback on how the process is going for them

· help practitioners/leaders reach their own conclusions about the quality of their work/interactions, i.e. their own strengths and areas for improvement

· use your observation notes to illustrate your findings

· be ready to explain and justify your observations

· avoid being prescriptive during feedback, e.g. avoid telling practitioners/leaders, ‘you should’, ‘you ought to’, ‘it would be better to’

· give an accurate picture of your observation; include an appropriate balance of strengths and areas for improvement 

· show sensitivity when the messages you want to share reflect a concern about a practitioner’s/leader’s work

· be selective about what you feed back if there are substantial areas for improvement; concentrate on one or two significant areas for development and ensure you feed back strengths as well.

And finally: 
· always give more positives than areas for development

· end with the practitioner recounting the areas of development and what she/he will do differently – including timescales for such actions – and discussing the strengths of what has been observed.
Opportunity for reflection: 
· Think about the ways in which you encourage the practitioners you work with to provide feedback to you on your support and challenge.

· How might you use this feedback to develop and further improve your own practice?
Giving and Receiving Feedback
 (page 4 of the Supervision Toolkit)

Supervision aims to be a two-way process where learning is effectively and respectfully shared, so the giving and receiving of good feedback by both supervisor and supervisee is essential. When offered within a relationship of trust and professionalism helpful information can be offered about the impact of a person’s behaviour has on others.
Good feedback is:

Invited; ideally feedback, should only be offered on request or by agreement.

Timed; for most people feedback is more effective when given shortly after the event.

Positive; It is paramount to spend time commenting on the positive aspects of performance. 

Specific and prioritised; quote the exact words or actions rather than using general statements like ‘that was fine’ and explain your reasons to the other person. Most people can only cope with a maximum of three points at any one time so be selective about your feedback even if this does not cover every aspect.

Alternatives and suggestions; after listening to how the person themselves perceives their performance, use the coaching technique; asking questions to initiate ideas to support the practitioner in finding and deciding ways in which they might develop or improve.

Owned; if the giver of feedback uses an ‘I’ statement, this leaves the receiver free to accept or reject a comment rather than having a view or a judgement imposed; it is a more sensitive approach for delicate issues in particular.
When receiving feedback:
Listen; focus on understanding the feedback and avoid rejecting, arguing or being defensive.
Check your understanding; ask questions to fully clarify; for instance seek examples.

Acknowledge the giver; show appreciation. The feedback might not have been easy to give.

Make a choice about what to do; you may wish to act on the feedback – or not. There is a choice.

Take a positive view; remind yourself that the aim of feedback is to help you learn in order to improve future performance.

Active listening
Active listening is a vital skill which communicates that Supervisors are engaged and are attentive to the Supervisee. Effective active listening needs to include the following elements to maintain engagement: 

· eye contact

· attention to seating positions and body language

· affirmation 

· recognition of what is being said

· reflecting feelings

· encouraging, acknowledging, checking and clarifying

· showing empathy

· asking open-ended questions

· time for talk in balance of the practitioner

· brief, accurate summary of the points put forward
· minimal encouragers = nods, posture shifts, and non-verbal vocalisations that demonstrate attentiveness and encourage the supervisee to continue talking.

It is also useful to echo the practitioner’s verbal responses, e.g. ‘Am I correct in saying…’ ‘Would it be true to say that…’ ‘I think you’re telling me…’ 

Effective active listening is a key skill in building relationships, reducing resistance and agreeing ways forward. It is the foundation of interaction and feedback. The skills of active listening are very different from the way we listen in everyday conversation. Active listening is not a passive process but one which demands understanding of what a person is saying and reflecting the meaning back to them. This enables people to arrive at their own conclusions and identify potential steps for improvement.
Questioning (page 11 of the Supervision Toolkit)

Questioning is a key skill in supporting practitioners to reflect and develop their own understanding and is part of the process of sustained shared thinking. Questions can be carefully phrased to unpick practitioners’ current thinking and spur consideration of new areas. Open questions will allow the greatest reflection and discussion. Examples could include: 

· What do you want to achieve?

· How do you think things are going?

· How do you feel?

· What was your thinking about that session?

· Tell me why you planned it in that way?

· I noticed…What do you think the effect of that was on (the child)?

· What do you think would happen if…?

· What else? 

· What might be the impact of…?
Effective Questioning 

Asking different types of questions effectively (and listening carefully to the answers) provides a way of structuring information in sequence to explore a topic and to get to the heart of the issues. Types of questions include:

· Open questions - These are useful in getting another person to speak and can provide you with a good deal of information. They often begin with the words: What, Why, When, Who. Sometimes statements are also useful: “tell me about” or “give me examples of”. 

· Closed questions - These are questions that require a yes or no answer and are useful for checking facts. They should be used with care - too many closed questions can cause frustration and shut down conversation. 

· Specific questions - These are used to determine facts. For example “How much did you spend on that?” 

· Probing questions - These check for more detail or clarification. Probing questions allow you to explore specific areas. However, be careful because they can easily make people feel they are being interrogated. 

· Hypothetical questions - These pose a theoretical situation in the future. For example, “What would you do if…?’ These can be used to get others to think of new situations and how they might cope or use their skills. 

· Reflective questions - You can use these to reflect back what you think a speaker has said, to check understanding. You can also reflect the speaker’s feelings, which is useful in dealing with angry or difficult people and for defusing emotional situations (ref. Active Listening Skills above). 

· Leading questions - These are used to gain acceptance of your view – they are not useful in providing honest views and opinions. If you say to someone ‘you will be able to cope, won’t you?’ they may not like to disagree.
Summarising – this is really useful tool for checking understanding or any agreed actions so far, and particularly before moving on to another topic. You may like to use:

· ‘Overall, it seems that…’

· ‘What seems to be most important to you is…’

· ‘So to pull this together…’

· ‘To summarise so far…’

Reflecting feelings – to show recognition that someone’s feelings are important while checking out understanding and interpretation. This can be very empowering and release the supervisee’s energy to change and develop. Useful phrases include:

· ‘You sound upset (or very pleased) about that’

· ‘I notice that you seem anxious when you mention…’
Challenging and Confronting
 (page 5 of the Supervision Toolkit)

Once again there is a wide range of tools and models available, two of which are outlined below. Challenge may be required because of poor performance or because behaviour falls short of professional standards. While people mostly do not set out to deliberately offend, we can all behave inappropriately because of:

· Ignorance

· Pressure to conform

· Our vulnerability 

· Being in a position of power

· Behaviour or language from our upbringing

A 3-Step Approach for Challenging 

This is a valuable everyday tool, probably not suitable for complex or very serious situations, but very useful indeed for preventing any escalation of unacceptable behaviour and embedding a positive culture which is professional at all times. 

1. State the BEHAVIOUR   

For example this might be inappropriate language, time keeping, shouting, invasion of personal space
‘When you ………………..’

Simply describe the behaviour or quote the language without judgement or accusation.

2. Explain the IMPACT or EFFECT 
For example, as an individual you may have found the language or behaviour offensive, embarrassing or distasteful. In a team or work-setting the behaviour may have been unprofessional or reflected badly on the competence or reputation of the team.

‘I feel…’ or ‘….it has………….us as a team or profession’
3. Explain what you want to happen

This may simply be a request for the behaviour to stop or a constructive suggestion about how things could be done differently. (If this is not the first time the behaviour has occurred, or if it is very serious, you may need to be clear about what the possible consequences could be.)

‘I would like you to……………………..’

Person-centred Approach (page 11 of the Supervision Toolkit)

The ‘person-centred’ approach was developed by Carl Rogers in the 1950s in the field of psychotherapy. Essentially he proposed that a person will grow and develop if these core conditions are in place and believed ‘that persons have a basically positive direction. 

Respect - for the individual as the person they are, offering non-judgmental acceptance. It is a commitment to being real and honest in the relationship and also about the professional standards expected.

Empathy involves ‘getting in contact with another’s world’, understanding their perspectives and feelings. Empathy builds self-esteem and is very powerful when working with resistance. An important component of empathy is reflecting key themes and messages back to the supervisee through skilled communication (see Active Listening). 

Genuineness or congruence can be understood simply as ‘being oneself’. This will inevitably influence the level of trust in the relationship between the supervisor and the supervisee. Trust built on an honest, professional relationship is essential so that the likelihood of positive motivation can be maximised.

Unconditional Positive Regard involves regarding the supervisee as a separate person of intrinsic worth and value, a human being and not just a ‘human doing’. The challenge for supervisors can be to achieve this while being clear about the standards and performance required.

Staff Suitability and Disqualification

Providers have a legal responsibility to ensure that each member of their staff team is suitable to work with children and is not disqualified from working in childcare. Please check our ‘resources site’ to find further information on this subject. 
It is a criminal offence for a person to permit an individual they know (or have reason to believe) is barred from regulated activity to engage in regulated activity. Providers of regulated activity (early years employers) have a legal duty to make referrals to the Barring Service.
Under the Early Years Foundation Stage providers must: 

· Ensure people looking after children are suitable to fulfil the requirements of their role.  Providers must have effective systems in place to ensure that practitioners, and any other person who is likely to have regular contact with children (including those living or working on the premises), are suitable. (3.9 Safeguarding & Welfare Requirements 2021).
· Ensure staff understand their responsibility for disclosing any convictions, cautions, court orders, reprimands or warnings that may affect their suitability to work with children (whether received before or during their employment at the setting) (3.11).
· Record information about staff qualifications, identity checks and vetting processes that have been completed (3.12).
· Where an employer becomes aware of relevant information that may lead to disqualification of an employee, the provider must take appropriate action to ensure the safety of children. Where a person is disqualified, the provider must not employ that person in connection with early years provision (3.14).
· Where relevant providers must supply Ofsted with the information listed in 3.17 of the EYFS Safeguarding Welfare Requirements.
· Notify Ofsted of any significant event which may affect the suitability of any person who is in regular contact with children on the premises where childcare is provided, a significant event could include the disqualification of an employee.  The information must be provided to Ofsted as soon as reasonably practicable, but at the latest within 14 days of the date the provider became aware of the information or ought reasonably to have become aware of it if they had made reasonable enquiries. Failure to do so would be a breach of Early Years Foundation Stage (Safeguarding and Welfare Requirements) Regulations.
Reasons for Disqualification 
There are a number of reasons that a person may be disqualified from working with children; information can be found here Disqualification under the Childcare Act 2006 
Checking suitability 
It is essential that providers have robust systems in place to check staff members’ suitability to work with and to continue working with children. Checking staff suitability should not only be done during the recruitment and selection process but should be an ongoing process that is embedded into your regular practice. You may do this through a specific question during staff supervisions and appraisals or asking each member of staff if anything has changed in their personal circumstances that would affect their suitability to work with children. Or you may prefer to have a ‘suitability questionnaire’ that all staff and volunteers complete at regular intervals (see Staff Suitability Declaration on page 12). 
In the event of information that suggests a person is disqualified from working with children the provider must not allow that person to work with children and must dismiss them if disqualification is confirmed and not waived.  Guidance for childcare providers and application forms to apply for a waiver.
If a member of staff is living in a household with someone who is disqualified then they too are disqualified from working with children by association. This applies to household members including partners, children including foster children, house share colleagues and lodgers. 
Employment Law 
It is important to ensure you comply with employment law in your recruitment and management of staff and when addressing any issues around staff suitability. Acas provides a wealth of knowledge on employment law and employer responsibilities. 
Employers will need to ensure they introduce clear concise documentation consisting of a sufficiently robust and well drafted application form, offer letter and Statements of Main Terms and Conditions. You also need to have well-constructed disciplinary procedures which allow you properly to investigate a given issue. If, as a result of an investigation, there is deemed to be a case to answer, your procedures should allow you to call disciplinary proceedings. These proceedings could lead to a sanction up to and including dismissal, depending on the facts of the given situation. 
Disciplinary procedures also need to provide for allowing suspension prior to investigation to allow you to remove the individual from the workplace pending the outcome of a full investigation. 
If you receive a disclosure via a third party relating to concerns about a member of staff’s suitability to work with children you should treat this as an allegation and follow your policies and procedures for reporting allegations against a member of staff. Your policies and procedures should be in line with the guidance and procedures of the relevant Local Safeguarding Children Board (LSCB) and the lead practitioner is responsible for liaison with the LSCB as set out in 3.4/5 EYFS Safeguarding and Welfare Requirements and liaison with the Local Authority Designated Officer (LADO). 
Further Information: 
Recruitment and Retention guidance, templates and information from Leicestershire County Council Early Years Inclusion and Childcare Service

https://resources.leicestershire.gov.uk/education-and-children/early-years/recruitment-and-retention-of-staff/recruitment-of-staff
Policies and procedures and ‘Your essential guide to 'recruitment and selection’ are available amongst other from NDNA Publications
Employment Law and Support www.acas.org.uk 
The Early Years Alliance offer advice and support https://www.eyalliance.org.uk/employing-and-managing-early-years-staff 
Click on the link www.pacey.org.uk and then search Employment Rights 
Childcare Act 2006, Section 75 http://www.legislation.gov.uk/ukpga/2006/21/section/75/enacted 
Childcare Act 2006, Section 76 http://www.legislation.gov.uk/ukpga/2006/21/section/76 

Statutory Framework for the Early Years Foundation Stage 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/974907/EYFS_framework_-_March_2021.pdf 

Safeguarding Vulnerable Groups Act 2006  http://www.legislation.gov.uk/ukpga/2006/47/contents 
NDNA Disclosure and Barring Service Factsheet 

https://ndna.org.uk/?s=disclosure 
NDNA Safeguarding Children Policy Statement and Child Protection Procedures Safeguarding Children Policy Statement https://ndna.org.uk/?s=protection 
The following pages contain a range of ‘Templates’ sourced from :-

1. Leicestershire Integrated Quality – The Quality Assurance Scheme for all Leicestershire early education and childcare providers

2. The National Strategies Early Years – Challenging practice to further improve learning, playing and interacting in the Early Years Foundation Stage

3. National Day Nurseries Association – Resources

4.  Scotland’s International Development Alliance 

5. Hampshire County Council www.hants.gov.uk


This document is an example of a disciplinary procedure and should therefore be used for guidance purposes only.  
An example Disciplinary Policy and Procedure

XXXX aims to have clear guidance for staff for setting work objectives, time frames and work appraisal systems. However, where continuing work delivery problems arise, XXXX believes that the fairest way to resolve issues with staff conduct or performance is to have a well-structured disciplinary procedure. The procedure is designed to help employees attain the organisation’s standards of conduct, attendance and performance.
Employee right

In addition to an informal verbal warning, employees have the following rights in relation to disciplinary action:
1. To be informed of the allegations of misconduct or poor performance that have been made and that are to be discussed at any disciplinary hearing
2. To be accompanied by a work colleague or trade union representative
3. To make an appeal against any action taken.

Formal procedure

Verbal formal verbal warning

If an employee’s conduct, attendance or performance does not reach the standard required by XXXX, and this has not been resolved through standard appraisal and support systems, a disciplinary hearing will take place. The issues will be discussed with the employee concerned who will have the opportunity to offer an explanation. If the explanation is not satisfactory the employee will be issued with a formal verbal warning and clear targets and timetable for improvement. The discussion will be confirmed to the employee in writing and the verbal warning will remain on file for six months.
Written warning

A written warning will be issued when sufficient improvement is not made following a disciplinary hearing where there is already a formal verbal warning in place on the employee’s file, or where the misconduct has been sufficiently serious as to warrant bypassing the verbal warning stage. A written warning will remain on file for 12 months, again with clear targets and timeframes for improvement.
Final written warning

If there is still insufficient improvement in conduct or performance, a further disciplinary hearing will take place. If no satisfactory explanation is offered but misconduct is not serious enough to warrant dismissal a final written warning will be issued and will remain on file for 12 months. The final written warning will inform the employee that any further misconduct or failure to meet the required level of performance will result in dismissal.
Dismissal

If the employee still fails to reach the required standards of conduct or performance then they will normally be dismissed. The employee will be given every opportunity to provide an explanation of their failure to meet required standards at a final disciplinary hearing. As with all stages of the disciplinary procedure the employee has the right to appeal and to have a witness present.
In some circumstances the organisation can choose to suspend the employee without pay for a maximum of five working days as an alternative to dismissal.
If the employee is dismissed they will be provided with the reasons for dismissal, a date of termination of employment and details of how they may appeal.
Additional information

The employee will always be given as much information as possible regarding the accusations of misconduct or the records detailing failure to achieve the required performance standards. They will be given reasonable notice of the date and time of any hearing which should be held during normal working hours.
Any action will be taken after full consideration of the facts and if this process necessitates the employee being absent from work during this time they will be suspended on full pay. XXXX may vary the disciplinary procedure depending on the seriousness of the issues or the length of time of service of the employee in question. 
Dismissal due to Gross Professional Misconduct

Dismissal at any stage will be made in the following circumstances:-
· Evidence of major theft
· Significant sexual or racial misconduct
· Use of illegal substances
· Significant threat to reputation or security of the organisation or its staff
This document is an example of a grievance and complaints procedure and should therefore be used for guidance purposes only.  
Grievance procedures

What is a grievance procedure?

An employee may have problems or concerns about their work, working conditions or relationships with colleagues and they may wish to talk about them with you as the employer or manager. They will want the grievance to be addressed, and if possible, resolved. Issues that could cause an employee to be concerned include:

· terms and conditions of employment

· health and safety

· work relations

· bullying and harassment

· working environment

· organisational change

· equal opportunities
Employees should aim to resolve any grievances informally with their manager, but if this is not an option then a grievance procedure can be used to deal with the issues. 

You should be aware that employees may raise issues about matters not entirely within the control of the organisation, for example customer or parent relationships. These should be treated by you in the same way as any other concern - by investigating as far as possible and taking action if required.
Why is it important?

It is clearly in your interests to deal with problems before they can develop into major difficulties for all concerned. If a grievance cannot be settled informally, or a formal approach is more appropriate, then there must be a procedure in place for this to take place fairly and consistently. 
How should a grievance hearing be conducted?

Preparing for the meeting
· Any meeting should be held in private and without interruption.

· You may find it useful to have someone to take notes and act as a witness to the proceedings.

· Normally you will already have had a written statement of the grievance, and should find out before the meeting whether similar grievances have been raised before, how they were resolved and any follow up action that has been necessary.
Conduct of the meeting
· Remember that a grievance meeting is not the same as a disciplinary hearing and is an occasion when discussion may produce the answer to the problem.

· Make introductions of those present if necessary.

· Invite the employee to re-state their grievance and ask how they would like it resolved.

· Make allowances for any reasonable ‘letting off of steam’ if the employee is under stress or upset.

· After summing up you may find it useful to postpone any decisions, you may want to explore resolution possibilities with other managers or take advice on how to proceed.

· Tell the employee when they might expect a response if one cannot be made at the time.

· Respond in writing within the time limits.

· If the employee is unhappy with the decision, an appeal should be arranged.

· The appeal should be heard by a more senior manager than the one involved in the grievance, where possible. 
Grievances against fellow employees
There are occasions when an employee may be the cause of grievances among their co-workers (for example on the grounds of personal hygiene, attitude or capability for the job). You must deal with these cases carefully and should start by talking privately with the individual concerned. This counseling may resolve the grievance to the satisfaction of the co-workers who need to be told that some action has been taken. If matters do not improve you need to consider whether the grievance warrants disciplinary investigation. You must take care that any discussions with someone being complained about do not turn into a meeting at which they would be entitled to be accompanied. 
This document is an example of a grievance and complaints procedure and should therefore be used for guidance purposes only.  
An example Grievances and Complaints Procedure
1. Purpose of the procedure/Introduction

[Name of organisation]’s aim is to ensure that employees with a grievance relating to their employment can use a procedure which can help to resolve grievances as quickly and as fairly as possible.

2. Informal discussions

If an employee has a grievance about their employment they should discuss it informally with an immediate supervisor. We hope that the majority of concerns will be resolved this way.

3. Stage 1 – statement of grievance

If the employee feels that the matter has not been resolved through informal discussions, they should put your grievance in writing to an immediate supervisor. 

4. Stage 2 – the grievance meeting

Within [number of days] working days the supervisor will respond, in writing, to the statement, inviting the employee to attend a meeting where the alleged grievance can be discussed. This meeting should be scheduled to take place as soon as possible and normally 5 working days notice of this meeting will be provided to the employee and they will be informed of their right to be accompanied.

Employees must take all reasonable steps to attend the meeting, but if for any unforeseen reason the employee, or the employer, can’t attend, the meeting must be rearranged. 

Should an employees companion be unable to attend then the employee must make contact within [number of days] days of the date of the letter to arrange an alternative date that falls within [number of days]  days of the original date provided. These time limits may be extended by mutual agreement.

After the meeting the supervisor hearing the grievance must write to the employee informing them of any decision or action and offering them the right of appeal. This letter should be sent within [number of days] working days of the grievance meeting and should include the details on how to appeal. 

5. Step 3 – appeal

If the matter is not resolved to the employees satisfaction they must set out their grounds of appeal in writing within [number of days]  working days of receipt of the decision letter.   

Within [number of days]  working days of receiving an appeal letter, the employee should receive a written invitation to attend an appeal meeting. The appeal meeting should be taken by a more senior manager not involved in the original meeting. 

After the appeal meeting with senior manager must inform the employee in writing of their decision within [number of days]  working days of the meeting. Their decision is final. 

Staff supervision record

Name 

                        
    Position 
Carried out by

              
    Date 
	General Work Habits
	Ex
	Good
	Av
	Poor

	Arrives on time
	
	
	
	

	Reliable in attendance
	
	
	
	

	Responsible in job duties
	
	
	
	

	Alert in health and safety matters
	
	
	
	

	Flexible with routines and schedule
	
	
	
	

	Maintains a positive attitude
	
	
	
	

	Gives ample notice for absence
	
	
	
	

	Remains calm in tense situations
	
	
	
	


	Interaction with Children
	
	Good
	Av
	Poor

	Friendly, warm and affectionate
	
	
	
	

	Eye to eye interaction
	
	
	
	

	Uses modulated, appropriate voice
	
	
	
	

	Shows respect for individuals
	
	
	
	

	Is aware of developmental levels
	
	
	
	

	Encourages independence and self-help
	
	
	
	

	Avoids stereotyping and labelling
	
	
	
	

	Reinforces positive behaviour
	
	
	
	

	Uses positive discipline techniques
	
	
	
	

	Regularly records observations of children
	
	
	
	


	Environment Management
	Ex
	Good
	Av
	Poor

	Creates an inviting learning environment
	
	
	
	

	Maintains a safe environment
	
	
	
	

	Provides age appropriate activities
	
	
	
	

	Develops goals from observations
	
	
	
	

	Facilitates growth in all areas of development
	
	
	
	

	Serves as an appropriate role model
	
	
	
	

	Anticipates problems and redirects behaviour
	
	
	
	

	Is flexible, responsive to children's needs
	
	
	
	

	Is prepared for the day's activities
	
	
	
	

	Handles transitions well
	
	
	
	


	Working With Parents
	Ex
	Good
	Av
	Poor

	Available and approachable with parents
	
	
	
	

	Listens and responds well to parents
	
	
	
	

	Is tactful with negative information
	
	
	
	

	Shows respect for those from diverse backgrounds
	
	
	
	

	Maintains confidentiality
	
	
	
	

	Seeks a partnership with parents
	
	
	
	

	Regularly shares information about the child's progress
	
	
	
	

	Involves parents in centre activities and events
	
	
	
	


	Working With Co-workers
	Ex
	Good
	Av
	Poor

	Is friendly and respectful
	
	
	
	

	Strives to assume a fair share of work
	
	
	
	

	Shares ideas and materials
	
	
	
	

	Communicates directly, avoids gossip
	
	
	
	

	Approaches criticism with learning attitude
	
	
	
	

	Looks for ways to be helpful
	
	
	
	

	Solves conflict independently
	
	
	
	


	Professionalism and Growth
	Ex
	Good
	Av
	Poor

	Takes job seriously, seeks skill improvement
	
	
	
	

	Participates in workshops, classes
	
	
	
	

	Sets goals for personal growth
	
	
	
	

	Behaves in an ethical manner
	
	
	
	


	Evaluation Category
	Examples of Behaviour

	General Work Habits
	Timesheets, registers and rota’s

	Working With Children
	Observation records, action plans and evaluations

	Classroom Management
	Peer observation, activity and routine plans

	Working With Parents
	Peer observation, parent comment book

	Working With Co-workers
	Disciplinary and one to one records

	Professionalism and Growth
	Training plans, appraisal records


	Future Action




Signed ………………………………….       Date of next meeting ………….……..

Staff Appraisal – Record of meeting

Date____________
	Practitioner 
	

	Line Manager
	                                           

	Annual leave Days taken/requested

	

	Number & length of any other absences 
	

	Number late arrivals


	

	Review of areas for development agreed at last supervision

	Area for development
	Comments

	
	

	Training undertaken since last review.
	How has this impacted on provision?

	
	

	Key children’s development and progress



	What do you think you have done most effectively since your last supervision session?


	What do you think you have done least effectively since your last supervision session?


	Are there any barriers which are affecting your work? If so, how might these be overcome?


	Are there any sensitive issues that you would like to discuss in confidence?


	Which Competency Group best reflects your role and responsibilities?



	How are you evidencing that you meet these competencies?



	Are there any changes to your DBS Check or Health Declaration which may affect your suitability and ability to undertake your duties safely and effectively?


	Actions agreed for the coming review period (tasks identified set should relate to individual, team and organisational targets).

	Agreed actions
	Comments and target dates



	
	

	
	

	
	

	Line manager’s comments on practitioner’s performance in relation to the areas for development discussed and any other significant issues.


	Practitioner’ comments on personal performance and support provided by line manager/others.



	Support identified and agreed

	From manager/line manager
	

	Training 


	

	Coaching/mentoring


	

	Health & Safety

	Have any changes taken place which require a new risk assessment?


	Any other  comments or concerns:


	Practitioner’s signature
	

	Manager signature
	

	Date of Next Meeting
	


Copies of supervision notes to be given to practitioners and both parties to sign and date.  Copy to be held in personnel file.
Manager appraisal record

Name (optional)……………………


Position …………………..

	

 General Work Habits
	Ex
	Good
	Av
	Poor

	Arrives on time
	
	
	
	

	Reliable in attendance
	
	
	
	

	Responsible in job duties
	
	
	
	

	Alert in health and safety matters
	
	
	
	

	Flexible with routines and schedule
	
	
	
	

	Maintains a positive attitude
	
	
	
	

	Gives ample notice for absence
	
	
	
	

	Remains calm in tense situations
	
	
	
	


	Interaction with staff
	Ex
	Good
	Av
	Poor

	Friendly, warm and approachable
	
	
	
	

	Explains job requirements clearly and regularly
	
	
	
	

	Gives clear feedback about good and poor performance 
	
	
	
	

	Shows respect for individuals
	
	
	
	

	Encourages professional development
	
	
	
	

	Allocates sufficient time for planning and observation 
	
	
	
	

	Provides opportunities for sharing good practice 
	
	
	
	

	Creates a good team spirit
	
	
	
	

	Shares information about the sector regularly
	
	
	
	

	Maintains confidentiality 
	
	
	
	


	Environment Management
	Ex
	Good
	Av
	Poor

	Supports staff to create an inviting environment
	
	
	
	

	Maintains a safe environment
	
	
	
	

	Provides resources to offer appropriate activities
	
	
	
	

	Provides a quiet place for breaks and lunch
	
	
	
	

	Organises appropriate rooms, group sizes & ratios
	
	
	
	

	Spends time in each room to understand the environment
	
	
	
	

	Is responsive to issues that require attention from specialists
	
	
	
	


	Working With Parents
	Ex
	Good
	Av
	Poor

	Available and approachable with parents
	
	
	
	

	Listens and responds well to parents
	
	
	
	

	Is tactful with negative information
	
	
	
	

	Shows respect for those from diverse backgrounds
	
	
	
	

	Maintains confidentiality
	
	
	
	

	Involves parents in centre activities and events
	
	
	
	


	Working With Co-workers
	Ex
	Good
	Av
	Poor

	Is friendly and respectful
	
	
	
	

	Strives to assume a fair share of work
	
	
	
	

	Facilitates staff to share ideas and resources
	
	
	
	

	Communicates directly, avoids gossip
	
	
	
	

	Accepts criticism and seeks to address performance issues
	
	
	
	

	Is a team member who will get involved when needed
	
	
	
	

	
	
	
	
	


	Professionalism and Growth
	Ex
	Good
	Av
	Poor

	Is a good role model and develops own skills and knowledge
	
	
	
	

	Provides opportunities for team development
	
	
	
	

	Sets goals for the business and shares them with the staff
	
	
	
	

	Behaves in an ethical manner
	
	
	
	

	Attends external events to inform good practice 
	
	
	
	


	Evaluation Category
	Examples of Behaviour

	General Work Habits
	

	Interaction With Children
	

	Environment Management
	

	Working With Parents
	

	Working With Co-workers
	

	Professionalism and Growth
	


	Do you have any concerns about the practice?

Do you have any concerns about the staff team?



	Future Action




Signed ………………………………….       Date of next meeting ………….……..

Observation of learning, playing and interacting in the EYFS (adult led)
(Page 4 of the Supervision Toolkit)
Practitioner Observed _________________ Observer _________________ Date _____________
	Possible Prompts
	Observation Notes
	Reflection: Impact on Learning

	Close, caring and respectful relationships

Behave as an excellent role model for children to copy

Encourage and support children to relate to others

Support independence and confidence

Support children to resolve conflicts through problem-solving

Observe children as a natural part of all natural activity

Interpret children’s actions and words to try and understand the child’s thinking and learning

Scaffold children’s learning through talk, discuss strategies and ideas, suggest possibilities and model language well 

Engage in dialogue with children

Watch, listen and respond to children

Encourage children to express their thoughts and use new words

Provide brief, well-planned, focused learning opportunities in response to observed interests, learning and development

Use daily events within the routine to provide worthwhile, real-life experiences

Vary experiences, using fresh, creative and playful approaches

Provide first-hand experiences to explore and discover

Directly teach through demonstrating or explaining

Support children to persevere through difficulties, to take risks, to ask questions

Encourage children to speculate, test ideas through trial and error and problem –solve

Use the language of learning to focus children on themselves as learners

Identify and support next steps in learning

Attend to children’s personal needs, including intimate care and the levels of privacy afforded to children

Support children to recognise and respond to their own physical needs
	
	


Observation of learning, playing and interacting in the EYFS (child-initiated)

Practitioner Observed _________________ Observer _________________ Date _______________ 
	Possible Prompts
	Observation Notes
	Reflection: Impact on Learning

	Close, caring and respectful relationships

Encourage and support children to relate to others

Support children to resolve conflicts through problem-solving

Ensure sustained time to develop child-initiated activities

Arrange, resource, and make time for children to freely use rich indoor and outdoor spaces 

Observe children as a natural part of all normal activity 

Interpret children’s actions and words to try to understand the child’s thinking and learning

Use sensitivity when deciding when to interact 

Join in play and child-initiated activity following children’s agendas

Scaffold children’s learning through talk, discuss strategies and ideas, suggest possibilities and model approaches

Use daily events within the routine to provide worthwhile, real-life experiences

Directly teach, demonstrating or explaining

Support children to persevere through difficulties, to take risks, to ask questions and problem-solve

Use the language of learning to focus children on themselves as learners

Identify and support next steps in learning
	
	


Observation of learning, playing and interacting in the EYFS (child-initiated)
Practitioner Observed _______________________ Observer __________________________ 
	Elements of effective practice



	Practitioner’s key strength



	Areas of development



	Possible next steps



	Date of feedback __________________________

Signed __________________________________


EFFECTIVE EARLY LEARNING PROGRAMME

ADULT ENGAGEMENT OBSERVATION SHEET

Name of setting 


Observer 


Date 


Name of adult………………………………………
     M    /    F

	AM     /     PM
	POINT

	Description of each 2 minute period
	
	5
	4
	3
	2
	1
	NE

	Time:


	SENSITIVITY
	
	
	
	
	
	

	
	STIMULATION
	
	
	
	
	
	

	
	AUTONOMY
	
	
	
	
	
	

	Time


	SENSITIVITY
	
	
	
	
	
	

	
	STIMULATION
	
	
	
	
	
	

	
	AUTONOMY
	
	
	
	
	
	

	Time:


	SENSITIVITY
	
	
	
	
	
	

	
	STIMULATION
	
	
	
	
	
	

	
	AUTONOMY
	
	
	
	
	
	

	Time:


	SENSITIVITY
	
	
	
	
	
	

	
	STIMULATION
	
	
	
	
	
	

	
	AUTONOMY
	
	
	
	
	
	

	Time:


	SENSITIVITY
	
	
	
	
	
	

	
	STIMULATION
	
	
	
	
	
	

	
	AUTONOMY
	
	
	
	
	
	


staff In early learning and childcare supervision Agreement
We agree that supervision will be given and received in accordance with the (insert name of setting) ____________________________________________supervision policy which includes more details of the supervision process.

This supervision agreement is between ___________________________________ 

(insert name of supervisor)

   and ___________________________________

(insert name of supervisee) 

and outlines what each of us can expect from the supervision process and what our responsibilities are.

· We will arrange supervisions on a …………… basis and neither of us will cancel these unless there is an urgent reason to do so.
· Where possible the agenda will be set prior to the meeting by both the supervisor and the supervisee.
· Supervisions will start promptly and will finish after an hour or when we have had time to discuss all issues.

· We will treat our conversations with respect for each other’s views. Both of us should feel free to express personal views and opinions without prejudice.
· We will hold supervisions in a quiet area where other people cannot overhear us. We will keep the contents of supervisions confidential, although some issues may need to be referred to the supervisor’s Line Manager or other agencies if necessary (e.g. Social Care).  If either person is unclear about the boundaries of confidentiality on a particular issue, this will be discussed at the time the issue arises.

· The supervisor is responsible for recording supervision meetings.  His/her notes should reflect the nature of discussions at the meeting and contain all action points.  We will keep a written record of each supervision meeting which we shall both sign and each of us shall have a copy.

· We will both complete any actions agreed at supervision within the agreed timescale. At our next supervision, we will review the notes of the previous supervision to ensure that all actions have been carried out.

· We recognise that discrimination against people, on grounds of race, gender, disability, age, sexual orientation, religion or belief and for other reasons, can exist in overt and covert, unintentional forms.  We agree that anti-discriminatory practice should be promoted through the supervision process, by addressing issues of diversity and equality positively, openly and with sensitivity.
· Regular items for supervision meetings will be:

· Individuals wellbeing

· Discuss any issues – particularly concerning children’s development or well-being; 
· Development and well-being of each of the supervisee’s key children
· Identify solutions to address issues as they arise

· Receive coaching to improve their personal effectiveness. 

· Notes of previous meeting

· Review of work since previous meeting

· Current work and workload

· Attendance

· Future work plans

· Training and development
· Discuss any concerns regarding inappropriate behaviour displayed by colleagues, parents/carers 

· Discuss any safeguarding concerns
· Any other business

· During supervision meetings staff are reminded of the need to disclose any convictions, cautions, court orders, reprimands and warnings relating to themselves (or anyone in their household) which may affect their suitability to work with children that have occurred during their employment with the setting. Any new information is referred immediately to ………………….
An Appraisal meeting will be held once a year. 

The date of the Appraisal will be …………………………………………

The Appraisal meeting will be conducted in accordance with the principles set out in the company policy.

Signed: ………………………..


Signed:  ………………………..

(supervisor signature)



(supervisee signature)
Date:
………………………..

Date: ………………………..
Staff In early learning and childcare supervision Record
Date: ………………………………………………..

Meeting between………………………………………………………….…………………

	ITEMS DISCUSSED
	ACTIONS AGREED –

BY WHOM AND WHEN

	Review of actions from previous meeting


	

	Continuous Professional Development

Skills, knowledge of child development and EYFS, understanding and attributes to complete the role, training needs, development opportunities 


	

	Children and Families

Key person role, observation, assessment and planning, evaluation, safeguarding


	

	Individual/Wellbeing

Workload, colleague relationships, work life balance, health, suitability and ability to perform duties, well-being

Any changes to DBS or Health Declaration? (provide details if yes)


	

	Safeguarding and Child Protection (see additional safeguarding questionnaire)
Which Competency Group best reflects your role and responsibilities?

What have you read, discussed, actioned, involvement since your last supervision that is relevant – to be added Competency Framework Grid. – use same wording as on safeguarding questionnaire 
Are there any sensitive issues that you would like to discuss in confidence/concerns regarding inappropriate behaviour displayed by colleagues, parents/carers


	

	Management

Resources, workload, targets, specific duties, time management, annual leave


	


Signed (Line Manager): …………………………………………..Date: ……………………

Signed (Employee):………………………………………………..Date: ……………………
Safeguarding Children Questionnaire for use at Staff INDUCTION
Employee Name: ………………………………..Date: ……………………

Employee Signature:…………….……………...Date: ……………………

	Question
	Possible Answers

	Who is the designated Safeguarding Lead?
	How do you know? How do you find out?

	Name/describe different types of abuse
	Physical, Emotional, Sexual, Neglect, FGM, radicalisation, social media (online), bullying & cyberbullying, child trafficking, criminal exploitation and gangs, domestic abuse, grooming.

	How do you recognise the signs of abuse?
	Behaviour of children, disclosures from children 
Children should have strong attachment to their carers 

	How do you collect and record information regarding children’s development and wellbeing?
	Child record forms, observations in learning journeys, child’s voice, accident/incident records, pre-existing injuries record, progress check

	How can you ensure that you are confident in the child protection procedure and know what to do?
	Read and understand the safeguarding policy and guidance

Know who to report concerns to

Keep accurate and up to date records, include facts and dates

Ensure parents and carers are aware of the policy

Know where to access further support outside the setting

	How do we keep children safe from visitors?
	Secure the premises

Follow procedure for visitors to the setting

Visitors are always supervised by staff whilst on the premises

	Do you have good working knowledge of the allegations procedure and know how to make a complaint?
	Refer to whistleblowing policy and safeguarding policy
Is there a complaint/escalation procedure in place and where?

Have the confidence to act upon concerns

	When did you last receive safeguarding/child protection training? and was it appropriate?
When is it due for renewal?
	Explore other training options available rather than repeating ‘essential awareness’
Record date of training in order to follow up and plan

	When was your Enhanced DBS check undertaken? 
Are there any circumstances you need to declare which may affect your suitability to undertake your role?
	



Competency Evidence Log – Core Competencies for any role

Anyone who may have contact with children and young people, but their role is not within the children’s workforce. They may be frontline worker in other areas such as adult social care or housing.
Name of Staff member:

Name of Manager: 

Date: 

Evidence provided must have taken place within the previous 12 months.

	
	Core Competencies 
	√
	Evidence
	Date Met

	1
	Consider the daily ‘lived’ experience of the child or young person and place them at the centre, listening to their voice, working out what they are trying to communicate and never losing sight of their needs. 
	
	
	

	2
	Know how to recognise possible signs and indicators of abuse and neglect.
	
	
	

	3
	Know what to do with important information; how it should be recorded, how it should be shared safely and with whom it should be shared. 

Give consideration that information gained will need to be shared if a referral is made and could be used in a legal capacity.
	
	
	

	4
	Understand the importance of sharing information and what could act as a barrier to doing this. There should be no barriers to sharing information in relation to safeguarding – please see this Information Sharing advice.
	
	
	

	5
	Be persistent in your response to safeguarding needs, notice, check and share and apply professional curiosity. Follow up with enquiries, escalate where necessary and ‘whistle blow’ as required.
	
	
	


	I verify the worker meets the required safeguarding competencies 

	Please answer yes or no:

	

	Comments / evidence



	

	Please indicate any unmet competencies, and the record required action and timescales for review / re-assessment of these competencies.



	Comments:



	Signed Manager/Supervisor:                                                                                                                                                         Date:




Reflect on how it went





Deliver Supervision Session





Plan with your Supervisor





Research ‘supervision’ 





Reflect on past supervisions received and delivered








Obtain feedback from Supervisee 





Amend your Supervision style accordingly





Discuss with your Supervisor/Peers





Attend suitable training





Staff Suitability Declaration





This form is to be completed by all new staff when they commence employment (including regular volunteers and students) AND completed by all staff on an annual basis 





Name of staff:……………………………………………………………….. 


Name of Manager:…………………………………………………………….. 


Please answer the questions and sign the declaration below to demonstrate that you are safe to work with children. If there are any aspects of the declaration that you are not able to meet, you should disclose this immediately to the manager/senior responsible for your recruitment.


Please circle yes or no against each bullet point:


Have you been cautioned, subject to a court order, bound over, received a reprimand or warning or found guilty of committing any offence since the date of your most recent enhanced DBS disclosure?�
Yes/No�
�
Have you been cautioned, subject to a court order, bound over, received a reprimand or warning or found guilty of committing any offence either before or during your employment at this setting?�
Yes/No�
�
Are you ‘Disqualified for Caring for Children’: (to include)


Have you committed any offences against a child?


Have you committed any offenses against an adult (e.g. rape, murder, indecent assault, actual bodily harm etc)?


Have you been barred from working with children (DBS)?


Are you living with someone who has been barred from working with children (DBS)?


Are you living in the same household as someone who has been disqualified from working with children under the Childcare Act 2006?


Have your own children been taken into care?


Have/are your own children the subject of a child protection order?�



Yes/No


Yes/No





Yes/No


Yes/No


Yes/No


Yes/No


Yes/No�
�
Has your name been placed on the DBS barring list?�
Yes/No�
�
Do you have any medical conditions that could affect your ability to care for children?�
Yes/No�
�






Are you taking any medication on a regular basis or any other substances?�
Yes/No�
�
If you have answered YES to any of the questions, please provide further information below:


……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….………………………………………………………………………………………………………………………………………


I understand my responsibility to safeguard children and am aware that I must notify my manager of anything that may affect my suitability.


I will ensure I notify my employer of any convictions, cautions, court orders, reprimands of warnings I may receive.


I am aware that if I am taking medication on a regular basis I must notify my employer, and must keep the medication in a safe place, out of reach of children.


I will ensure I notify my manager if I experience any health concerns which could impact upon my ability to work with children.


I give permission for you to contact any previous settings, local authority staff, the police, the DBS, or any medical professionals to share information about my suitability to care for children.


Signed: ……………………………………………............................... Date: …...…………………..…


Manager/Senior signature: ……………………………………………. Date: …………………………..


Please record follow-on action taken, where relevant:


………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


Signed: ……………………………………………........... Date action taken: …...…………………..





Safeguarding Children Questionnaire for use at regular supervision meetings





Employee Name: ……………………………………Date: …………………





Employee Signature:………………………………..Date: …………………





Question�
Possible Answers�
�
Who is the designated Safeguarding Lead?�
How do you know? How do you find out?�
�
What would you do if your concern was about the designated safeguarding lead or a member of the management team?�
Refer to whistleblowing procedure


Have the confidence to act upon concerns�
�
What are the signs/indicators of abuse and have you experienced any concerns since your last supervision?�
Behaviour of children, disclosures from children any concerns to discuss?


Children should have strong attachment to their carers


Inappropriate behaviour or disclosures/feelings from staff, or parent/carer �
�
Have you taken any action or made a challenge regarding incidents or concerns?





And what was the impact/outcome?�
Read a Safeguarding Practice Review (SPR) and discussed with team 


Made a challenge -  to discuss


Followed whistleblowing procedure 


Updated, amended or created a policy�
�
When did you last receive safeguarding/child protection training?  Was it appropriate and what was the impact on your practice?


When is it due for renewal?�
Explore other training options available rather than repeating ‘essential awareness’. 


Changes made to policy/practice following training


Team discussions, case study/SPR discussions�
�
Have you updated your Competency Framework Grid following this training?


Did this highlight any actions or any skills/knowledge gaps?�
�
�
What have you read, discussed, actioned, involvement since your last supervision that is relevant – to be added Competency Framework Grid.


Did this highlight any actions or any skills/knowledge gaps?�
What has been the impact on your practice/understanding/knowledge?�
�
When was your Enhanced DBS check undertaken? 


Are there any circumstances you need to declare which may affect your suitability to undertake your role?�
�
�









� The National Strategies Early Years – Challenging practice to further improve learning, playing and interacting in the Early Years Foundation Stage


� Cornwall Council, Supervision in Social Care – Resource Pack/Toolkit for Supervisors


� Cornwall Council, Supervision in Social Care – Resource Pack/Toolkit for Supervisors


� Cornwall Council, Supervision in Social Care – Resource Pack/Toolkit for Supervisors


� Rogers, C On Becoming a Person (London: Constable, 1961) 











� CREC Centre for Research in Early Childhood Effective Early Learning (EEL)
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