Supervision Childminding Assistants.

Guidance Notes & Record.
Why?

· The EYFS requires that regular supervision opportunities are provided for 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.

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


	Insert your privacy summary notice here:



	Name of Childminder leading supervision meeting:
	Name of Assistant:
	Date:
	Date of last supervision:

	
	
	
	

	Key points for discussion
	Childminder/Practitioner feedback.
	Target/action set at this meeting
	By

When
	By whom

	What were the targets set at last meeting?
	
	
	

	Progress on targets set at last meeting.
If targets have not been achieved, discuss challenges and identify actions/support required to meet these.
	
	
	
	

	Provide the Assistant with feedback from the observations of practice you made in preparation for this meeting. Discuss areas of strength and development.  Agree a target to help the Assistant continue to develop. 

E.g.

· Attending a training course or completing online training.

· Shadowing the childminder

· Reading a specific article
	
	
	
	

	Ask the Assistant to talk about children’s progress and well-being in their key group so that this information can recorded and next steps for children agreed.
	
	
	
	

	Has the Assistant any concerns about safeguarding in relation to children, staff, parents/carers or visitors to the setting?
If so, what action has been taken to date?
Are there any aspects of the Childminders safeguarding policy that the Assistant is unclear about? 
Childminder: Ask key questions about the policy to clarify.                  Or
Ask the Assistant a ‘What if’ Scenario.
You can use the scenarios from the sample interview questions or create your own. (ask your CQRA if you are unsure)
	
	
	
	

	Professional conduct.
Record any issues in relation to:

· Roles and responsibilities.

· Punctuality

· Time management of workload

· Conduct

· Dress code

· Relationships – staff, parents, other professionals
	
	
	
	

	Any other areas for discussion: 
· Achievements since last supervision (courses, qualifications, specific work completed with child or family)
· Annual leave request/number of days remaining.

· Support requested by employee
· What is working well?

· Is there anything you need support with?
	
	
	
	

	a) Do you live in in the same household as another person who is or may be disqualified from working with children or vulnerable people or do you live in a household where a disqualified person is employed?
	· Yes

· No
	
	
	

	b) Have you ever been disqualified from working with children or vulnerable people by an organisation other than the Disclosure and Barring Service?  For example: Ofsted.
	· Yes

· No
If yes which organisation, when & why?
	
	
	

	c) I state that I have not received any cautions, convictions, court orders, reprimands, warnings nor do I have any pending, which may affect my suitability to work with children.  
I have been made aware that I must fully disclose any information in relation to question a), b) and c) at this time.
(Employee) Print name:                                                                Employee signature:                                                                       Date:
Manager’s signature:                                                                                                                                                                              Date:
Date of next supervision:                    
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