Supervision meeting record for Leaders and Managers

	Insert privacy summary notice here: 



	Name of person leading supervision meeting:
	Name of employee:
	Position of employee:
	Date:

	
	
	
	Date of last supervision:

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

When
	By whom

	Record 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

	
	
	
	

	Leader to talk about key group children’s progress and well-being.

Monitoring of learning and development.

Practitioner to share a sample of:

· Learning journals

· Observations

· Assessments

· Progress checks
Supervision Manager to monitor the quality and content of documentation/records of sample group.

Mark N/A if Leader does not have responsibility for key children.
	
	
	
	

	Has the Leader any concerns about safeguarding in relation to children, staff, parents/carers or visitors to the setting?
What action has been taken to date?

Are there any aspects of the setting safeguarding policy that the practitioner is unclear about? 
Ask key questions about the policy to clarify.
or

Present Leader with a ‘What if’ Scenario.
You can use the scenarios from the sample interview questions or create your own.

	
	
	
	

	Key points for discussion

	Manager/Practitioner feedback.
	Target/action set at this meeting
	By

When
	By whom

	Feedback from observations of practice.

Discuss areas of strength and development.

Would the Leader benefit from receiving or delivering the following:

· Coaching, mentoring, role modelling or shadowing

· Internal or external training needs.
· Visits to other settings

	
	
	
	

	                LEADERSHIP AND MANAGEMENT ITEMS


	Discuss achievements and challenges in relation to leadership roles and responsibilities.

For example
· Safer recruitment & induction
· Team management

· Staff deployment

· Staff development

· Training & development
· Monitoring of observation, assessment, planning.
· Policies and procedures reviewed

Does the leader have any specific concerns about individual staff members, the environment or practice?
	
	
	
	

	How is the Leader supporting the setting to retain or improve the current Ofsted outcome:  
· Contribution to the Self Evaluation Assessment (For example Pre Inspection Tool Kit, Using the Ofsted Evaluation Schedule)
· Reflecting on and developing practice.
· What ideas does the practitioner have to further develop quality of the provision?

	
	
	
	

	Professional conduct.
Record any issues in relation to:

· 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) 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?
	
	
	

	b) 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 relation to question a) and b) at this time.

(Employee) Print name:                                                                Employee signature:                                                                       Date:



       Manager’s signature:                                                            Date:                                                     Date of next supervision:

                                                                       © Coventry City Council 2019. All rights reserved

