
 
 

Staffing and Employment 

Supervision Policy and Procedure 

Supervision is primarily a tool to support the management of practice. Where successful, 

it should provide practitioners with a route through which to raise any professional 

queries, to discuss career progression, to clarify roles, responsibilities, and work tasks, to 

support performance management and to build their confidence in supporting children’s 

development.  

The supervision process should also be an opportunity for practitioners to raise any 

concerns that they might have about children in their care, and to receive support to help 

them deal with difficult or challenging situations at work.  

Supervision meetings will be arranged at least termly. However, the frequency of 

supervision meetings will vary with the experience of individual members of staff, how 

long they have been in post, the complexity of their role and any particular support needs 

that have previously been identified.  

Key responsibilities for individuals carrying out supervision sessions should be organised 

in advance and arrangements will be changed only in exceptional circumstances. 

Meetings must be well-structured, allowing both the supervisor and the supervisee to 

contribute to the meeting. An appropriate place will be selected for the meeting that is 

free from interruptions. The meeting will be recorded accurately, and a copy will be 

provided for the supervisee.  

For everyone to gain the maximum benefit from supervision, it is essential that 

supervisees:  

• prepare for each meeting by reviewing notes and thinking about the issues to discuss 

 • are ready to share their thoughts and ideas in the meeting 

 • talk openly about what has gone well and what has been challenging  



 

 • are prepared to plan and undertake training and other development activities as 

agreed with their supervisor  

• read and agree the notes from the meeting and carry out any required actions.  

Suitability to work with Children Supervision meetings offer a regular opportunity for 

members of staff to declare any criminal offences since their last DBS or any reason or 

incapability to work with children. Disqualification from working with children includes 

living in a household with a person that is disqualified. Significant information will be 

recorded as a declaration on the individual member of staff’s supervision form.  

Every supervisory meeting will result in an agreed written record of what has been 

discussed and what actions should be taken next. Notes will be taken by the supervisor 

and then written up at a later date, or a handwritten record of the meeting will be 

completed as the meeting progresses. The record will include points for action with clear 

timescales and identified responsibilities. The supervisor and supervisee should agree on 

the content as an accurate record of the meeting, by both individuals signing and 

retaining a copy.  

It is not a requirement however your supervision notes may be used by a third party 

during an official inspection. Please complete the section below to identify your consent 

for your supervision notes to be used for the purpose stated above.   

As an employee of Pollington Preschool, I have read and understood the above 
information and I agree for my supervision to be accessed by a third party in the event of 
an inspection.  
 
 
Signed:…………………………………………………….   Date: ……………………………… 
 
Position:………………………………………………….. 
 
Manager: ………………………………………………….. Date: …………………………….... 
 

This policy was adopted by 

 

Pollington Balne Preschool 

(name of 

provider) 

On  (date) 

Date to be reviewed  (date) 

Signed on behalf of the provider  

Name of signatory  



   

5.3 Employment Supervision Statement 

Role of signatory (e.g. chair, director or 

owner) 

 

 


