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EARLY YEARS STAFF SUPERVISION POLICY 
 
1.  Introduction 
 
It is a statutory requirement (EYFS Statutory Framework 2017) that all staff in direct contact with 
children in Early Years & Foundation Stage receive regular supervision. 
 
The aim of this policy is to provide a framework for the 1-1 supervision of any staff working for 
New Hall Pre-Preparatory Division or Nursery, who are in direct contact with children in Early 
Years & Foundation Stage. 
 
2.  Promoting a safeguarding culture in the setting 
 

 Supervision will support and strengthen the safeguarding culture of the School. 
 
3. Supervision policy statement 
 
New Hall Nursery and Pre-Preparatory Division aims to provide appropriate, responsive and 
flexible services for all the pupils in our care.  We can only do this if our staff: 

 Understand what is expected of them 
 Have the skills, knowledge, behaviours, values and attitudes necessary to carry out their 

role 
 Are fully supported in their work and managed effectively. 

 
Supervision is one of the ways that this can be achieved.  This policy sets out how staff can expect 
to be supervised and provides managers with the key elements needed to supervise staff 
effectively. 
 
Supervision will always keep a focus on the best interests of the pupils and promote their 
safety and well-being.  
 
4. Definition of supervision within the performance management framework 
 
Individual performance management for staff working in Early Years involves: 
 
Annual Performance Management Review – an annual meeting (reviewed mid-year), where the 
individual and their supervisor meet to discuss general performance and achievement of targets as 
outlined in the Whole School Performance Management Policy. 
 
In addition to this, Nursery Practitioners and ASC Assistants working regularly with Nursery 
pupils receive a regular one to one meeting between the supervisor and supervisee in order to 
meet organisational, professional and personal objectives. 
 
The supervision process is a key part of the performance management framework as outlined 
above.  Discussions held and recorded during supervision will form part of the Performance 
Management Process. 
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5. Scope of this policy 
 
This policy applies to all staff employed by New Hall Pre-Preparatory Division and Nursery, who 
have direct contact with children in the Early Years & Foundation Stage whether on a temporary 
(including agency staff), permanent, full time or part time basis. 
 
6. Functions of supervision 
 
The five main functions of supervision are: 

1. Management (Competent accountable performance/wellbeing) 
2. Learning and Development (Continuing professional development/EYFS) 
3. Support (Health and wellbeing) 
4. Mediation (Engaging the individual with the organisation) 
5. Safeguarding (suitability /awareness) 

 
These five functions are interdependent and one function cannot be effectively performed without 
the others.  
 
Each function is described in detail below: 
 
6.1 Management (Competent accountable performance/ wellbeing) 

This function is to ensure that the work for which the supervisee may be held accountable is 
carried out to a satisfactory standard.  The management function will be achieved through 
discussion of: 
 The overall quality of the supervisee’s performance and work output/outcomes 
 The policies and procedures relating to their work and that these are understood and 

followed 
 The roles and responsibilities of the supervisee and that these are clearly understood, 

including the boundaries and limits of their role 
 The development and monitoring of action plans/targets and objectives 
 Monitoring of the supervisee’s workload 

 
6.2 2. Learning and Development (Continuing professional development/EYFS) 

This function is to encourage and assist staff in reflecting on their own performance, identify 
their own learning and development needs and develop plans or identify opportunities to 
address those needs. 

 
The learning and development function will be achieved through: 
 Helping supervisees identify their preferred learning style and barriers to learning 
 Assessing development needs and identifying learning opportunities 
 Giving and receiving constructive feedback on performance 
 Encouraging the supervisee to reflect on learning opportunities undertaken and applying 

that learning to the workplace 
 
6.3 Support (Health and wellbeing) 

This function is to provide support for staff to carry out their role.  The nature of the work as 
well as the effect of particular situations, incidents or personal issues may have an emotional 
impact on the staff member.  By offering support within the supervision context supervisees 
should be given the opportunity to reflect on the impact of the work upon them and prevent 
issues adversely affecting them and their work. 
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This will be achieved through: 
 Creating a safe environment within supervision where trust and confidentiality are 

maintained 
 Clarifying the boundaries between support and counselling in the supervisory relationship 
 Enabling and empowering expression of feelings in relation to the work role 
 Monitoring the health of the supervisee and referring to occupational health or counselling 

when appropriate 
 Discussing any medical changes /regular medication 

 
6.4 Mediation (Engaging the individual with the organisation) 

This function is to ensure that the relationship between the supervisee, their team, the 
organisation and other agencies with whom they work are effective.  This will be achieved 
through: 
 Briefing senior managers about key issues raised by staff 
 Dealing sensitively but clearly with concerns and complaints about colleagues and others 

with whom they work 
 Consulting and briefing staff on changes and developments that affect their area of work 
 Advocating between worker or team and other parts of the agency or with outside agencies 

 
6.5 Safeguarding 

Supervision will support and strengthen the safeguarding culture we are committed to in 
New Hall Pre-Preparatory Division: 
 Staff are respectful to all employees and pupils 
 Staff are open about discussing good and poor practice 
 Blame only occurs in extreme circumstances 
 Leaders model the appropriate behaviour 
 Staff are knowledgeable about the vulnerability of the pupils that they look after 
 Staff are aware that abusers may already be in the employment of the organisation 
 Pupils are listened to 
 Staff are empowered to challenge poor practice 
 Parents are encouraged to be involved in planning their child’s care and are welcomed into  
 the setting 
 Whistle-blowing procedures are in place and staff know how to use them 

 
Supervision will ensure that all staff looking after children are suitable to fulfil the requirement of 
their roles.  This will be achieved through: 

 Consulting with staff to ascertain their continued suitability to work with children in 
relation to any convictions, cautions, court orders, reprimands or warnings. 

 Ensuring all staff hold current DBS certificates 
 Discussion with staff in relation to the effects of social media 
 Consulting and briefing staff on current legislation and policy in relation to the Prevent 

duty 
 
7. Supervision methods 
 
This policy is concerned primarily with 1-1 supervision that takes place in private at a pre-
arranged time with an agreed agenda and preparation on behalf of both parties.  All staff within 
the organisation that have regular direct contact with children in the Early Years will have access 
to this method of supervision. 
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It is recognised, however, that supervision is an on-going process that takes place in other ways.  
The two other main methods are outlined below.  They have a place but should not replace 
planned, formal, recorded, one to one sessions. 
 
7.1 Group supervision 

This should not replace individual supervision, but can be used to complement it.  It will 
involve a group of staff, all involved in the same task, meeting with a supervisor to discuss 
issues about their work or the way they work together as a team.  This may be done in the 
context of a regular team meeting or as a separate session to look at specific issues. 

 
7.2 Unplanned or “ad-hoc” supervision 

The pace of work and change and the frequency of supervision, means that staff often have to” 
check something out” with a supervisor, obtain a decision or gain permission to do something 
in between formal supervision sessions.  In addition, staff who work closely with their 
supervisor will be communicating daily about work issues, problems arising, and changes in 
policies or procedures. 

 
This form of supervision is a normal and acceptable part of the staff/supervisor relationship.  
However, the following points should be borne in mind when considering unplanned or ad-
hoc supervision: 
 any decisions made with regard to a child or family should be clearly recorded on the 

child’s records as appropriate where supervisees and supervisors work closely together. 
This does not negate the need for private one-to-one time together on a regular basis.  The 
focus of these sessions is wholly on the individual, their development, performance and 
any issues arising from their work that do not arise on a day-to-day basis. 

 
While the day-to-day supervisor for a particular member of staff may change, the one to one 
sessions should be carried out by the same supervisor for a particular member of staff.  If a 
supervisor is absent from work for a long period (over one month) the Head of Foundation 
Stage  should ensure that effective arrangements are in place for the supervision of the staff in 
that section. 

 
8. Supervision records 
 
The recording of supervision sessions is the responsibility of the supervisor. The supervisor must 
adhere to the following standards of recording: 
 
8.1 Recording standards: 

 The content of each supervision meeting should be recorded on the appropriate form The 
detail included is a matter of judgement for the supervisor.   

 In general, there should be enough detail, so that the issue can be revisited, if necessary, at 
a later date and still be understood.  A short summary of the discussion and the decisions 
or action points arising from it should be sufficient in most cases. 

 Supervisors should aim to give a copy of the form to the supervisee for signature within 
two weeks.  If this is not possible, they should be with the supervisee before the next 
supervision session.  The form should clearly detail any decisions that have been made, and 
the reasons for these, 

 any agreed actions including who will take responsibility and the timescale for carrying out 
these actions 

 The form should be signed and dated by both parties.  If there is disagreement as to the 
content of the form this should be recorded by the supervisor.  A copy should be retained 
by both parties 
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9. Confidentiality and access 
 
Supervision is a private but not a confidential process.  This means that the records are the 
property of New Hall School, not the individual. From time to time supervisors will need to 
discuss the content of supervision sessions with others, e.g. their own line manager, this should 
always be with the knowledge of the supervisee. 
 
Access to supervision records should be controlled and all records should be locked away, so that 
others who do not have a legitimate right to see the records cannot access them.  Supervisees 
should be aware, however, that other than themselves and their supervisor others will, from time 
to time, access records.  These might include the Senior Leadership/Senior Management Team, the 
HR Department & Inspectors.  
 
10. Storage and retention 
 
The supervision records will be kept on the supervisee’s file held by the HR Department, or in an 
agreed place, in a locked cabinet.  When a supervisee leaves the Pre-Preparatory Division, the 
records will be retained on their personnel file.  
 
11. Complaints 
 
Supervisees should always discuss any complaints or dissatisfaction in the first instance with their 
line manager and endeavour to reach an agreement within the normal supervision process.  If the 
complaint cannot be resolved by discussion with the supervisor, the supervisee should raise the 
issue with their supervisor’s manager in accordance with the Grievance Procedure.   


