
Staff supervision in early years and childcare

Model form for recording supervision meetings
It is important that all supervision discussions are properly and promptly recorded so as to:

· maximise impact,

· support completion of agreed actions within agreed timescales, and

· avoid any confusion or disputes.

It is advisable that both parties sign the supervision record with the opportunity to record any points of disagreement.

The most appropriate method of recording will depend on the working environment, the resources available and the personal preference of the supervisor.  For instance, many supervisors prefer to take brief notes during the meeting and then write or type these up later.  Others, particularly people with several supervisees, may struggle to complete their records promptly and prefer to do handwritten notes during the meeting.  Although this may disrupt the flow of the meeting, pauses to record decisions or actions agreed can be useful and this method provides the opportunity for:

· the exact wording to be agreed

· both to sign the notes at the end of the meeting, and

· a copy of the record to be given to the supervisee immediately.

Whichever method is chosen, it is important that key decisions and actions agreed are recorded with clear timescales and responsibilities.  This will reduce any confusion and the chances of actions not being followed through or delayed.  This will be as important to the supervisee as to the supervisor and reinforces the two-way nature of the process.

Supervision meeting record

	Name of supervisee:
	Name of supervisor : 
	Date:


	Number of key children:

	Progress on actions agreed from previous meeting:


	Management: (resources, workload, targets, specific duties, time management )


	Action:


	When:


	By whom:



	Support: (key person role including work with individual children, designated person role, work life balance and well-being, observation, assessment and planning, evaluation, safeguarding)


	Action:


	When:
	By whom:


	Mediation: (worker relationships, safeguarding, work with other agencies, working with parents)

	Action:


	When:


	By whom:



	Development needs: (skills, knowledge of child development and EYFS, understanding and attributes to complete the role, training needs)


	Action:


	When:
	By whom:

	Any other areas for discussion:


	Number of days holiday outstanding for current leave year: 


	Planned dates for leave in the current leave year:


	

	Date of next meeting:


	Signed: (supervisee )
	Signed: (Supervisor )



