Safeguarding and Welfare Requirement: Staff Qualifications, Training, Support and Skills
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Providers must ensure that all staff receive induction training to help them understand their roles
and responsibilities.

2.4  Support, supervision and appraisal of staff, volunteers and managers
	Links to EYFS key themes and commitments

	A Unique Child
	Positive Relationships
	Enabling Environment 
	Learning and Development

	1.1 Child Development

1.2 Inclusive Practice

1.3 Keeping Safe

1.4 Health and Wellbeing
	2.1  Respecting Each Other

2.2 Parents as Partners

2.3 Supporting Learning

2.4 Key person 


	3.1 Observation, Assessment and Planning

3.2 Supporting Every Child

3.3 The Learning Environment

3.4 The Wider Context
	4.1 Play and Exploration

4.2 Active Learning

4.3 Creativity and Critical Thinking

4.4 Areas of Learning and Development


Policy statement

We provide ongoing support for all staff, volunteers and managers in order to ensure positive outcomes for their individual Continual Professional Development, and for the setting and the families we serve.

Procedures

Each member of the team will undergo a 6 month probationary period, and upon successful completion of this will have the knowledge, information and skill to undertake their role.
Each member of the team will have a mentor who alongside the deputy/leader will be able to support, answer questions, and carry out regular supervisory meetings on a 1-1 basis.  These meetings will consider the quality of the practitioners work, opportunities for continued development and will provide opportunity to consider the needs of their individual key children and ensuring that these needs are being met consistently in preschool.

Each member of the team will have an annual appraisal:

· Each year every member of staff will take part in an appraisal meeting with the Preschool Leader and a 

       Preschool committee member to discuss aspects of his/her work performance.

· The objective of the meeting will be to review the previous years achievements and to discuss any future 

       training or development needed and is a formal opportunity to look ahead to the coming year.

· Continuous dialogue throughout the school year between the Preschool leader and the appriasee should 

Inform the agenda of the meeting, and the outcome of the discussion should be a clear plan for both participants in terms of taking action to ensure that the appraise is enabled to achieve his/her full potential in the work that he/she carries out.

· It is important that the appraisal scheme focuses upon some clear objectives so that the effort it demands 

       From both appraisers and appraises can be directed towards specific outcomes.  The benefits of 


Appraisal in terms of improved communication and enhanced performance, both for the individuals 
      involved and for the Preschool, will be achieved only by the continuous commitment of all those involved in 

      the scheme.

Objectives of appraisals
· To provide an opportunity for the Preschool leader and their staff to review aspects of job performance on a regular basis so that each individual is provided with the guidance and support to perform his/her job to the best of his/her ability.

· The process should provide direction so that each individual is able to achieve his/her potential, gain maximum job satisfaction and contribute towards the Pre School’s success.
· To add value in identifying individual training and development needs. Discussions on such needs should focus upon genuinely assisting the appraisee in acquiring the relevant skills, knowledge and behaviours (competencies) for him/her to perform well in his/her current role. Opportunities for advancement or alternative work may also be on the agenda.
Timing of appraisals
· Each year, in the second half of the summer term, the Pre School Leader will prepare a schedule so that each member of the Pre School team is allotted an appraisal meeting with him/her.
Appraisal pack
· An appraisal "pack" will be provided by the Pre School Leader in advance of your appraisal meeting giving you sufficient time to prepare for your appraisal meeting:
Appraisal forms
· The appraisal forms are designed to prompt appraisers and appraisees to focus on the correct agenda in line with the objectives of the appraisal scheme. They will be completed as a faithful record of the discussion that took place at the appraisal meeting, and the action summaries should be used as a planner so that any agreed outcomes are followed up conscientiously. 
Completed forms
· Any paperwork should be completed within two weeks of the appraisal meeting and must be kept absolutely confidential. A hard copy will be kept on the appraisee’s personnel file, and he/she will be given a copy of the appraisal for his/her own safekeeping. The completed appraisal form and action plan must be viewed as working documents and as such be continually referred to and reviewed throughout the year.
Request for review
· Any appraisee who feels that his/her appraisal was unsatisfactory or unfair to him/her, may, within 2 weeks of the appraisal meeting taking place, ask for the Pre School Chairperson to review the appraisal with him/her and the appraiser.
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