John Scottus Pre-School
Staff Supervision Policy
This policy will be available to view and examine by all members of the school community:
Parents, Staff, Board of Management and Trustees. They will be available for inspection in
the Pre-school classroom in Old Conna, Ferndale Rd, Rathmichael, Co Dublin and on our
School website.
Child Care Act 1991 (Early Years Services) Regulations 2016 (Síolta Standard 9 Health and
Welfare) (National Standard 8: Care, Play and Learning, National Standard 9: Nurture and
Well-Being, National Standard 10: Behaviour, National Standard 19: Equipment and
Materials, National Standard 20: Safety)
Document Title:

Staff Supervision Policy

Revision Number:

1

Document Author:

John Scottus Pre-School

Document Approved:

Board of Management

Date the Document is Effective From:

July 2020

Scheduled Review Date:

June 2021

Number of Pages:

5

Statement of Intent:
Our intention is to provide appropriate mechanism to give staff feedback on their
performance so that a high standard will be maintained. We are also committed to
listening to feedback for the purposes of enhancing quality. It is our intention that all
staff will have opportunities of support and supervision.
Introduction:

Staff development provides chances for greater knowledge, improved skill and better
understanding, not as an end in itself but as a means to develop and improve the level
of service to children and their families.
Supervision and appraisals are core parts of the staff development process at this
service.
The purpose of supervision is to promote and provide accountability, decision-making,
support, development of the work and development of the staff member.
Appraisals allow for the setting of new goals and contribute to identifying
training/development needs of staff.

Definitions:
Supervision: A key managerial activity – it is ‘a 'reflective” process about professional
thinking, actions and decisions that is constant and ongoing.
Appraisals: A staff appraisal is a process by which the work and development of the
worker are reviewed. The process contributes to future planning and goal setting.
Appraisals are about a person’s previous performance as well as future development.
The appraisal should consider the staff members achievements, their expectations
and development needs.
Probation:
Confirmation of all appointments will be subject to satisfactory completion of a period
of probation, which will normally be for 6 (six) months, with a review at 3 (three)
months.
During the period of probation, the contract can be terminated by either party in
accordance with the provisions of the Minimum Notice & Terms of Employment Act
1973-1991.

During the probationary period the Manager will ensure that each employee is fully
assisted in understanding and becoming familiar with the demands of his or her post
and that there is full discussion with the employee about any problems or difficulties.
During the probationary period the employee will be advised on his or her progress
using the 3 (three) month Probation Review.
The period of probation may be extended for a specific period (generally by 3-5 months
but will not exceed 11 (eleven) months), if management is not fully satisfied that the
employee is suitable for the post. The employee will be informed through supervision
and in writing about the reason(s) for this decision.
Management will notify the employee in writing of his or her satisfactory completion of
the period of probation.
Policy Statement:
All staff members must have regular and consistent supervision to:


Support them in their work.



Ensure the quality of service to children and families.



Ensure that they are clear about their role and responsibilities.



Ensure competent and accountable performance.



Ensure that in their respective roles they meet our standards and objectives.



Ensure a positive atmosphere for practice.



Assist their professional development.



Reduce stress.



Increase awareness of new areas of professional knowledge.



Ensure that they are given the resources to do their job.



Provide an opportunity to voice their ideas and concerns.

All staff members are entitled to:


Respect in their role and as a person.



Clarity about the boundaries of confidentiality.



Clarity about expectations.



Have their experience and contribution acknowledged.



Be briefed about service changes.



Participate in problem solving and not just be told what to do.



Access to on-going training relevant to their job.



Clarification about the crèche policies and procedures.



Clear performance targets.



Be allocated an appropriate and manageable workload.



Clarity about the basis of decisions.



Regular and uninterrupted supervision.



Regular formal appraisal.

The supervision programme will be reviewed at least annually to ensure that it is
effective.
Staff appraisals will be carried out for each staff member within the first six months of
appointment and annually thereafter.
Appraisals:
All new staff members should have an appraisal carried out before the end of their
probationary period and annually thereafter.
All staff members will be appraised using a standard Appraisal Form.
Appraisals should relate to the person’s job description and focus on areas of
performance relevant to the person’s role.
Appraisals must be recorded and records kept in accordance with good practice and
legislation.
The following methods are used to support staff:


One to one supervision



Staff meetings



Training



Support Sessions

All meetings (group and individual) will be recorded. All instruction/direction and
training of individual staff members will be recorded on the appropriate Training form
and placed on the individual staff member’s file.

