VICTORIA COLLEGE BELFAST

(incorporating Richmond Lodge School)

Day Care 

Supervision and Appraisal Policy
1.
Rationale:

Victoria College Day Care is committed to promoting high quality education by employing and supporting staff who will work with a high degree of commitment and professionalism in a healthy and safe environment.  The purpose of this policy and accompanying procedures is to establish a clear framework for managing staff supervision and appraisal.
2.
Aims and Objectives:

1.
To ensure that clear procedures are in place to manage the professional supervision of staff.
2.
To inform staff of the policy and procedures for managing supervision and appraisal. 
3.
Procedures:
Victoria College Day Care is committed to supporting staff development and improvement and to recognising good practice.  Victoria College Day Care endeavours to provide high quality staff training and development opportunities throughout the year.  
Day Care staff will meet with the Day Care Manager three times throughout the year; in August before the start of the academic year to agree and sign the job description for the year ahead, during the Spring Term to review at the mid-year point and in the Summer Term before the end of the academic year.  These opportunities will provide time to discuss any issues arising and to highlight any training requirements.
All staff are involved in annual self-review in May and the staff questionnaire will provide the opportunity to indicate any areas for improvement for the setting and also any professional training needs.  The Day Care Manager will then create a training timetable for the year ahead, meeting requested training needs as appropriate.  After all training events, staff complete an evaluation form- retaining one copy for their own records and sending a copy to the Day Care Manager for the Staff Training File.

4.
Review and Evaluation:

The policy will be reviewed at least once a year by the Board of Governors.  The policy will be kept under review by senior members of staff who will keep Governors informed of any difficulties that may arise.
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