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Continuing professional development:

Supervision meetings should be held every 6-8 weeks or in the event of matters needing to be addressed urgently, then it will be as soon as possible. In the case of a new employee we have a probation supervision period in place where in the due course of their probation period, members of staff will have 3 meetings (one after 2 weeks of starting, then 4 weeks, then 8 weeks.) The discussion of if they have passed their probation or not would then be discussed and reasons why (if not passed) would be given. After this, then the member of staff will then have the meeting held every 6-8 weeks. Meetings will be held away from other members of staff.

Recording meetings:
The supervisor is responsible for recording supervision meetings. Notes should reflect the nature of the discussions at the meeting and contain all action points. This will be kept on the individual team members file, locked securely away in the main office. 

Confidentiality:
The content of the supervision meeting will be kept confidential to the two-people concerned, except where either person needs to speak to supervisor’s line manager (in which case the other person will be advised of this) it is agreed that certain information will be shared with others, (e.g. about training needs or matters which affect other people); the supervisor’s line manager needs to check supervision records for monitoring purposes. 
If either person is unclear about the boundaries of confidentiality on an issue, this will be discussed at the time the issue arises. 

Equalities:
We recognise that discrimination against people, on the grounds of race, gender, disability, age, sexual orientation, religion or belief and for other reasons, can exist in overt and convert, unintentional forms. We agree that anti-discriminatory practice should be promoted through the supervision process, by addressing issues of diversity and equality positively, openly and with sensitivity. 
As well as regular supervisions, a yearly appraisal meeting will be held where your progress is discussed, and salary reviewed. 

Training:
New employees will undertake online courses for safeguarding and food hygiene during their induction period. Once they have passed their probation period staff will be able to select a minimum of 2 courses they would like to attend throughout the year – so long as the manager agrees that the course is beneficial. If the employee needs to update their PFA training, then this will be counted as one of the courses in which they are entitles to yearly. This is not to say that staff cannot attend more than two a year however it does ensure they will attend training to enhance their professional development. 
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