
Prompts for Annual Conversation – Leadership and Management 

 

Name of setting:     Date: 

Name of manager:     Name of Deputy: 

Name of Consultant:     Name of CSO: 

This document is to be used as a prompt for Gateshead Early Years Consultants and Childcare Support 

Officers to provide a framework for planned ‘Annual Conversations’ between Consultants/CSO’s and 

Leaders/Managers of childcare provision. 

It does not need to be completed prior to the Annual Conversation visit. However it is sent to providers in 

advance to give them the opportunity, if they choose, to reflect on the prompts which will form the basis or 

starting points of discussion.  

The prompts are based on the Leadership and Management section of the Ofsted Evaluation Schedule. It’s 

hoped discussion leading from them will provide Leaders/Managers with opportunities to talk through 

progress made at their setting, and plans, ideas and initiatives to come.  

It’s also hoped the discussion will identify any support the setting might need moving forward and priorities 

for the setting in terms of the year ahead. 

 

Changes  
Have there been any major changes at the 
setting during the past 12 months? Has 
Ofsted been notified of these where relevant? 
(P32/32 Statutory Framework) 

 

Is the setting’s description (included in the 
most recent Ofsted report) up to date? 

 

 

Supporting the staff team – L and D 
prompts 

Notes 

1. How do you know the quality of teaching in 
your setting is at least good? 

 
2. How do you know staff have an 

understanding of the areas of learning, 
how children learn, and typical patterns of 
development, which is at least good? 
 

3. Do you have a programme of training for L 
and D? How is this decided upon?  
 

4. Give a recent example of how training 
linked to L and D has impacted upon 
practice. 
 

5. Are staff encouraged, where relevant, to 
further their qualifications? 
 

6. How do you support weaker members of 
staff in terms of L and D? 
 

7. How do you tackle underperformance? 

 



8. What opportunities are there for 
experienced members of staff to role 
model quality teaching and good practice? 
 

9. How regular are staff supervisions and 
what do they involve in terms of L and D? 
 

10. What are your induction processes for 
students, apprentices, helpers and new 
staff (or those not familiar to the children) 
in terms of Learning and Development? 
 

11. Do you have a mentoring programme to 
support new staff in relation to teaching 
and learning? 
 

12. How are students, apprentices, helpers 
and new staff monitored in terms of their 
teaching and practice? 
 

13. Who decides where and how staff are 
deployed and how is this monitored to 
ensure children are effectively supported 
to learn? 
 

14. What do you do to promote positive and 
communicative relationships within the 
staff team?  
 

15. How do you ensure staff act as good role 
models to the children? 
 

16. Why would somebody want to work here? 
 
Priorities for improvement and any 
support needs identified? 

 
 
 
 
 
 
 
 

Supporting Children Notes  
17. How do you ensure a broad range of 

experiences for the children in your care? 
 

18. How do you ensure assessment is 
accurate, rigorous and sharply focused? 
 

19. How do you monitor children’s progress? 
 

20. Have you identified any ‘groups’ of 
children who might need additional or 
differentiated support? 
 

21. Give a recent example of what is being 
done to support these children. 
 

22. Do you analyse and/or review tracking 
data and how does this information impact 
upon the management of the setting? 

 



23. What are your plans for spending EYPP 
and why? 

 
24. What is your approach to helping children 

be ready for school or the next stage in 
their learning? 
 

25. How are transitions in general managed 
and their effectiveness monitored? 
 

26. How do you ensure staff support children 
appropriately to manage their own 
behaviour? 

 
Priorities for improvement and any 
support needs identified? 

 
 
 
 
 
 
 
 

Supporting Partnerships Notes  
 

27. Tell me about your partnerships with 
parents? 
 

28. What do you do to try and involve parents 
in their children’s learning? 
 

29. Tell me about your partnerships with 
others? 
 

30. How effective are arrangements for 
sharing information and working with 
schools and other settings? 
 

31. Do you feel confident in identifying when 
and where children might need extra 
support? 
 

32. Do you and your staff team feel confident 
about where to go for this and how? 

 
33. How do you ensure records and 

documentation are maintained and 
monitored effectively? 

 

 

Priorities for improvement and any 
support needs identified? 

 
 
 
 
 
 
 
 

Supporting Safeguarding and Welfare Notes 
 

34. How do you ensure safe practices and a 
culture of safety is promoted and 
understood? 

 



35. What are your induction processes for 
students, apprentices, helpers and new 
staff (or those not familiar to the children) 
in terms of Safeguarding and Welfare? 
 

36. How do you ensure the ongoing suitability 
of you, the staff team, students and 
volunteers? 
 

37. How do you ensure training attended has 
an impact on improving children’s 
wellbeing? 
 

38. How do you monitor the physical 
environment to ensure it is organised to 
meet the needs of all children, including 
babies and toddlers? 
 

39. Does the deployment of staff effectively 
support the safety and welfare of children, 
taking into account staff qualifications, 
skills and experience?  
 

40. Is there effective deployment of staff in 
relation to access to staff with first aid? 
 

41. How do you ensure risks are minimised 
and monitored effectively? 

42. How effective is support for children’s 
understanding in terms of keeping 
themselves safe from relevant risks, 
including when using the internet and 
social media? 

43. How effective is support for children’s 
knowledge and understanding of how to 
keep themselves healthy, including 
through exercising and eating healthily? 
 

44. Are all staff are trained to identify and 
support children who may be at risk of 
neglect or abuse? 
 

45. Do they know how to respond and report 
any concerns in a timely and appropriate 
way? 
 

46. How do you monitor training to ensure it is 
up to date and at least meets statutory 
requirements? 

 
47. Has the manager and/or senior staff 

attended training suited to their level of 
responsibility and is this up to date?  
 

48. How do you ensure all staff have an 
awareness of shared responsibility around 
safeguarding? 
 

49. How do you ensure children are listened to 
and feel safe? 



50. How well does the setting work with 
partner agencies to safeguard children’s 
welfare? 
 

51. Do leaders and managers actively 
promote equality, diversity and British 
values through all policies and practice? 
Do they tackle instances of discrimination 
effectively?  

 
52. How do you monitor the wellbeing of 

children? 
 

53. How effective are procedures for 
monitoring attendance and are staff aware 
of the procedure to follow if irregular 
attendance causes a safeguarding 
concern?  
 

54. How well are statutory policies and 
procedures implemented? 
 

55. Is practice around safeguarding and 
welfare reviewed regularly and clearly 
evaluated? 

 
Priorities for improvement and any 
support needs identified? 

 
 
 
 
 
 
 
 

Supporting Improvement – L and D and S 
and W 

Notes  

56. How do you currently evaluate your 
provision? What is it you evaluate? 
 

57. Who is involved in the evaluation? How 
often is it carried out or reviewed? 
 

58. How do you gather parents’ views about 
your provision and feedback to them? 

 
59. How do you gather the views of children, 

staff and others involved in the setting? 
 
60. What are your main plans and priorities 

moving forwards and how are these 
monitored and implemented effectively? 

 

Priorities and any support needs 
identified? 

 
 
 
 
 
 
 

 



 

Evaluation  
Did you find the Annual Conversation 
process helpful? 

 

How will you record and monitor any 
actions/recommendations raised? 
(SEF/Action Plan/from Visit Report to follow) 

 
 
 
 

Is there anything you think we could do to 
improve the process? 

 
 
 
 

Is there any support you would like from us in 
addition to that already pledged? 

 
 
 
 

Have you any other comments?  
 
 
 

 

Date of last OFSTED inspection and overall judgement:  

OFSTED actions and recommendations to address: 

 

Copy sent to:                                                                                Tick if sent:                                                                                                      

Manager / HT if applicable   

Line Manager education Gateshead Sue Waugh  

Link Inspector education Gateshead 

if applicable 

  

Line Manager Gateshead Early 

Years Service 

Jan Batchelor  

Link Consultant education 

Gateshead 

  

Link Childcare Officer Gateshead 

Early Years Service 

  

Internal file education Gateshead Dorothy Perriam  

Internal file Gateshead Early Years 

Service 

Lorraine Hurst  

Jennifer Hunt 

 

 

Date of next visit:  

 


