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Continuing Professional Development Policy

The overall aim of continuing professional development (CPD) is to raise standards within school. The purpose of this policy is to identify how the needs of the school and those of the individual can be identified and the methods by which these training needs could be met. This policy will be updated annually.

Entitlements

The school promotes equal opportunities for all staff. Thus each member of staff is entitled to:

be consulted at all stages of the process;

an annual review with their line manager with whom there exists the possibility of discussing openly and objectively the member of staff’s professional development and training needs. These meetings form part of the performance management process and should be carried out during directed time.

a reasonable access, either directly or through the CPD manager, to the menu of LA training, external courses, university courses, advisory service, DCC central training and other providers.

The academy is entitled to:

receive from staff involved in any form of training an evaluation of that training including an assessment of how the training may be of practical use to the school;

expect the faculty areas, student services team and teaching support staff to participate in LA and school based training to ensure that the school is kept familiar with new developments and good practice.

Students and parents are entitled to:

expect staff to be informed, up to date and skilled in new developments and practices.

Identification of needs

Process

The process for both teaching and teaching support staff is identified in Appendix 1

School leadership group (SLT)

The SLT will be responsible for the identification of whole school training needs. CPD will be discussed regularly at leadership group meetings.  

Individual needs

All members of staff are able to identify individual needs. These can be submitted to the CPD manager on form PD1 (appendix 2). These forms are available from the CPD manager. Individual needs of teachers are also identified through the performance management process. Team leaders should identify appropriate training needs either at the initial meeting or at the final review on form PM1 / PM4 (appendix 3 and 4). Individual needs of teaching support staff should be identified via the line management review process. Team leaders should identify appropriate training needs on the minutes of review meetings held during the Autumn-Spring or Spring-Summer cycle. 

Group needs

Departments should identify their departmental training needs in their department improvement plan. The student services team should identify their training needs in the student services plan. Teaching support staff needs will be identified by line managers through the line management review process. 

The CPD manager will collate identified group training needs and cross-reference any requests for training with the relevant area plan. After taking into consideration any budget constraints the CPD manager will discuss the implications with the relevant head of department / assistant head, students / line manager and book the training.

Booking training

Training may only be booked through the CPD manager.  Staff wishing to be booked on training must complete a training request form (appendix 12) – available from the CPD manager and on the ‘common drive’.  This form outlines the training, date and cost of the event as well as the source of funding and cross-reference to where the training has been identified e.g. School Improvement Plan, Department Plan or performance management.  The form needs to be signed by the staff cover manager before being returned to the CPD manager, with details of the training, for agreement and booking.

Induction 

All NQTs and new colleagues to the school will receive a programme of induction. The induction of new staff process is as follows: 

Teaching staff 

All new teaching staff will be invited into school, for at least one day, prior to the start of their contract (appendix 5). This day will enable new staff to: 

· meet their line manager and establish what their post will entail; 

· have a tour of the school and meet relevant support staff; 

· meet other key personnel within school to discuss student, faculty and whole school 


 issues; 

· collect any relevant documentation. 

After the start of their contract all new staff will follow the performance management structure. 

NQTs have an entitlement to the above and also the following induction and support: 

· an initial meeting with the school NQT mentor to discuss their career entry profile 


(CEP) and identify a series of targets for the coming year; 

· a series of observed lessons by both the school and faculty mentors throughout the year. There should be no fewer than one observation for each half term of the induction period. Each observation should be given a thorough debrief by the observer; 

· a half-termly meeting with the school mentor to discuss progress and review targets; 

· an opportunity to observe other colleagues within their faculty and also experienced teachers in other areas of  the school. These observations should have specific aims which are decided beforehand. Observations should take place as often as possible but no less than once per term. The faculty mentor is responsible for providing opportunities for observations within their own faculty. The school mentor is responsible for organising other lesson observations;

· an opportunity to visit another school for a day. This could be a partner primary school or an alternative secondary school; 

· a regular support meeting of NQTs and the school mentor. These will normally take place after school and will include opportunities for further training where appropriate; 

· a formal assessment meeting to be held towards the end of each term. 

Teaching support staff 

All teaching support staff will meet their line manager on their first day at work. This meeting should include: 

· an outline of the job description and explanation what the specific duties entail; 

· an identification of any immediate training needs. These should be passed to the CPD manager by the line manager; 

· an explanation of relevant school policies, in particular, health and safety, fire procedure and smoking policy; 

· an introduction to other work colleagues, where relevant. 

The induction of new staff will be constantly evaluated and changes to procedure will be made annually.  Full details of new staff induction can be found in the staff induction policy, available on the ‘common drive’.
The 2010 - 2011 Programme

Aim of the programme

The aim of the CPD programme is to provide a wide and varied range of activities to meet the ever changing professional needs of both individuals and the school. 

The programme aims to make efficient use of the development budget.

Priorities

· Teaching and learning provided by the teacher coaches
· Monitoring and evaluation – lesson observation
· ICT training

· Leadership and management

· Community

· Special educational needs

· Performance management training

· Training courses for support staff

· NQT induction

Programme of professional development

1. Teaching staff.

All members of the teaching staff will be alerted to relevant training by:

· an up to date menu of LA courses kept in the yellow folder in the staffroom;

· details of courses either displayed on the CPD notice board in the staffroom or placed directly in staff pigeon holes;

· details of courses passed directly to the member of staff by the CPD manager;

· details of courses on the daily staff bulletin.
2. Teaching support staff.

All members of the support staff will be alerted to the relevant training by:

· an up to date menu of LA courses kept in the yellow folder in the staffroom;

· details of courses circulated to the appropriate line manager.

· details of courses passed directly to the individual;

· details of courses relevant to all support staff circulated by CPD manager;

· details of courses on the daily staff bulletin.
Administration
The policy and entitlement will be translated into action by the CPD manager. 

The CPD manager will:

· administer strategies for identifying needs;

· collate and prioritise needs;

· collate and disseminate information about external, LA, university and DCC menus of training;

· work with the SLT to devise the school’s own programme of training including whole school closure days;

· monitor the involvement of all members of staff in all forms of training and the evaluation of training;

· attempt to widen staff awareness of the possible range of training opportunities;

· repeat the annual, cyclical process in the light of experience, altered needs and evaluation of the previous programme;

· administer the school training budget.

Governor Training

The money available for governors’ training forms part of the CPD budget. A link has been established between the governors and the CPD manager to identify training needs for governors. Courses on offer will be included in the staff development opportunities folder which is kept in the staffroom. An additional copy will be passed to the link training governor so that training can be discussed with members of the governing body. All enrolments to governor training events will be made through the CPD manager.
Evaluation
Individual

On return from externally provided training all members of staff are required to fill in an evaluation form (appendix 9). These are categorised and filed centrally to inform future planning. All members of staff should feedback to their relevant team leader as to the success of the training and how it will benefit their work in school.

Each member of the teaching staff will be involved in the performance management process. During this process the team leader and the member of staff will identify if there has been any improvement in job performance as a result of training. 

Individual professional development profiles will be kept for each member of staff, as a visual means of identifying whether identified needs have been met. These are maintained by the CPD manager. All colleagues will be encouraged to maintain a folio of their own professional development.

At the end of each academic year a copy of his/her training record will be given to each member of staff by the CPD manager (appendix 10). He/she will be asked to indicate on the record sheet whether the training:

· met their individual needs;

· met the needs of the area/ department/ team in which they work.

They will also be asked to indicate:

· how they intend to use the knowledge/ skills gained to improve performance;

· what improvements could be made to the training and development activities.

The CPD manager will review the induction process for new staff and NQTs by means of an evaluation form and amend the process if necessary (appendices 6 and 7).

Departmental / Group

Whole school closure training will be evaluated using an evaluation sheet (see appendix 11 for an example). The evaluation is intended to encourage colleagues to reflect on how the training will affect their job and secondly identify any further training needed.
Whole school

The senior leadership team, together with the governing body, will identify whole school targets which will be identified in the school improvement plan. A review of these targets will be carried out in the Spring Term.

The CPD manager will present a written report, for the governing body, which will incorporate a review of training undertaken during the year and identify where training met school needs / targets, departmental needs / targets and individual needs / targets.


Updated policy:
To teaching staff 







To support staff 




To governing body via personnel / curriculum committee

Appendix 2
	Shirebrook Academy



     



PD1

	
Member of staff:

Nature of training identified:

Training identified by:

Signed:







Date:

Please pass the completed form to TC



Performance management

Appendix 3

Planning sheet

Teacher: ……………………………

Reviewer: ……………………..

Date of meeting: ………………….

	Objectives
	Link to school development plan/ department objectives

· where have the objectives been identified?


	Evidence to be collected:

· what evidence?

· collected from?

· by whom?
	Performance criteria

· what are the success criteria?


	Classroom observation

· how many observations?

· what will they focus on?

· when will they take place?

	
	
	
	
	

	What development and training will be needed?



	What resources to support the objectives will be necessary?



	Teacher’s comments




Teacher: ……………………………………………………

Reviewer: ………………………………………………




(Signature)








(Signature)

Date: …………………………………………………..


















PM1

 Appendix 4

SHIREBROOK ACADEMY
ANNUAL REVIEW STATEMENT

Date of review meeting:………………….…

Teacher:……………………………………..
Team leader:……………….………..
Objectives






Met

   Further










        development


  






(()

      (()

1.

2.

3.

Area of particular strength (specify)

Areas to be developed

Support and resources to be provided by school (specify)

Teacher’s comments
The content of this record has been agreed by:

Teacher: …………………………………
Team leader: ………………………..


  (Signature)





(Signature)

Date of receipt of the completed review statement by teacher: ………………………






Appendix 5

Shirebrook Academy

Induction of new staff

Name

Date

08.20 Arrive in school

Please sign in at Reception

08.30 – 08.40
Staff briefing




Staff room

08.40 – 08.55
Registration




Form room

08.55 – 09.45
An introduction to Shirebrook

Meetings room

Academy with the CPD manager




09.45 – 10.30
Meeting with head of department/area
Department office

10.30 – 10.50
Coffee





Staff room

10.50 – 11.45
Teaching and learning at Shirebrook
Vice Principal office

Academy. 

11.45 – 12.30
Meeting with head of department/area
Department office

12.30 – 13.30
Lunch (not provided)

13.30 – 14.25
Student Issues. Vice Principal: Inclusion
Vice Principal’s




 






office

14.24 – 15.15
Meeting with head of department/area
Department office

15.15


Depart

Appendix 6

Shirebrook Academy

New staff induction day

Evaluation

Name:



Job role:



Date:

Please grade the induction that you received by ticking one box for each of the following question:

	
	Outstanding
	Good
	Satisfactory
	Inadequate

	Initial welcome to the school


	
	
	
	

	Organisation of the day


	
	
	
	

	Information you have been given about the school
	
	
	
	

	Information you have been given by your head of department
	
	
	
	


In order for the school to continue to develop the induction programme, please add any suggestions that you might have in the box below:


Thank you for completing this evaluation. Please return this sheet to TC.

Tim Croft
Appendix 7

Shirebrook  Academy
Induction of New Teaching Support Staff  

Evaluation

Name : 


Post : 


Date of appointment to Shirebrook Academy: 

1. 
Did you meet with :







YES / NO

Julie Bloor



Principal



  (
(
Tim Croft 



Vice Principal


  (
(
Your line manager







  (
(
2.
Were these meetings useful? If not, please can you indicate why not













Yes
No

3.
Did you receive a staff induction pack?  



 (
(
4.
What improvements, if any, do you think could be made to the process ?

Many thanks for filling in this form.

Please return to Tim Croft
Appendix 8

GUIDELINES FOR MENTORS

Each newly qualified teacher (NQT) will have two people who will guide them through their induction year. An induction tutor will have overall responsibility for the induction programme and assessment of each NQT. The department mentor will be responsible for day to day matters affecting the NQT(s) within their charge. Usually the faculty mentor will be the head of department. Both the induction tutor and the faculty mentor have a critical part to play in the successful induction of newly qualified colleagues into the school.

The role of the department mentor.

The responsibility of the faculty mentor is to help new colleagues in his/her department to feel at home in the school as soon as possible – to answer questions and give information. This work begins with the pre-service visits. Specific responsibilities of the department mentors are highlighted below.

At the start of the new term:

*
introduce each new colleague to the people with whom they will be working;

*
ensure that each new colleague is aware of the day to day procedures – registers, assemblies, bells, keys, arrangements for break and lunch – for students and for staff, firedrill, sickness, accidents, the geography of the building;

*
outline departmental/school policy for entry of students into classrooms and dismissal at the end of a lesson to help ensure a good start and end to the first lesson taught;

*
show each new colleague the resources/access to resources most useful to a newcomer;

*
make yourself available for help and explain where you can be found if an emergency should arise;

*
make sure that he/she has a copy of your timetable so that you can be easily located.

As the new term progresses the faculty mentor should:

*
work with new colleague(s) to boost their self confidence. Be approachable and sympathetic to their needs. Ensure they are accepted as a full member of the teaching team from the very beginning. Be watchful for signs of personal problems both in and out of school;

*
introduce him/her to support staff, explain procedures for absence, self certification and sick notes; show him/her the library;

*
explain school procedures regarding inappropriate behaviour and support arrangements. Identify and discuss any classroom problems and suggest strategies for coping with noisy and unco-operative groups. Go through the section in the staff handbook which deals with this and talk through any problems;

*
observe each NQT within four weeks of the start of the new term. This lesson observation must be discussed with the induction tutor and the NQT before it takes place. The outcome of the observation should be discussed with the induction tutor;

*
further lesson observations should take place in the second and third terms after appointment. Notes should be kept from each observation and a report given to the induction tutor within five working days of the observation.

The role of the induction tutor.

It is the responsibility of the induction tutor to:

*
provide an opportunity, wherever possible, for newly qualified and other new colleagues to spend time in school before their service starts. This time will be spent with faculty mentors/ heads of department as well as other key personnel within school;

* 
once service has started the induction tutor will oversee the work of the faculty mentor and the NQT to ensure that progress towards achieving the induction standards is being made;

*
support each NQT by providing a coherent induction programme;

*
work with each NQT to develop his/her teaching skills;

*
monitor the progress of each NQT and keep evidence which supports this process;

*
be responsible for the overall assessment of each NQT.
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Evaluation of staff training

2010 - 2011

Name:



	Training
	Did the training meet your?
	How have the outcomes from the training had an impact on teaching and learning?

	
	Individual needs
	Department/ Area needs
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix 11






Appendix 12
Shirebrook Academy

Training Request Form


Name:


Training event:


Date of event:


Cost of event:


Source of funding:

Reference where the training need has been identified: 

eg. School Development Plan, Faculty

Development Plan, Performance

Management, Line Management Review


Supply cover needed:   
Full day

Half day

None


Green slip complete


and cover agreed:





B Rogers

Please pass completed form to MF as soon as possible for agreement.


Training agreed:










M Franks





Shirebrook Academy

Training Request Form


Name:


Training event:


Date of event:


Cost of event:


Source of funding:

Reference where the training need has been identified: 

eg. School Development Plan, Faculty

Development Plan, Performance

Management, Line Management Review


Supply cover needed:   
Full day

Half day

None


Green slip complete


and cover agreed:





B Rogers

Please pass completed form to MF as soon as possible for agreement.


Training agreed:










T Croft






Appendix 13
Planning
Needs identification




Provision of training

Implementation
   Success criteria



























Appendix 12














____/_____/0__








PM4





____/_____/0__








____/_____/0__





For office use only





Training booked:	





Copy passed to Finance Office:





Evaluation received:	



































£























Which outcomes (if any) remain to be addressed?





How will you monitor the impact of this INSET?





How will the outcome(s) of this INSET impact on teaching and learning in your department?





Of all the intended outcomes which did you achieve?





Department:  





Departmental twilight INSET


5 September 2010


Evaluation





Thank you for completing this form. Please retain a copy yourself and pass a copy to TC as soon as possible.











What changes will you endeavour to make as a result of this event?





How do you intend to disseminate and use the learning gained from this event?





To what extent did this event meet your needs?








Name:					Date:





Training event:





Venue:
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Personal Evaluation and Action























£



































For office use only





Training booked:	





Copy passed to Finance Office:





Evaluation received:	





____/_____/0__





____/_____/0__








____/_____/0__








CPD at Shirebrook Academy





Performance management





Line manager





Department


Student services





Support staff reviews





Induction





Leadership team





School improvement plan





Minutes





School priorities





Whole school training





PM4





Feedback








Assistant Principal: Teaching and Learning





Minutes





Review





Evaluation





Teacher coach training





Area plan








Raising standards





Successful training?





Yes





Long and short courses





Initial meetings





MR4





No
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