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1. Introduction
1.1. Accessing personal development will be a positive experience designed to ensure that,
through development opportunities, all employees have the skills and support they need
to carry out their role effectively.

1.2. It is expected that all trust employees will actively engage in Continuous Professional &
Leadership Development (CPLD) to ensure that they continue to improve their
professional practice and to develop in their role, and work towards the aims and
aspirations recorded within their career conversation.

1.3. The trust is committed to ensuring consistency of treatment and fairness in the operation
of the personal development processes and progression opportunities for its workforce.

1.4. The trust is committed to promoting equality and diversity in its policies, procedures and
guidelines along with delivery of high quality teaching and services that meet the diverse
needs of students and workforce, ensuring that no individual or group are disadvantaged.

2. Purpose and Scope
2.1.The purpose of this document is to provide employees with information regarding
continued professional development opportunities within our trust.

2.2.This policy applies to all employees at Horncastle Education Trust except those
undergoing specific induction programmes where performance and progress is
measured separately, for example, Early Careers Teachers.

2.3. Teaching staff in particular are expected to demonstrate their continued professional
development annually and this is set out within the teaching standards.

2.4. Colleagues who are on zero hours contracts e.g. invigilators, supply teachers, relief
workers will be required to complete induction and will receive the in-house support and
guidance required to enable them to fulfil their role. They can also access in-house
training opportunities from the annual programme.

3. Review and Associated Policies
3.1. This policy will be reviewed every three years by the Trust Board.

3.2. This document is part of a suite of policies that collectively describe the employee journey
within our trust.

4. Principles
4.1. It is our aim that all young people within our schools receive quality first teaching.

4.2.In order to ensure this is secure, we need a workforce of skilled and knowledgeable
individuals.

4.3. This policy paves the way for a supportive and developmental process, designed to
ensure that, through professional dialogue, all employees have the skills and support
they need to carry out their role effectively.

4.4. 1t is expected that all trust employees will actively engage in the process so as to ensure
that they are able to continue to improve their professional practice and to develop in
their role.

4.5. The Trust Board is committed to ensuring consistency of treatment and fairness in the
operation of the performance management process.

5. Training Opportunities
5.1. The trust CPLD team will compile the programme based upon:

¢ National developments, legislation or statutory changes impacting upon our
activities

e Local priorities as set in the school and trust development plans

e Emerging themes from career conversations

e Employee feedback
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The draft programme will be discussed with the Executive Leadership Team and
approved by the CEO in term 6 each year. The brochure will be produced and available
prior to the start of each academic year.

5.2. Employees will review the programme and select appropriate CPLD for discussion with
their line manager prior to goal setting each year. Additional CPLD within the offer can
be accessed at any point during the year through discussion with the local CPLD Lead.

5.3. Access to external training, outside of the annual brochure, can be requested in the same
way. Approval will be dependent upon need, cost effectiveness and budget availability.

5.4. Employees within their induction period will usually access in-house training only whilst
they become familiar with their role and responsibilities. When they are confirmed in
post, other opportunities can be explored. Should an exceptional request arise from
Headteachers or the CFO for an employee, approval will be at the discretion of the CEO.

5.5. Employee feedback will be sought following each training opportunity. It will allow
evaluation of the delivery, content, overall experience and impact.

6. Personal Development Time
6.1. The equivalent of five days will be allocated to personal development each year, pro rata
for part time employees.

6.2. Full days will be allocated in September for Personal Development Days (PDDs) and
time will be allocated to school/workstream priorities and a session will be organised
where all employees gather to learn about trust-wide priorities and undertake
collaborative learning.

6.3. There will be an annual twilight conference. This may be used for trust or sector
collaboration, potentially with governance individuals. The topic will be published in
advance and it is an expectation that all employees who work on that day attend.
Regarding part time staff, where this falls on a non-working day, it would be appreciated
if attendance could be planned and provision will be made for directed time to be used.
Headteachers and the CFO will consider/approve any exceptional requests from their
staff and notify the CEQ's PA of any non-attenders in advance.

6.4. Six twilights will take place each year, these will last approximately 2 hours. The focus
will be discussed and agreed by ELT. Some may be allocated to collaborative learning,
others will be set based upon school or workstream priorities. Local twilights will be
publicised across the trust and care will be taken to avoid clashes wherever possible.
Colleagues from other schools or workstreams who express an interest in the topic will
be welcomed.

6.5. The remainder of unallocated PDD time, can be used at the schools discretion or for
performance management where time is not available during the working day.

7. Career Conversations
7.1. All employees will have a career conversation during their first year of employment, this
will be undertaken by a member of the CPLD team. Subsequently, career conversations
will be offered biennially and will be optional until year 4 when the cycle begins once
again. At the point this policy is implemented, prior career conversations will be taken
into account.

7.2. A career conversation can occur at any time during the academic year. Initially these
will be organised and completed by the CPLD team, the CPLD Lead will be responsible
for coordinating the schedule.

7.3. Career conversations can be requested by contacting the CPLD Lead.
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7.4. Information gathered will assist in building our organisational strategy for progression
and succession planning.

8. Coaching & Mentoring:
8.1. Coaching and mentoring are development approaches based on the use of one-to-one
conversations to enhance an individual’s skills, knowledge or work performance.

8.2. Coaching in the workplace describes a situation where individuals are supported to
reflect, evaluate and plan, leading to self-awareness and personally driven actions for
progress.

8.3. Mentoring in the workplace describes a relationship in which a more experienced
colleague shares their greater knowledge to support the development of an
inexperienced individual. Typically this is summarised by TED: Tell, Explain,
Demonstrate or Do.

8.4. Employees can request coaching and mentoring, this is entirely optional. Requests
should be made via HR@horncastleeducationtrust.org. Employees should identify the
aspect they wish to explore and, if appropriate, the individual or job role/experience of
the coach or mentor.

8.5. Employees delivering coaching and mentoring will, prior to any delivery, access training
to ensure they are appropriately skilled to support colleagues. This will be delivered as
part of the annual CPLD programme.

8.6. HR colleagues will collate requests and meet with the CPLD Lead who will be
responsible for allocating a coach or mentor. The CPLD Lead will have oversight of
volume, capacity and availability. Allocation proposed would need to be agreed by the
employee and the coach/mentor.

9. Progression

9.1. Career conversations are an excellent opportunity to pave the way for gaining
experience in order to enhance the chances of progression. Employees can identify
roles they aspire to attain or explore, and our CPLD colleagues will assist where possible
with this pathway. This may include opportunities such as:

e Volunteering within the relevant area
e Shadowing a colleague

e Coaching or mentoring

e Accessing CPLD

e Apprenticeship opportunities

e Visits to other relevant organisations
e Signposting to vacancies

e Coaching for interview techniques

9.2. All external vacancies will be advertised on trust and school websites, and publicised on
social media. Employees wishing to apply should follow the recruitment process. Their
application form can be accessed, updated and re-signed. A reference from their line
manager will be required. If the application represents a change between teaching and
support roles, a new application form should be completed and additional references
may be required to comply with safer recruitment.

9.3. Where it is deemed that it would be of greater benefit to the organisation for a vacancy
to be advertised internally only, employees should complete an expression of interest.
Details of the content can be set by the recruiting manager. A reference from their line
manager will be required.
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9.4. Within our trust, the following posts will always be advertised externally:

Chief Executive Officer
Chief Financial Officer
Headteacher

Deputy Headteacher
Workstream Leader

10.Monitoring & Evaluation
10.1. Data reports to review participation and feedback will be produced by the CPLD
Lead at the end of the autumn, spring and summer terms, detailing a cumulative position
for that academic year.

10.2. The Trust Board will monitor the operation and effectiveness of the policy through
discussion with the CEO. The CEO will meet with Headteachers and the CFO regularly,
discussion will include personal development and progression, and any concerns. The
CEO will report on this within their report to the Trust Board.

10.3. Local Governing Bodies will monitor the operation and effectiveness of the policy
through discussion with the Headteachers. Headteachers will report on personal
development and progression within their report to the Local Governing Body.

11.Retention
11.1. All records relating to personal development and progression will be retained
securely within personnel files whilst an individual is employed. When an individual
becomes a leaver, their employee record is destroyed in line with trust’'s Retention and
Destruction Schedule.
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