Induction and CPD Policy
Aspiration: Dream Big
If your dreams don’t scare you, they aren’t big enough!
Resilience: Be Determined
Resilience is a skill, not an ability. It can be learnt.
Respect: Communicate with Kindness
Manners cost nothing but mean everything.
Initiative: Solve Problems
Every problem is a gift – without problems we would not grow.
Reflective: Never Stop Learning
Never stop learning because life never stops teaching.

Royds School Induction and CPD Policy

1. Induction
This policy applies to all employees and also, as appropriate, to volunteers agency staff and
governors who will all receive a tailored induction programme which will include appropriate
information, training, observation, and mentoring. Safeguarding Children and Child Protection
will feature prominently in every induction programme.
The first weeks and months are vital to the success of any appointment. The arrangements
made for introducing a new employee, volunteer or governor to the duties of the post, and to
the school as a whole, provide the foundation for successful and safe contribution to the
school. The Induction Programme is designed to help new employees, volunteers and
governors become familiar with the requirements of their position and learn about the school
culture, ethos and working practices effectively and efficiently so that they become
knowledgeable and confident as quickly as possible. The Induction Programme is crossreferenced to the NQT Induction requirements and probationary periods for support staff, as
appropriate.
The induction process will:
▪
▪
▪

▪
▪

▪

provide information and training on the school’s policies and procedures
provide Child Protection training and assess its effectiveness
enable the colleague to contribute to improving and developing the overall
effectiveness of the school, raising pupil achievement, and meeting the needs of pupils,
parents and the wider community
contribute to the colleague’s sense of job satisfaction and personal achievement
explain the school’s Code of Conduct to ensure that all staff, volunteers and governors
new to the school understand what is expected of them at the school and gain support
to achieve those expectations
identify and address any specific training needs

The induction programme will include:
▪
▪
▪
▪
▪
▪

an induction checklist of the policies, procedures and training to be covered
an induction timetable
details of help and support available
details of work shadowing, if appropriate
a diary of induction meetings
details of other relevant individuals with responsibility for induction e.g. the designated
mentor or supervisor

2. Management and Organisation of Induction
Allocated staff will:
▪
▪

make arrangements to ensure that a new member of staff, volunteer or governor is
welcomed.
ensure that immediate needs are identified before taking up the position where
possible
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▪
▪

▪
▪

provide, if appropriate, a tour of the school and information about facilities, answering
questions and giving practical advice
ensure appropriate safeguarding training is delivered and safeguarding checks are
completed or appropriate supervision is in place until they are introduced to key
personnel
ensure specialist input from appropriate staff is give to ensure key areas are covered
before entering the classroom.
ensure that an induction programme is provided, delivered and evaluated.

The Head of Department will oversee the teaching and learning for which the new member of
staff is responsible. For a new Head of Department this will be undertaken by a designated
current Head of Department.
The Pastoral Leader will ensure the new member of staff understands the aims and practices of
the School’s pastoral and tutorial system and will explain administration systems before the
new member of staff needs to use them.
An allocated mentor from another department area in the school, may be allocated to ensure
that the new member of staff is comfortable socially in the routines of the staff. The mentor
will also provide reinforcement of the information provide by other sources, and act as another
clear line of communication and source of information.
The Assistant Head for Teaching and Learning will organise and will administer the NQT
Induction Programme, if the new member of staff is an NQT. This is outlined in the NQT Policy.
New staff will move from the Induction Programme to the School’s Performance Management
cycle.

3. The Induction Programme
The induction programmes is be tailored to specific individuals. Areas which should be
considered for each category of staff are set out below. These are not intended to be
exhaustive and careful consideration is be given in relation to each post and the experience of
the post holder.
All staff however, regardless of role, receive the following:
▪
▪
▪
▪
▪
▪
▪
▪
▪

Welcome Pack / Staff Handbook
All safeguarding policies including Part 1 of Keeping Children Safe in Education
Vision and values briefing.
Health and safety training.
Emergency response and disaster recover training
Fire and emergency procedures training
GDPR training.
Safeguarding and child protection training.
Welfare and wellbeing advice.

Additional documentation depending on role is outlined below:
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3.1 Teaching Staff including Education Support Staff
All new staff should be given appropriate induction advice, training and resources by the
heir line manager. This should include:
▪
▪
▪
▪
▪

Year group schemes of work.
Assessment advice, recording, reporting, resources and procedures.
Class lists.
Information on whole school and year group resources, including ICT.
Timetables.

3.2 Supply Teachers and Agency Staff
All new supply teachers and agency staff on placement beyond two weeks should be
given appropriate induction advice, training and resources by the Cover Manager. This
should include:
▪
▪
▪
▪
▪
▪

Visiting Teacher Pack
Safeguarding children and children protection policy and Part 1 of Keeping
Children Safe in Education (for long term bookings)
Health and safety
Fire and emergency procedures
Behaviour management policy
Relevant information on curriculum, schedules and timetables

3.3 Non-Education Support Staff
All new staff should be given appropriate induction advice, training and resources by the
Business Manager. This should include:
▪
▪
▪
▪
▪
▪

Welcome Pack / Staff Handbook
All safeguarding policies including Part 1 of Keeping Children Safe in Education
Health and safety
Fire and emergency procedures
School administrative systems and procedures
Specific job-related training such as finance, for recruitment selection
administration etc.

3.4 Volunteers
All new volunteers should be given appropriate induction advice, training and resources
by the appropriate member of staff. This should include:
▪
▪
▪
▪

Welcome Pack / Staff Handbook
All safeguarding policies including Part 1 of Keeping Children Safe in Education
Health and safety
Fire and emergency procedures
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3. Ongoing CPD
The Governing Body of Royds School values its staff and will seek to ensure that they receive
proper recognition for their work and their contributions to the life of the school. The school
mission statement is “everyone a leader, everyone a learner” and as such is committed to
providing opportunities for the continuing learning and development of its entire staff i.e. be a
learner.
Professional development is the means by which the school is able to deliver whole school,
team and individual development priorities. The school has an expectation that all members of
the learning community will take an active role in their own professional development. The
school believes that all members of staff have a responsibility to support the professional
development of colleagues.
The opportunity to develop professionally and personally both improves standards and raises
morale through personal and professional fulfilment and that this in turn assists recruitment
and retention. All staff, teaching, support staff and governors shall have an entitlement to
equal access to high-quality induction and continuing professional development. All members
of the school community will have opportunities through performance management, appraisal
and through other mechanisms to discuss their professional development needs.
Good professional development will:
▪

▪

▪
▪
▪
▪
▪
▪

be an integral part of the school's management planning process both in terms of short
and longer term priorities and in terms of resource allocation. It is integral to the
process of school improvement.
emanate from an agreement with staff about principles of staff development, suiting
the timely needs of individuals, groups and the school as a whole with due regard to
providing equal opportunities
be based on the review processes of school self-evaluation, staff performance
management and inspection.
identify the expected benefits and outcomes of development opportunities.
take place in a safe, supportive learning environment where experimentation and
innovation are encouraged.
achieve a balance between the provision of development opportunities and disruption
to teaching or administrative functions.
help to build staff self-esteem, foster co-operation and trust in one another.
seek, wherever appropriate, nationally recognised accreditation.

Continuing Professional Development (CPD) will be co-ordinated by the Headteacher. All
members of the school learning community will have an entitlement for access to high-quality
induction and continuing support and development.
The school will use a range of types of provision and providers adopting Best Value principles in
determining these. The school is committed to working with all training providers to develop
and improve the services they provide through collaborative planning and detailed feedback.
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The school’s CPD provision will allow staff to develop skills and competencies progressively
allowing them to build on and reinforce skills and expertise dealt with earlier, particularly
across the key areas identified in the appropriate standards frameworks.
The school will provide and support opportunities for professional recognition including
accreditation of the CPD undertaken.
Staff Development is entirely separate from, and bears no relation to, either the disciplinary
process or any assessment of performance related to pay. While it is understood that CPD often
supports the achievement of performance management targets, attendance at or delivery of
particular CPD will not be an acceptable reason alone for not meeting a target.

2. Entitlements
All staff are entitled to:
▪
▪
▪

▪

an up-to-date job description which describes the purpose of their post and specifies
the main areas of work for which they are responsible.
an understanding of what skills and knowledge they need in order to achieve the
desired standards of performance in that job.
one scheduled annual development appraisal meeting each year. For teaching staff this
will be a formal performance management in line with statutory requirement. All other
staff will receive an appraisal of their work through an annual meeting with their line
manager. The purpose of this meeting will be to review jointly their achievements over
the past year, agree work priorities and targets for action in the coming year, agree any
staff developments or changes in practice needed to achieve those priorities bearing in
mind the School Development Plan and resources available;
agree what steps can be realistically taken to further their career.

It is acknowledged that Governors have development needs either individually or collectively,
and that these will be seen as an integral part of the School Development Plan.
It is understood that there will be occasions when staff not directly employed by the school will
be given the opportunity and encouragement to participate in school development.
CPD provision will allow staff to develop skills and competencies progressively, with reference
to Teachers Standards, NCSL’s Leadership Programmes, and competency descriptions for
Teaching Assistants, HLTAs, bursars, etc. The school will support accreditation of the
professional development of staff.

3. Auditing and Identification of Need and Aspiration
The emphasis of CPD will be to improve the standards and quality of teaching and learning.
CPD planning will be inextricably linked and integrated with the school’s development plan and
will be based on a range of information:
▪

the needs of the school as identified through its self-evaluation;
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▪
▪
▪
▪

issues identified through other monitoring;
national and local priorities, e.g. national strategies, local community priorities;
Performance Management;
feedback from staff and others including governors, student and parents.

In order for CPD to be effective there will be measures in place to audit both personal and
professional needs. There will be links between the school’s self-evaluation and the
performance management procedures. The school’s CPD plan will address the needs created
by national and local priorities, the needs of the school as well as individual aspirations, needs
and personal fulfilment.
The Head will be responsible for identifying the training and development needs of the school
community. These needs will be identified through mechanisms such as performance
management, self-evaluation, national and local priorities, other internal and external
monitoring and feedback evidence and through informal and formal discussions with
individuals and teams. The outcomes of the needs analysis will be a CPD plan which forms part
of the School Development Plan.
The Head will be responsible for discussing with the Governing Body the main training and
development priorities and the budgetary implications of addressing these needs as
appropriate. The Head will facilitate access to a range of professional development
opportunities and be responsible for communicating opportunities to appropriate staff.
The Head will be responsible for ensuring that appropriate opportunities are provided for the
following groups of the school community as appropriate:
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

Newly Qualified Teachers
Staff new to the school or role
Teachers in their early years
Teachers with five years or more experience (including those beyond the threshold and
those in the later stages of their career)
Teachers specialising in teaching particular groups of students
Middle Leaders
Senior managers in their early years
More experienced senior managers
Leadership team
Governors
Senior support staff
Education support staff
Administrative staff
Technicians including science, DT and ICT
Parents and carers as appropriate.
Regular supply staff and those seeking to return to the profession
Trainee Teachers
Pupils where provision extends beyond the school

The school will have systems and opportunities for teams and the whole school to feed to the
Head details of priorities and approaches to development. The Head will be responsible for
ensuring the effective organisation of access to opportunities, e.g. booking, confirmation and
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for providing appropriate support such as organising relevant resources, setting up appropriate
meetings and organising membership of, and subscriptions to, appropriate bodies such as
subject associations and school improvement organisations.

4. Matching Provision to Learning Needs
The professional development opportunities available will only be offered if they:
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

meet identified individual, team, school or national development priorities.
are based on recognised effective practice.
contribute to raising the standards of students’ achievements.
respect cultural diversity.
are provided by those with the necessary experience, expertise and skills.
are planned systematically.
are based, where appropriate, on relevant standards.
are informed by current research or inspection evidence.
make effective use of resources, particularly ICT.
are provided in accommodation which is fit for purpose with appropriate equipment.
provide value for money.
have effective monitoring and evaluation systems including seeking out and acting on
user feedback to inform the quality of provision.
provide opportunity to measure impact.

The school will support a wide portfolio of CPD approaches matched to the need of learners.
The majority of training will take place during Monday night CPD sessions which are tailored to
the needs of staff. Training opportunities will include:
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

▪

in-school training using the expertise available within the school and collaborative
activity e.g. collaborative teaching, planning and assessment.
work with a learning team, classroom observation, existing expertise, peer evaluation,
collaborative enquiry and problem-solving, modelling.
coaching and mentoring and engaging in a learning conversations.
job enrichment / enlargement e.g. a higher level of responsibility, front line working in
someone else’s job, job sharing, acting roles, job rotation, shadowing, leading meetings.
producing documentation or resources such as curriculum development, teaching
materials, assessment package, ICT or video programme.
accessing an external consultant/adviser or relevant expert such as an Advanced Skills
Teacher or Lead Teacher.
master classes, model and demonstration lessons.
role play, simulations.
collecting and collating pupil feedback, data and outcomes.
attendance at a lecture, course or conference.
school visits to observe or participate in successful practice.
secondments, exchanges and placements e.g. within a regional or national organisation,
an exchange or placement with another teacher, school, higher education, industry,
international exchange, involvement with Governing Body.
international professional development.
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▪

▪
▪
▪
▪

▪

postgraduate professional development and other qualifications from higher
educational institutions and other forms of professional recognition and qualifications
such as NVQs, Higher Level Teaching Assistants, NCSL programmes.
research opportunities.
distance learning e.g. e-learning, relevant resources such as educational journals and
publications, training videos, reflection, simulations.
practical experience e.g. national test or exam marking experience.
opportunities to present a paper, contribute to a training programme, coordinating or
supporting a learning forum or network, involvement in local and national networks,
involvement with a subject or specialist association.
external partnerships e.g. with a colleague, group, subject, phase, activity or schoolbased team meetings and activities such as joint planning, observation or
standardisation, special project working group, involvement in a formal or informal
partnership.

All those engaged with CPD will be expected to:
▪
▪
▪
▪

reflect on their development.
share their learning as appropriate with colleagues.
apply their CPD to benefit the school and students.
seek professional recognition, including accreditation for the work undertaken. The
Head will provide access directly or organise guidance to staff on how such recognition
can be achieved.

5. Evaluating Impact and Disseminating Effective Practice
Following professional or other development, the participant will discuss with the Head or line
manager the opportunities to disseminate to other staff.
Relevant feedback about the provision and the ideas should be provided for the Head. Where it
is agreed that there would be benefit in a wider circulation or follow up, the Head will be
responsible for organising that, e.g. circulating relevant resources, a session at a staff or subject
meeting, introducing a teaching or learning strategy or inclusion on the school websites.
The Head will be responsible for ensuring whether any follow up is needed to the provider, e.g.
feedback, issues of access. They will also review whether any aspects of the CPD provision e.g.
service level agreements or subscriptions, do not represent value for money and make
recommendations to the Headteacher and Governing Body as appropriate.
The Head will be responsible for assessing the value for money of training and development
through seeking to monitor and evaluate impact. They will also develop CPD systems and
procedures conforming to current best practice. This will be undertaken at a variety of levels
including:
▪
▪
▪

immediate/short term evaluation by participants
longer term follow up for a sample of CPD undertaken usually at a period no less than
three months following the provision
informal discussion with colleagues about improved practice
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Measures used to determine the impact of training and development will be drawn from:
▪
▪
▪
▪
▪
▪

participant evaluation
student and school attainment
student voice
external and internal evaluation and inspection processes
recruitment and retention data
the changing qualification profile of the staff

The Head will report to the Governing Body on the impact of the training and development
undertaken including the identification of future needs and an evaluation of the CPD leader
role.

10

Royds School Induction and CPD Policy

11

