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	Purpose:   to establish a process which identifies, prioritises and meets the training, development and support needs of staff.

	Staff Involved:  Principal. Deputy Principal, Heads of Departments, Staff Development Officer, all staff members

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Questionnaires are regularly distributed to all staff members to enquire and review their training needs, including suggestions as to potential courses.
	Staff Development Officer
	Staff Questionnaires

	Identification of training, development and support needs arising from review meetings of different staff groupings.
	Heads of Departments, Course Directors, Staff Development Officer
	Records of review meetings. End of year reports

	Facilitation of individual and programme team training through the careful organisation of time-table to allow access to training/further study.
	Deputy Principal
	Written requests and College Time-table

	Clear dissemination of information regarding courses and further training potential, distributed regularly to all members of staff
	Staff Development Officer
	Email Bulletins/Staff Notices



	Clear guidelines on financial budget available for staff development programmes
	Principal, Staff Development Officer
	Detailed Budget

	A set number of designated 'Staff Development Days' are organised within the academic calendar to deliver planned quality training programmes to meet needs that have been identified within the initiative mentioned above.
	Staff Development Officer, Deputy Principal
	Memos of meetings organising such 'in-service days'. Staff Attendance records and staff review forms.

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	Principal, Staff Development Officer
	Twice per year
	Review of staff questionnaires used to identify staff training needs and concerns both in initial design in advance of distribution and in terms of content on their return

	Principal
	On-going
	Examination of specific budget allocation in respect of individual and overall ongoing staff training

	Deputy Principal
	On-going
	Analysis of time resource allocation in respect of productive staff development and on-going professional development

	Staff Development Officer
	Twice per year
	Review of evaluation questionnaires relating to effectiveness of specific staff development programmes and initiatives.
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