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1
Foreword

These guidelines augment and support the following documents:

· Continuing Professional Development Guidelines for Head Teachers (17 June 2004);

· CPD Handbook (revised August 2004).

They also supersede the Professional Review and Development section of the Quality Assurance folder (December 2002).

2
Introduction

2.1
Professional Review and Development (PRD) is crucial to successful Continuing Professional Development (CPD) whether undertaken within the contractual 35 hours or at any other time. The ultimate objective of these processes is continuous improvement in the service provided to all learners. 

2.1
The McCrone Agreement “A Teaching Profession for the 21st Century” is very clear on the position of PRD and CPD. It states:

· “…. every teacher will have an annual Continuing Professional Development plan agreed with her/his line manager and every teacher will be required to maintain an individual personal CPD plan”. 

Additionally

· “….teachers have an ongoing commitment to maintain their professional expertise through an agreed programme of continuing professional development”

2.3
Shetland Islands Council, Education Service believes that this model of good professional practice should apply to all school based, peripatetic and centrally employed staff.  

3
Principles

The principles that underpin these guidelines are that:

3.1
The PRD process is a supportive and constructive process by which development needs are identified and a plan to meet these is agreed. It is not an appraisal of abilities. 

3.2
Positive relationships are essential to a beneficial PRD process. Reviews should take place within an ethos of mutual respect and trust where appropriate confidentiality is observed rigorously.

3.3
Arrangements should be simple, clearly understood and involve minimal bureaucracy.

3.4
The Education Service acknowledges staff who work under Scottish Teachers’ Conditions of Service are the only group of staff who are contractually obliged to undertake thirty five hours CPD pro rata outwith the normal working week.
3.5
Self-evaluation and professional reflection are the foundation of successful professional review and development.  This process is vital personal development for staff and should be counted against the contractual 35 hours CPD time.

3.6
To assist the process of professional reflection and self–evaluation teaching staff should give due consideration to the appropriate nationally agreed standard i.e.:

· the Standard for Initial Teacher Education (SITE);

· working towards, or maintaining and enhancing the Standard for Full Registration (SfR);

· working towards, or maintaining and enhancing the Standard for Chartered Teacher (SfCT); 

· working towards, or maintaining and enhancing the Standard for Headship (SfH)

or

· project, team or school leadership as described in the SEED booklet Continuing Professional Development for Educational Leaders (LAMPS).

3.7
The Education Service recognises the professionalism and commitment of all support staff who attend development and training events often giving up their own time to do so.  The Education Service accepts its duty to review all staff on an annual basis to recognise and support the professional development requirements of these essential staff.

3.8
All details of and outcomes from the review meeting remain confidential between the reviewee and reviewer and may only be shared with the written consent of the reviewee.

3.9
There should be full commitment from all parties to the highest quality CPD possible.
4
Aims and Objectives

The Aims and objectives of these guidelines are:

4.1
To improve the learning experiences of all young people in Shetland through development of professional knowledge and understanding, skills and abilities, values and commitment of all Education Service staff.

4.2
To identify the professional development and training needs of all Education Service staff, and support staff in addressing these. 

4.3
To encourage and support professional development through both reflective and collegiate working practices as appropriate.

4.4
To seek to identify development priorities resulting from personal aspirations and departmental/school development plans, in the context of the Education Service Improvement Plan, National Priorities for Education and possibly an HMIE Action Plan.

4.5
To promote and support professional progression, career development and job satisfaction.

4.6
To recognise, celebrate and build upon the personal professional accomplishments of each member of staff on a regular structured basis.

4.7
To recognise and acknowledge the role played by each employee of the Education Service.

4.8
To evaluate the impact on practice of CPD activities undertaken, by identifying the benefits gained from them.

5
The Process

5.1
The head of establishment is responsible for having an overview of the PRD Process. However, all promoted staff in each establishment are responsible for conducting the annual review of members of staff whom they line manage. This ensures that the reviewer has detailed knowledge of the reviewee’s work and job remit. 

5.2
In the event of a reviewee objecting to their line manager undertaking the review meeting, the reviewer’s line manager or other agreed manager will then become responsible for the review arrangements.

5.3
Time allocated to the preparation for the review can be either:

· included in the school’s 35-hour working week agreement; 

· or counted against the reviewee’s 35 hours CPD time. 

Time allocated for the review meeting should be included in the school’s 35-hour working week agreement.

5.4
The venue for the meeting should be private and free from possible interruption for the duration of the meeting. It is important that this time should be focussed exclusively on the interaction between reviewee and reviewer.

5.5
Staff who choose to use the “Pathways” CPD software to support self-evaluation may use the resultant documentation at their review meeting.  Version 2 of this software will be upgraded to support promoted and support staff in the self-evaluation process.

5.6
Prior to the review meeting the reviewee should undertake a self-evaluation process.  Ideally this should be two weeks in advance of the review.  The method utilised is for the reviewee to decide. The Education Service suggest one of the following:

· Pathways CPD software; 

· A paper version of pathways CPD model (appendix 5);

· Education Service self evaluation proforma (appendix 1);

· Schools may wish to design their own mechanism;

· Individual staff may wish to design their own mechanism;

· A combination of some of the above.

It important that the reviewee is comfortable with the mechanism utilised whilst also offering clarity to the reviewer.  The reviewee, at the end of the meeting, should retain all self evaluation documentation used in the review meeting.

5.7
Not less than one week in advance of the review, the self-evaluation documentation and the previous years CPD record (where appropriate) should be forwarded to the reviewer.  This allows ample time for the reviewer to become fully familiar with all information to be discussed at the meeting.  

5.8
The meeting should last for approximately one hour. A suggested agenda is:

· activities undertaken as part of the previous year’s agreed CPD plan and their impact on practice;

· professional accomplishments from the previous year;

· areas of the job remit where any difficulties have been experienced;

· areas of job remit where difficulty is foreseen due to influence of departmental/school development plans, HMIE Action Plan, Education Service improvement plan,  National Priorities for Education or through staffing or resource difficulties;

· agreeing professional development needs for the forthcoming year;

· discussion of possible activities that could be undertaken to address the agreed development needs. 

5.9
The record of the review meeting should comprise of:

· a note of the CPD activities undertaken in the previous year and the impact on practice; 

· the agreed development needs;

· the CPD plan for the coming year. 

The reviewee is responsible for providing a written version of these. The reviewee and reviewer both sign and retain a copy of all documents. In practice, however, it may be more practical for the reviewee to make notes during the meeting. These are subsequently transcribed and signed off by both parties.  This should be completed within two weeks of the review meeting taking place. A review meeting record form (appendix 2) and a CPD profile (appendix 4) are attached to this document.  Schools may wish to develop their own mechanism for recording these details.  

5.10
Capacity should be incorporated into all agreed CPD plans for unforeseen circumstances which may occur during the year.  Prioritisation of agreed development needs will help this. Lower priority needs can be deferred if appropriate. Consideration may also be given to alternative methods of addressing development needs. 

5.11
Collated information on staff development needs will be forwarded, as appropriate, to the school or service CPD co-ordinator for inclusion in a school or Education Service training plan.  Names of individual members of staff will be included in this information.  The MIS function of Pathways CPD ver.2 will be a mechanism by which this can be realised however any use of the software at any stage of the process remains a personal and/or school level decision. 

5.12
Once agreed, the CPD plan becomes part of the staff member’s CPD profile and should be retained in the CPD portfolio. Amendments to the plan which are necessary because of changed priorities or new circumstances should be discussed with the reviewer when necessary throughout the year. Staff should be clear that ownership of the plan is personal, and that responsibility for meeting development needs and implementing agreed CPD activities is personal.  
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Name ………………………………………………………..   Post …………………………………………………….

Before completing this form staff should note: 
· details entered on this form should be brief; 

· the details entered are intended to generate professional discussion not form a report. 

· it is not necessary to complete all the grids, another form can be used if more space is required.

	Main development activities undertaken in last year:      
	Impact on professional practice:

	
	

	
	

	
	

	
	


	Areas of work where I have experienced personal success:
	This is because: 

	
	

	
	

	
	

	
	


	Areas of work that I have found challenging:
	This was because:

	
	

	
	

	
	

	
	


Appendix 2
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	Main development activities undertaken in last year:      
	Comment:

	
	

	
	

	
	

	
	


	Successes: 
	Comment: 

	
	

	
	

	
	

	
	


	Agreed areas for professional development:
	Suggested activities:

	
	

	
	

	
	

	
	


Reviewee…………………………….    
Signature ……………………………………………………..

Reviewer …………………………….  
Signature……………………………………………………..

Date………………………………….

Appendix 3
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School_______________________________________  Session  _________________________

Completion of this form will aid meeting school staff development needs. 

Page 2 should be copied as is required.

An electronic version of this form is available on the Schoolmaster Website.

The details should be completed prior to the consultation with the CPD Co-ordinator in June.  

Topic refers to an identified development requirement that has been established at a PDR meeting.

Sector should be Nursery (N) Primary (P) Secondary (S) Additional Support Needs (ASN).

Number is the number of staff in the school/establishment who share similar development objectives.

Link is what area of planning that the requirement links to these should be noted as:

· Personal – (P)
· Departmental Development Plan – (D)
· School Development Plan – (S)
· Education Service Improvement Plan – (E)
Priority details the level of urgency of the particular requirement and should be noted as 1 or 3 Year

	Topic
	Sector
	Number 
	Links to:


	Priority

	Example

Improve French language pronunciation.
	P
	3
	P, S, E
	1

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Head Teacher  Signature……………………………………………………………………………..
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                                CPD Profile Sheet

	Name:
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	School :
	

	Session:
	

	Development Objectives and Activities agreed by:
	

	Reviewer: 
	Date 
	

	Reviewee: 
	Date
	

	CPD PLAN
	CPD RECORD

	Agreed Development Needs
	Activities agreed to address development needs (in order of priority)
	Activities Link to:
	Dates
	Duration (Hours)
	Contribution to 35hrs CPD (Y/N)
	Reflection record completed (Y/N)

	
	
	School Dev. Plan Target
	Education Service Imp. Plan
	Nat. Priority (No.)
	Q.I
	Teacher Standard (No.)
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Development Activities Completed:

	
	Reviewer: 

Reviewee:                                     
	Date:

Date:


Appendix 5

Pathways type self-evaluation tool.

This tool uses the key components of the Standard for Full Registration and is based on Pathways CPD software. The software however allows for self-evaluation to a more detailed level. Staff who elect to use this process should score them selves in line with HGIOS i.e. 4-Very good , 1-unsatisfactory.

Name:……………………………………………………….. 
Date: …………………………….....

	1.0 Professional Knowledge and Understanding

	1.1  

Curriculum 
	1.1.1
Detailed knowledge and understanding of the relevant areas of the pre-school, primary or secondary school curriculum
	
	1
	2
	3
	4

	
	
	Pre-School 3-5 Language
	
	
	
	

	
	
	Pre-School 3-5 Numeracy
	
	
	
	

	
	
	Pre-School 3-5 
	
	
	
	

	
	
	Other   Please define ………………………………………………….
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	1
	2
	3
	4

	
	
	5-14 Language 
	
	
	
	

	
	
	5-14 Mathematics 
	
	
	
	

	
	
	5-14 Environmental Studies
	
	
	
	

	
	
	5-14 Expressive Arts
	
	
	
	

	
	
	5-14 Health Education
	
	
	
	

	
	
	5-14 Information & Communications Technology
	
	
	
	

	
	
	5-14 Religious & Moral Education
	
	
	
	

	
	
	5-14 Personal and Social Development
	
	
	
	

	
	
	5-14 Modern Languages
	
	
	
	

	
	
	5-14 Assessment
	
	
	
	

	
	
	5-14 Reporting
	
	
	
	

	
	
	5-14 The Structure & Balance of the Curriculum
	
	
	
	

	
	
	
	1
	2
	3
	4

	
	
	Standard Grade Subject(s)
	
	
	
	

	
	
	Please define    ………………………………………………………
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	1
	2
	3
	4

	
	
	New National Qualifications
	
	
	
	

	
	
	Please state levels subjects eg. Access/Intermediate/Higher
	
	
	
	

	
	
	Please define ……………………………………………………….
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	
	1.1.2
Sufficient knowledge & understanding to fulfil your responsibilities for literacy and numeracy; personal, social and health education; and ICT. (As appropriate to the sector and stage of development)
	
	1
	2
	3
	4

	
	
	Literacy 
	
	
	
	

	
	
	Numeracy
	
	
	
	

	
	
	ICT
	
	
	
	

	
	
	Problem Solving
	
	
	
	

	
	
	Working with Others
	
	
	
	

	
	1.1.3
Understand the nature of the curriculum and its development
	
	1
	2
	3
	4

	
	
	Curriculum – structure and design
	
	
	
	

	
	
	Curriculum – change and development
	
	
	
	

	
	
	Curriculum – comparisons with other sectors & systems eg. Pre-school, primary, secondary, special, international etc.
	
	
	
	

	
	1.1.4
Have sufficient knowledge and under-


standing to meet your responsibilities 
to incorporate cross curricular aspects 
in your teaching
	
	1
	2
	3
	4

	
	
	Citizenship
	
	
	
	

	
	
	International contexts and Implications
	
	
	
	

	
	
	Enterprise Education
	
	
	
	

	
	
	Education for Work
	
	
	
	

	
	
	PSE and Health
	
	
	
	

	
	
	Developing Creativity
	
	
	
	

	
	
	Equal Opportunities
	
	
	
	

	
	
	Promoting Equality and Fairness
	
	
	
	

	
	
	Sustainable Development
	
	
	
	

	1.2

Education Systems & Professional Responsibilities 


	1.2.1
A broad, critical understanding of the 
education system, educational policy 
and practice, and of your part in it
	
	1
	2
	3
	4

	
	
	Knowledge of the Scottish education system
	
	
	
	

	
	
	Knowledge of educational policies and practice
	
	
	
	

	
	1.2.2  
Detailed working knowledge of the 


sector of the school(s) in which you teach, and of your professional responsibilities within them 
	
	1
	2
	3
	4

	
	
	Employing authority – organisation, policies and priorities
	
	
	
	

	
	
	Knowledge of organisation and management within schools
	
	
	
	

	
	
	Knowledge of professional responsibilities of a teacher
	
	
	
	


	1.3 

Principles & Perspectives 
	1.3.1 
Sufficient knowledge and understanding to articulate your professional values and practices and relate them to theoretical principles and perspectives
	
	1
	2
	3
	4

	
	
	Knowledge of stages of child development
	
	
	
	

	
	
	Knowledge of main theories of learning
	
	
	
	

	
	
	Articulating personal views of education
	
	
	
	

	
	1.3.2 
Sufficient research-based knowledge relating to learning and teaching and a critical appreciation of the contribution of research to education in general


	
	1
	2
	3
	4

	
	
	Awareness of current education research
	
	
	
	

	
	
	Awareness of its application in practice in the classroom
	
	
	
	

	Sources of Evidence
	 Strategies:- Please Tick


FP = Forward Plans; 


D = Documentation; 


R = Resources;         

PJ = Professional Judgment; 


C = Consultation; 

PA = Pupil Assessment                      

LM = Meeting with Line Manager    


	Brief Description of Sources of Evidence


	2.0  Professional Skills and Abilities

	2.1 

Learning & Teaching
	
	
	1
	2
	3
	4

	
	2.1.1 Able to plan coherent and progressive teaching programmes which match pupils’ needs and abilities and justify what you teach


	Ability to plan appropriate learning programmes
	
	
	
	

	
	
	Ability to demonstrate programmes address learners’ needs
	
	
	
	

	
	2.1.2
Communicate clearly making skilful use of a variety of media and interact productively with pupils individually and collectively
	
	1
	2
	3
	4

	
	
	Interaction with pupils
	
	
	
	

	
	
	Relationships with pupils
	
	
	
	

	
	
	Communicating with pupils
	
	
	
	

	
	
	Questioning
	
	
	
	

	
	
	Ownership of learning
	
	
	
	

	
	2.1.3
Use a range of teaching strategies and resources which you can evaluate and justify in terms of curriculum requirements and the needs and abilities of your pupils


	
	1
	2
	3
	4

	
	
	Range and appropriateness of teaching approaches
	
	
	
	

	
	
	Resources and curricular materials
	
	
	
	

	
	
	Homework
	
	
	
	

	
	2.1.4
Set & maintain expectations & pace of work for all pupils
	
	1
	2
	3
	4

	
	
	Pace of learning
	
	
	
	

	
	
	Choice of tasks, activities and resources
	
	
	
	

	
	
	Provision for pupils with differing abilities and aptitudes
	
	
	
	

	
	
	Programmes to support pupil learning
	
	
	
	

	
	
	Identification of learning needs
	
	
	
	

	
	2.1.5
Work cooperatively with other professionals and adults
	
	1
	2
	3
	4

	
	
	Work co-operatively with other teaching staff
	
	
	
	

	
	
	Work co-operatively with non teaching staff
	
	
	
	

	
	
	Work co-operatively with parents and others (Please define)
	
	
	
	

	2.2 

Classroom  Organisation & Management
	2.2.1
Organise and manage classes and resources to achieve safe, orderly and purposeful activity
	
	1
	2
	3
	4

	
	
	Classroom organisation and management
	
	
	
	

	
	
	Classroom climate and environment
	
	
	
	

	
	
	Organisation and accessibility of resources
	
	
	
	

	
	
	Use of resources
	
	
	
	

	
	
	Display of pupil work
	
	
	
	

	
	2.2.2
Manage pupil behaviour and classroom incidents fairly, sensitively and consistently, making sensible use of rewards and sanctions, and seeking and using the advice of colleagues when necessary
	
	1
	2
	3
	4

	
	
	Promoting an ethos of achievement
	
	
	
	

	
	
	Pupil and staff expectations and use of praise
	
	
	
	

	
	
	Pupils’ behaviour and discipline
	
	
	
	


	2.3 

Assessment of Pupils
	2.3.1
Understand and apply the principles of assessment, recording and reporting
	
	1
	2
	3
	4

	
	
	Assessment methods and arrangements for recording
	
	
	
	

	
	
	Making judgments about pupils
	
	
	
	

	
	
	Monitoring progress and attainment of pupils
	
	
	
	

	
	2.3.2
Use the results of assessment to evaluate and improve your teaching, and the learning and attainment of the children you teach


	
	1
	2
	3
	4

	
	
	Shaping future learning
	
	
	
	

	
	
	Diagnosing and assisting with difficulties
	
	
	
	

	
	
	Providing feedback and celebrating success
	
	
	
	

	
	
	Raising expectations
	
	
	
	

	
	
	Promoting independent learning
	
	
	
	

	2.4 

Professional Reflection & Communication
	2.4.1
Learn from your experience of practice and from critical evaluation of relevant literature in your professional development
	
	1
	2
	3
	4

	
	
	Awareness of current research and literature
	
	
	
	

	
	
	Awareness of its application in practice in the classroom
	
	
	
	

	
	2.4.2
Convey an understanding of practice and general educational matters in your professional dialogue and communication
	
	1
	2
	3
	4

	
	
	Understanding of rationale for professional and classroom practice
	
	
	
	

	
	
	Opportunity for professional dialogue and communication
	
	
	
	

	
	
	Application of outcomes of professional discussion and reflection
	
	
	
	

	
	2.4.3
Reflect on and act to improve your own professional development, and engage in the process of curriculum development
	
	1
	2
	3
	4

	
	
	Reflecting on experience to inform future planning; contributing to school and departmental curriculum development; identifying and planning CPD to support curriculum development 
	
	
	
	

	Sources of Evidence
	Strategies:- Please Tick


FP = Forward Plans; 


D = Documentation; 


R = Resources;         

PJ = Professional Judgment; 


C = Consultation; 

PA = Pupil Assessment                      

LM = Meeting with Line Manager    


	Brief Description of Sources of Evidence


	3.0  Professional Values and Personal Commitment

	3.1 

Social Justice & Inclusion
	3.1.1  
Show in your day to day practice a commitment to social justice and inclusion
	
	1
	2
	3
	4

	
	
	Convey appropriate values in day to day practice
	
	
	
	

	
	
	Sound knowledge of children’s rights and the law
	
	
	
	

	
	
	Commitment to teachers’ part in addressing social justice agenda
	
	
	
	

	
	
	Take responsibility for all pupils
	
	
	
	

	3.2


Lifelong Learning 
	3.2.1
Take responsibility for your professional learning and development
	
	1
	2
	3
	4

	
	
	Reflect critically on performance at classroom and whole school levels
	
	
	
	

	
	
	Identify and act on areas of strength and areas for improvement
	
	
	
	

	3.3 

Community 

Partnerships 
	3.3.1
Value, respect and be an active partner in the communities in which you work
	
	1
	2
	3
	4

	
	
	Understand the rationale and operation of Integrated Community Schools
	
	
	
	

	
	
	Willingness to work in partnership with other professional groups
	
	
	
	

	
	
	Work co-operatively with parents and the wider community
	
	
	
	

	Sources of Evidence
	 Strategies:- Please Tick


FP = Forward Plans; 


D = Documentation; 


R = Resources;         

PJ = Professional Judgment; 


C = Consultation; 

PA = Pupil Assessment                      

LM = Meeting with Line Manager    


	Brief Description of Sources of Evidence



































































































































