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Staff Continuing Professional Development Policy and Procedure
Statement of Intent 

Staff are our playgroup’s most valuable resource, as it is only through their commitment and effort that good quality provision can be both established and maintained. We are therefore committed to providing and signposting good training and development opportunities for staff so that they are able to perform their roles both efficiently and effectively.

Aim

At Stepping Stones we aim for all staff to feel that they are given opportunities to progress and further their skills and knowledge within their role.  We aim to support staff in reaching their full potential by providing staff with regular performance management meetings to discuss development including any concerns, identifying strengths and areas for improvement and what the setting may need to do to fully support individuals to be able to progress. We aim to ensure that staff feel competent in their roles with the support needed to provide a positive, safe and stimulating environment for children to learn and thrive in.  

EYFS Statutory Framework 2021: 

“Providers must support staff to undertake appropriate training and professional development opportunities to ensure they offer quality learning and development experiences for children that continually improves.”

The training may be;

· In-house training, keeping current with information on a wide variety of issues
· Informal workshops to update knowledge or skills
· Working towards a recognised qualification eg QCF
· Other training eg safeguarding children, First Aid
· E-learning modules/qualifications

· Supervision, coaching and mentoring
Playgroup must make it known that should an individual cease to offer their services or leave employment at the setting, playgroup will require repayment of all training costs according to the sliding-scale of number of years employed since date of training eg;
· if employment ceases within the 1st year since training 100% must be repaid

· if employment ceases within the 2nd year since training 50% must be repaid

· if employment ceases within the 3rd year since training 25% must be repaid

Payment of this will be agreed between employer/employee on resignation/dismissal.

The playgroup is committed to providing for staff:

· A full induction process.

· A regular system of appraisals and supervision.

· An up-to-date record of staff qualifications and training.

This will help to ensure that staff development needs are being met and that staff training and qualifications are meeting the requirements of the setting and the EYFS Statutory Framework.

Probationary Period/Induction 

When beginning employment at Stepping Stones employees are placed on a probationary period of 6 months which can be extended if/when necessary. Within this period, the employee will have regular reviews with the supervisor/manager.  This review gives the employee chance to raise any questions, concerns or other queries. It also gives the supervisor/manager chance to do the same, discussing performance management. These minutes are documented and are kept in the employee’s personal file. Once the probation period is over a final review will be held and the member of staff will be informed if they have successfully completed their probation period, if so, a full contract will be drawn up for the employee to read and sign. If the supervisor/manager feels that the work performance shown by the employee within this period is not up to the required standard the decision can be made to terminate employment at any time. The probationary period may also be extended. We reserve the right not to apply our full contractual capability and disciplinary procedures during the probationary period.

Staff Training

Staff training is an ongoing part of continuing professional development where staff receive various new or refreshed training that will support them in their current or new roles. Most staff hold a full a pediatric first aid qualification.  New staff must hold this first aid qualification within the first 3 months of their employment.  

All staff will receive induction training on their first day at the setting which will cover all necessary Health & Safety information including the emergency exits and procedures. The induction training points out all the designated safeguarding team and who to contact if they were to ever have a safeguarding concern. The EYFS Statutory Framework 2021 states: 

“Providers must ensure that all staff receive induction training to help them understand their roles and responsibilities. Induction training must include information about emergency evacuation procedures, safeguarding, child protection, and health and safety issues.”

Internally, we use the ‘Noodle Now’ system which is full of accredited online courses that staff can complete including mandatory training such as Safeguarding and Food hygiene. Staff can complete these at any time and our office manager will advise staff on which courses they are required to complete or refresh. Staff training is monitored and recorded in each employee’s training file. Most of the courses that staff complete need to be refreshed every three years.

Peer To Peer Observations
Staff will observe each other to undertake a peer observation. The observed practitioner will not be told when they are being observed or who it will be observing them. The observer will take notes when observing the observed practitioner and listen to any conversations between the practitioner, children and other practitioners. The observer will then complete a peer to peer observation form giving details of what went well and what they believe needs improving. The observer and observed practitioner will go through the form together and discuss the observation and agree identified strengths, areas for improvement and targets for next time. This document will be kept in the observed practitioner’s personal development file. This method not only benefits the observed practitioner but also the observer, learning how to identify colleague’s strengths and areas for improvement in practice, aiming to progress on a continuous basis. Peer to peer observations will take place every term.

Supervisions

The main objective of the playgroup’s appraisal system is to review employees’ performance and potential, and to identify suitable and appropriate training and development needs. Appraisals will take the form of 1 formal meeting and 2 informal meetings between staff and the supervisor.  The appraisal of the supervisor/manager will be completed with the floor manager and office manager. Appraisals will be used to identify current knowledge, skills, areas for future development and potential training needs and will be an opportunity for reflecting on recent professional progress, as well as the targets set, and issues raised.  Informal appraisals will be noted and discussed as needed on a log.

Each practitioner and supervisor will complete a performance management form prior to the appraisal. The supervisor/manager will have a meeting individually with each practitioner where all parts of the supervision form will be discussed and completed. The supervisor/manager will agree identified strengths and areas for improvement and targets will be agreed, including how the setting will support the practitioner in meeting these targets. There is an opportunity for the practitioner to raise any questions, ideas, concerns or other queries in between their informal appraisals with the supervisor/manager. The supervision form will be completed, signed by both the supervisor/manager and the practitioner and filed in the practitioner’s personal development file. 

The EYFS Statutory Framework 2021 states:

“Providers must put appropriate arrangements in place for the supervision of staff who have contact with children and families. Effective supervision provides support, coaching and training for the practitioner and promotes the interests of children. Supervision should foster a culture of mutual support, teamwork and continuous improvement, which encourages the confidential discussion of sensitive issues.”

Supervisions should provide opportunities for staff to: 

· discuss any issues – particularly concerning children’s development or well- being, including child protection concerns 

· identify solutions to address issues as they arise 

· receive coaching to improve their personal effectiveness 

Staff Meetings

There will be regular staff meetings for problem solving, information sharing and acknowledging work issues.  These are also opportunities for staff to reflect on their work performance and review any difficulties they may be facing.  Staff meetings will be a forum for setting objectives and actions for the playgroup.

Personal Development Planning (PDPL)
Personal Development Planning is a continuous process to ensure that staff needs are both identified and acted upon as they arise.  It is the joint responsibility of both the staff member and the supervisor/manager to ensure that the log is kept up-to-date and that all decisions are followed through. The appraisal process will be used to build up this plan for each staff member.  The supervisor/manager will keep a copy of this log, but each staff member will also keep a copy of their own log, listing any training undertaken and additional skills gained since starting work at the playgroup.

*Links to training planner, appraisal and PDPL

Used and Useful Documents:-
https://www.foundationyears.org.uk/files/2017/03/EYFS_STATUTORY_FRAMEWORK_2017.pdf - Statutory framework for the early years foundation stage. Setting the standards for learning, development and care for children from birth to five, March 2017. 

http://www.earlyyearscareers.com/eyc/early-years-management/why-regular-staff-training-and-development-is-important-2/  

https://www.pacey.org.uk/training-and-qualifications/the-importance-of-training-and-cpd/ 

Updated and implemented Autumn Term 2023 – reviewed regularly and the procedure monitored and evaluated.
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