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TITLE: 
STAFF DEVELOPMENT INTERVIEW

PURPOSE/SCOPE:
To ensure that on an annual basis all permanent staff receive an interview, with their line manager, to identify staff development needs

To ensure that on an annual basis temporary staff, on a substantial contract, have the option of an interview, with their line manager, to identify staff development needs. 

RESPONSIBILITY:
It is the responsibility of the Staff Development Officer to:

(i) Notify the line manager of an impending interview

(ii) Circulate documentation 

(iii) Monitor the staff development interview process

(iv) Maintain a master record of Training Summaries

(v) Report to SMG on action points raised through the interview process

(vi) Undertake an annual evaluation of the Interview process

It is the responsibility of the Line Manager to:

(i)
Confirm with the individual a suitable time and place

(ii)
Prepare for the interview 

(iii) Participate in the interview

(iv) Return Interview documentation to the Staff Development Officer 


It is the responsibility of an Individual to:

(i) Agree with the line manager a suitable time and place for the   interview

(ii) Prepare for the interview

(iii) Complete the Record of Training (Section A) and pass to his/her line manager 

(iv) Participate in the interview

DEFINITIONS:
“Substantial” is defined as a contract of greater than 6 hours per week

Access to “staff development” will not be denied on the basis of not having had an interview; however, substantial investment in staff development will not be approved unless there is clear evidence of discussion and need. 
 
APPENDICES:

Staff Development Interview Report: 
Guidance Note






Section A – Training Report










Section B – Training Summary
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1.0
PREPARATION

1.1 The Staff Development Officer will:

a. Provide line managers with a monthly report giving notification of interviews due to take place during the following month - Dates provided will be on a “week beginning” basis.

b. Circulate a copy of the “Interview Report” to both the line manager and the individual to be interviewed.

c. Monitor the staff development interview process, prepare reports and assist SMG in developing action plans to address issues identified through the interview process.

d. Undertake an evaluation of the staff development interview process. 

1.2 The Line Manager will:

a. Agree a date of interview with the individual - Should this be out with the week indicated in the monthly SDO report, then the line manager must provide the SDO with details on when the meeting is to be scheduled.

b. Prepare for the interview - It is recommended that this should include a consideration of possible staff development issues arising from areas listed in the Guidance Notes.  

c. Participate in the interview and on completion forward a copy of the interview documentation to the Staff Development Officer. 

1.3 The Individual will:

a. Agree with the line manager a date for the interview.

b. Prepare for the interview - It is recommended that this should include a consideration of possible staff development issues arising from areas listed in the Guidance Notes. 

c. Complete the Record of Training (Section A) of the Interview Report.

d. Participate in the staff development interview. 

2.0 MEETING

2.1
The meeting should take place in a suitable distraction free area.

2.2 Discussions should focus on the areas listed within the guidance notes.  The intent being to identify possible training and development actions.

2.3 Actions points raised should be specific, relevant and achievable within a specific time frame.

2.4 The completed Training Record (Section A) and Training Summary (Section B) should be returned by the line manager to the Staff Development Officer within one week of the interview date.

3.0 APPEALS

3.1
If agreement cannot be reached on any aspect of the Staff Development Interview process then the line manager will notify the Staff Development Officer recording the nature of the disagreement. 

3.2
The Staff Development Officer will forward such reports to the Assistant Principal HRM

3.3
The Assistant Principal will consult with both parties and agree an appropriate course of action.

4.0
MONITORING

4.1 In the event that the interview documentation is not returned within 3 weeks of the date provided by the SDO then a reminder will be issued. If after a further 1 week the documentation is still outstanding the Assistant Principal will seek an explanatory report from the line manager.

5.0
EXCEPTIONS

5.1
A line manager with the agreement of the member of staff may request support from another appropriate member of staff to assist with the interview process. This would include:

a. Where the line manager has an unreasonable number of staff to interview

b. Where timetable arrangements cannot be organised to allow the meeting to take place.
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