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TITLE:
STAFF DEVELOPMENT INTERVIEW

PURPOSE/SCOPE:
The purpose and scope of the Staff Development Interview is to ensure that staff on a substantial contract meet with their line manager to discuss and identify their training needs commensurate with the needs of the section / unit.

Staff on contacts of less than 6 hours should have the option of an interview or reach an agreement with their line manager on an alternative means of raising and discussing training needs. 

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

· Circulate staffing list to alert a manager of impending interviews

· Circulate interview documentation 

· Monitor the staff development interview process

· Maintain a master record of training needs identified

· Report to SMT on the interview process

· Undertake an annual evaluation of the Interview process

It is the responsibility of the Line Manager to:

· Confirm with the individual a suitable time and place

· Prepare for and participate in the interview 

· Return Interview documentation to the Staff Development Officer 


It is the responsibility of an Individual to:

· Agree with the line manager a suitable time and place for the interview

· Prepare for the interview and participate in the interview

· Update their annual CPD record 

DEFINITIONS:
Substantial contract

a)
A contract of greater than 6 hours per week

b)
Staff on contacts of less than 6 hours should have the option of an interview or reach an agreement, with their line manager, on some alternative means of raising and discussing training needs. 

APPENDICES:
Forms
Staff Development Interview Report (HR-SDIR)
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1.0
PREPARATION

1.1 The Staff Development Officer will:

a. Provide line managers with a unit / section staffing list (January) 

b. On receipt of the Interview schedule provide the line manager with the Interview documentation.

c. Monitor the development interview process, prepare reports and assist SMT in developing an action plan 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 each member of the team 

b. Provide an interview schedule to inform the Staff Development Officer of the dates interviews have been set to take place. 

c. Provide each member of their team with an outline of the key strategic areas that will form the focus of the staff development interview

d. Prepare for and participate in the interview 

e. Record identified training actions and return a signed 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, including a consideration of their possible training needs, relevant to the key strategic areas identified by their line manager 

c. Update, if appropriate their CPD record - Section B of the Interview documentation 

d. Participate in the staff development interview 

2.0 MEETING

2.1
The meeting should be scheduled at an agreed time and take place in an

appropriate distraction free area.

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 Quality Development and Human Resources.

3.3
The Assistant Principal will consult with both parties and agree an appropriate course of action.
4.0
MONITORING

4.1 On completion of the interview phase – January to March, the Staff Development Officer will produce (April) a monitoring report for the SMT; the Report will record the occurrence of interviews across the wider college and specific units.

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

c. Staff on contracts of less than 6 hrs.
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