
CODE OF PRACTICE FOR THE INITIAL AND CONTINUING PROFESSIONAL DEVELOPMENT OF BUSINESS SUPPORT STAFF
Introduction

The University recognises the need to support and develop its staff in order for them to fully achieve their potential not only in the early stages of their careers but throughout their employment. This is articulated as the University value:

 “Provide quality learning and development for students and staff” and the 2006-2010/11 Corporate Plan key supporting objective

 “To ensure that staff engage on an on-going basis in appropriate career development and Continuing Professional Development (CPD) activities” based on a broad definition of CPD as being:

“any process or activity, planned or otherwise, that contributes to an increase in or the maintenance of knowledge, skills and personal qualities related to the person’s role”
This definition supports not only the more traditional forms of development such as briefing sessions, workshops, seminars and conferences, but also includes more progressive forms of development such as mentoring, coaching, work shadowing, individual advice sessions, peer review, and self directed learning and is applicable to staff at all stages of their careers.
A CPD Sub-committee was established by the Teaching & Learning Committee in November 2006 to:

1. consult and advise on the implications an implementation of the University’s professional development policy and associated accreditation frameworks

2. advise and make recommendations to the Teaching & Learning Committee on University policy in relation to CPD and to identify how they will impact on other related university policies and practices

3. guide the introduction and subsequent development of the online system for the support of CPD

4. monitor and report on progress towards meeting CPD corporate metrics
Purpose

This Code of Practice has been developed as a benchmark to establish good practice in the initial professional development and engagement of all new staff and the involvement in continuing professional development of existing staff recognising that the exact nature of the roles and responsibilities assigned to Business Support staff will vary and will reflect the prior experience of these staff.

1. Initial Professional Development

1.1. Appointment – appointees will receive a letter of offer and a Statement of Terms and Conditions of employment from the Human Resources Department confirming their appointment.
1.2. Induction and Initial Professional Development – new staff will be supported by their Line Managers to attend Corporate Induction within 6 to 8 weeks of appointment. Local Induction must be arranged within the first week of the new staff member/new to role staff member commencing their employment to ensure new staff settle effectively into their roles. It will be the responsibility of the appointee’s Line Manager to ensure the Local Induction will be provided by an appropriate key staff member within the appointee’s area of work. 

A Buddy i.e., an experienced/competent team member will be appointed as a supportive first point of contact for the new appointee within the initial 8 week Induction period 

1.3. Probation – the appointee’s probationary requirements will be identified from the time of appointment by his/her Line Manager. The appointee will establish, in conjunction with his/her Line Manager, a personal development plan i.e., key work objectives and development activities to meet their probationary requirements. Progress towards the initial key work/developmental objectives will be monitored and reviewed regularly in accordance with probation policy. 

2. Continuing Professional Development

Professional Development – All University staff are encouraged to reflect on, plan for and engage in a range of appropriate Continuing Professional Development activities. Line managers are expected to report annually on their staff’s engagement in CPD.

Developmental Processes – a range of processes are provided to support staff engagement in CPD. Examples of developmental processes would include:
2.1.1   Individual and/or Team Developmental Appraisal Review 
undertaken at least once every two years, provides an opportunity for the individual member of staff or teams of staff to meet their Line Manager/Appraiser to discuss and agree:

· future key work objectives aligned to their agreed key responsibilities

· what support, if any, is required to achieve the future key work objectives

· short and long term developmental objectives and how these objectives may be met

· how he/she/the team have performed in relation to their agreed key work objectives

Whilst an Individual or Team Development Appraisal Review is to be completed at least once every two years CPD Activity Reporting will be required on an annual basis

2.1.2   *Professional Portfolio

A Professional Portfolio i.e., a web-based and/or manual system to support University of Ulster staff to reflect on, plan for and record their Continuing Professional Development activities, is currently being developed.  

2.2        Other CPD Issues 
2.2.1  Access to internal and external development opportunities in terms of               time and financial support will be decided by the Line Manager using the principles outlined in the CPD Policy
2.2.2 Unpaid leave of absence

Staff who wish to take unpaid leave to undertake personal and/or professional development will need to comply with the University’s Flexible Working/Variation of Contract of Employment conditions as stipulated in Ref 2.10/H Policy & Procedures

2.2.3     Study Leave - the University guide for staff with line manager 
             approval regarding the  study leave for degrees/awards is as follows:

  Exams and revision:

(a) Leave for revision for examinations may be granted proportionate to the aggregated days of approved examination leave as follows:

Examination Leave 




Revision Leave
1 day (or part thereof) 



           
½ day

More than 1 day but not exceeding 2 days 


1 day

More than 2 days but not exceeding 3 days 


1 ½ days

Where examination leave in excess of three days is granted, revision leave must be granted pro rata.

(b) Day release facilities or expenses will be granted only in exceptional cases to a member of staff on a stage of a course which he or she is required to re-sit.

(c) A member of staff who withdraws from a course may be required to reimburse a proportion of the fees paid on his/her behalf.
Distance Learning
Completing Assessments that count toward final award 
½ day per    assessment
Where managerial approval is given to a member of staff to pursue a University of Ulster award such as a degree, a letter of approval is usually required to inform the Finance Department that the individual is a member of staff supported in their studies

2.2.4   Appeals 


The Line Manager will be required to formally record on the Training Application Form his/her reason for not approving the training request.

Any member of staff who wishes to appeal a decision regarding their access to CPD opportunities may do so using the CPD Appeals Form (see Appendix B). Appeals should be made to the Line Manager of the complainant’s Line Manager who may request advice from the Sub-committee for Continuing Professional Development via the secretary of the Sub-committee.
The incident rate and outcomes of Appeals will be detailed in the Line Manager’s annual CPD Activity Report
3. Roles and Responsibilities
3.1.     The Appointee is encouraged to:

3.1.1  seek support and guidance from his/her Line Manager, Staff 
            Development and other colleagues as required.

3.1.2  reflect on, plan for and engage in appropriate professional             development activities.

3.2        Existing Staff are encouraged to:

3.2.1 reflect on, plan for and engage in a range of appropriate Continuing Professional Development activities.

3.2.2 engage with developmental processes as required e.g. Developmental Appraisal Review.
3.3       The Human Resource Department will:

3.3.1 co-ordinate the appointment procedure ensuring that necessary documentation is issued to the new appointee and relevant documentation is returned to the University

3.3.2 confirm appointee and appointment start date to the Line Manager once signed Statement of Terms and Conditions has been received
3.3.3 provide the new appointee to the University with details of the Corporate Induction arrangements (that they will be required to attend) and details of their nominated Buddy

3.3.4 forward a copy of the offer letter at the time of appointment to Staff Development 
3.3.5 forward to Staff Development a monthly report detailing the names of new appointees

3.3.6 co-ordinate the process ensuring the relevant forms are issued and returned in accordance with the Probation Policy. 

3.4       Line Manager or their delegate will:
3.4.1 agree and appoint, in liaison with Human Resources, a Buddy to act as the initial point of contact for the appointee and communicate this information to the appointed Buddy

3.4.2 ensure appropriate arrangements have been made regarding work location/accommodation including access to IT and other appropriate resources prior to the appointee’s start date

3.4.3 ensure that appropriate arrangements have been made for the appointee’s Local Induction

3.4.4 meet with the appointee on or soon after his/her start date to agree their workload and probationary arrangements

3.4.5 support and facilitate the appointee’s role related development needs

3.4.6 meet regularly with appointees to monitor and review their progress towards probationary targets and to determine further developmental needs

3.4.7 facilitate Developmental Appraisal Review with all staff members in accordance with University Policy

3.4.8 ensure staff employed on either a temporary or fixed term contract                  have access to appropriate developmental opportunities

3.4.9 compile and submit Annual CPD Activity Reports to Head of Staff Development who will be responsible for collating and presenting an Annual Institutional CPD Activity Report to the CPD Sub-committee
3.5      Staff Development will:

3.5.1 communicate details of  Corporate Induction programmes to all new appointees (also available at: http://www.ulster.ac.uk/staffdev/ 

3.5.2 provide Corporate Induction programmes regularly throughout each  academic year at all University of Ulster campuses

3.5.3 maintain Corporate Induction Attendance Records

3.5.4 provide a range of appropriate Continuing Professional Development opportunities for  staff

3.5.5 meet annually with Management Teams to determine and plan development activities for the next academic year addressing                   Department, School, Faculty and Institutional priorities

3.6      The Buddy is encouraged to:

3.6.1 The Buddy is expected to provide an initial point of informal contact/support for the appointee, in his/her initial 8 week Induction period.

