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(For all school based staff)
NAME: 
SCHOOL:


INTRODUCTION
	‘A Professional Development Portfolio is a confidential and voluntary collection of material that records and reflects the work you have undertaken.  It is a way of using past experiences and present activities to:

· demonstrate and reflect on skills learned
· identify future learning needs and priorities

· inform and plan prospective learning development

It provides a mechanism, together with your performance review, for thinking about your work practice in a planned and systematic way.’


The portfolio is divided into 5 sections:

	SECTION
	CONTENT
	PAGE

	1
	Professional Development Profile
	3

	2
	Looking Back: Achievements
	8

	3
	Looking Forward Career Development
	12

	4
	Performance Management Review
	14

	5
	Appendices
	16


SECTION 1

PROFESSIONAL DEVELOPMENT PROFILE
· Personal details
· Education and Qualifications
· Current Post
· Previous Employment History
· Other Relevant Experience
· Personal Statement - reflecting current knowledge, skills and experience
These documents should be updated each year, prior to your Annual Performance Management Review.
	Professional Development Profile


	Personal Details


	Name:
	
	Email Address
	


	Home Address:
	
	Telephone Number
	

	
	
	
	

	
	
	

	
	
	Mobile Number
	

	
	
	
	

	
	
	


	National Insurance Number:  


	Education and qualifications


	Dates (From/To)      
	 Institution Attended
	Qualification Achieved
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Current post


	Post:  
	
	Date started:  
	

	

	Key tasks and responsibilities:

	


	Previous employment history


	Dates (From/To)
	Post
	Key tasks and responsibilities

	
	
	


Other Relevant Experience   

In addition, all other relevant experiences acquired in any other capacity may also be logged here.   For example:
· work with children

· voluntary work e.g. coaching, scouting, youth work

· specialist skills/experience e.g. dancing, pottery, foreign language
	Dates (From/To)
	Post
	Key tasks and responsibilities

	
	
	


Personal Statement

Date completed: __________________________

Your personal statement should reflect your current knowledge, skills and experience.

	


You should update this section on an annual basis and keep a copy so you have a record of your professional development.

SECTION 2

LOOKING BACK: ACHIEVEMENTS

This section is intended to help you:

· review your current

· knowledge
· skills
· experience 
· reflect on your professional development
You will be able to show your progress and identify areas that you may wish to develop through the Performance Management system in your school. 
You should update these forms on an annual basis, prior to your Annual Performance Management Review.

Self Review of Knowledge, Skills and Experience
Date Completed: ____________
	Examples sources of evidence – also refer to documents in Section 5

	· Pupil records – academic and pastoral

· Work produced by your pupils

· Records of activities undertaken by pupils which you have organised, contributed to or participated in

· Records of contact with pupils/staff/parents/wider school community

· Records of tasks undertaken e.g. job sheets, cover list, staff rota

· Plans – produce, contribute or implement
	· Input to school policies

· Input to training

· Administrative records e.g. finance, resources, personnel

· Minutes of or notes from meetings

· Resources produced for pupils/staff/parents/ governors/wider school community
· Information produced for pupils/staff/parents/ governors/wider school community
	· Project work

· Evidence of links with external agencies
· Qualifications and certificates

· Records of courses attended or training undertaken

· Membership of professional association

· Membership of working party, network learning community, multi-agency group, collaborative or cluster group


	MY CURRENT STRENGTHS 
	What evidence do I have to support this?

	Knowledge


	

	Skills


	

	Experience


	


	AREAS FOR IMPROVEMENT
This area is currently limited 
	How can I improve my knowledge skills and/or experience? How I will develop and/or enhance it?

	Knowledge


	

	Skills

	

	Experience

	


	AREA IN WHICH I NEED TO GAIN KNOWLEDGE, SKILLS AND/OR EXPERIENCE. 
I do not currently have this  
	How can I develop the knowledge, skills and/or experience? 
How I will achieve this?

	Knowledge


	

	Skills

	

	Experience

	


SECTION 3

LOOKING FORWARD: CAREER DEVELOPMENT 
Career Paths

· Where am I now in my career?

· Where am I heading next?

· Where do I see myself in 5 years from now?

Refer to the Continuous Professional Development Framework for School Staff

· Teachers

· Classroom based support staff

· Non class room based support staff

You should update these forms on an annual basis, prior to your Annual Performance Management Review.

Looking Forward- Career Development


Date completed: _________________
	Where Do I See Myself Going?


	What Do I Need To Do To Get There?

What are the gaps?
	What Support Do I Need?

Where will I find it?

	Short term: 1-2 years 


	Short term


	

	Medium term 2-4years


	Medium term


	

	Long term 4-5yrs


	Long term


	

	
	
	


SECTION 4

PERFORMANCE MANAGEMENT REVIEW

Use this section to file documents arising from the Performance Management process in your school.

You could include:

· your Performance Management Objectives
· copies of feedback you have received

· a record of the impact of any professional development you have undertaken 

(Use Training & Evaluation Record sheets)

· copies of previous Personal Statements 












Date objectives set:
PERFORMANCE MANAGEMENT REVIEW




Date of interim meeting:














Date of review meeting:


	
	Agreed monitoring process
	Monitoring
	Annual Review

	Performance Management Objective


	· 
	· 
	· 

	Learning and Development Needs


	· 
	· 
	· 


Name of staff member:

Post:


Signature:  _____________________________________
Name of line manager:

Post:
Signature:  ____________________________________

SECTION 5
APPENDICES

Use this section to file any additional information that might be useful in recording your professional development:

· Copy of current job description
· Copy of up to date Curriculum Vitae

· Copies of certificates and qualifications

· Copies of previous application forms
· Character references or open references given by previous/current employers
· Letters from parents

· Copies of, for example, emails/letters complementing you on  the service you have provided
· Relevant competency standards

· CPD Framework of Opportunities
· Performance Management Framework
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