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CPD coordinator/leader: towards a job description 

CPD coordinators/leaders may perform the following tasks: 

· Collate professional development needs arising from the performance management cycle and offer advice and guidance on suitable opportunities 

· Design and coordinate a professional development plan based on school and staff needs, including receiving individual professional development plans 

· Use questionnaires/surveys/discussions, in consultation with the headteacher and as part of school self-evaluation, to contribute to the further identification/analysis of training needs. 

· Maintain information on the range of opportunities for professional development available locally and further afield e.g. the LA’s programme, Devon Curriculum Services, Plymouth and Exeter Universities

· Make this available to staff to support them in taking responsibility for their own professional development 

· Plan/coordinate opportunities for professional development to be provided within school and ensure that suitable expertise is available

· Coordinate and record the evaluation of the effectiveness of professional development undertaken by staff and use information gained to guide future planning. 

· Coordinate and record evaluation of the impact of professional development, after a suitable interval to enable staff to implement ideas/approaches, and analyse the results, feeding these in to school self-evaluation procedures and improvement planning

· In consultation with the headteacher, provide advice on career development for staff 

· Manage a professional development budget

· Provide support for colleagues undertaking accredited professional development / action research etc., monitor progress and know where to go to seek further support if needed
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