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Employee Continuous Professional Development Policy 
 

Introduction 
 

HTP Apprenticeship College (HTP) is committed to the development of all staff 
through a programme of continuous professional development. HTP’s CPD 
programme forms an integral part of HTP’s strategy to provide high-quality 
training which meets the needs of learners and employers in dynamic, 
demanding business environments. 

 
All staff are encouraged to complete learning and development to enhance their 
performance and job satisfaction and commit to completing CPD activities as 
required by the organisation as part of their Contract of Employment. 

 
Aim 

 
To engage staff in inspiring, relevant professional development activities which 
enable them to gain knowledge, skills, values, ethics and attitudes relevant to 
their work role and individual needs and aspirations. 

 
Leadership of Staff Development 

 

All staff are required to complete continuous professional development 
appropriate to their personal development. Directors oversee the planning and 
evaluation of HTP’s CPD provision. The content of the CPD programme is 
informed by: 

 

• labour market information 

• strategic objectives and performance targets 

• succession planning, promotion and recruitment policies 

• performance management data 

• individual career development and support needs 

• sector changes, including Government strategies and funding 

 
Identification of CPD requirements 

 
Initial Training 

 

On commencement of employment, all staff complete initial training, which is part 
of HTP’s induction process, during their probation period. The diagram below 
illustrates how the training needs of new staff members are identified: 
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Figure 1 

 
 

Individual development plans include generic training activities, for example 
,Safeguarding and Prevent, as well as role specific training. 

 
Line Managers conduct 1 to 1 meetings throughout the probation period to 
monitor progress and ensure development needs are met. A formal appraisal is 
held on completion of the probation period when further short, medium and long 
term CPD objectives and the training plan are agreed. 

 
Ongoing Continuous Development 

 

Following the end of probation staff continue to complete regular 1 to 1 
meetings and annual appraisals with their Line Manager when progress, 
performance and additional training/support needs are identified. 

 
In addition, Directors and Senior Managers continuously monitor operational 
performance and external labour market Information (LMI) to inform the Staff 
Development programme as illustrated in the following diagram: 

 
Coaching and Mentoring 

 

In addition to Line Manager Support a team of Senior Apprenticeship Coaches, 
Tutor/Trainers and Managers, including accredited coaches, provide one to one 
coaching and mentoring support for those in a training delivery role. 
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Figure 2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Roles and Responsibilities 
 

Directors will: 

• oversee initial and ongoing development programmes to enable staff in all 

roles to gain job relevant skills, knowledge and behaviours; 

• agree initial and ongoing staff Development Plans; 

• monitor the effectiveness of training in relation to organisational objectives, 

performance targets and role related competencies; 

• agree individual additional support in relation to emerging needs. 

Support Managers will: 

• monitor achievement against performance management targets and role 

specific competency requirements 

• identify/agree support for emerging training needs 

• provide ongoing training and support in line with identified training needs 

• provide performance feedback to Directors 

Individual Staff will: 

• participate in training and support activities in accordance with agreed 

Development Plan; 

• reflect, record and provide feedback to Line Manager on training; 

• discuss progress and emerging training and support needs with Line/Support 

Managers. 

Role Specific CPD Programmes 

All staff complete a mandatory HTP Role Specific CPD Programme which is 
reviewed annually. 
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Repayment of Training Costs 

Should a staff member leave the Company within one year of starting or 
completing a course of study, they will be expected to return the costs incurred by 
HTP at the discretion of the Chief Executive and Founder, as explained in the 
written statement of employment. HTP will deduct any outstanding amounts due 
under this agreement from salary/wages or other payments due upon termination 
of employment. 


