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The Development Fund Ltd. 
 
 
 
 
Process for professional development of employees 
 
Introduction 

The Development Fund Ltd. views professional competence and continuing 
professional development as one of the most critical factors for the success and 
sustainability of our business. The calibre of our staff has a fundamental impact on our 
reputation and credibility with customers. 

As specialists in the provision of apprenticeships for the passenger transport industry 
many of our staff have been recruited from the sector. We make direct approaches to 
leading passenger transport companies such as Arriva plc, Virgin Trains, Northern 
Rail, East Midlands Trains, First Group plc, Stagecoach, Transport for London (TfL), 
to source trainers and other employees who support our apprenticeship delivery. In 
particular the union, Unite, are helpful in supporting us find high calibre apprentice 
trainers. Having incorporated back in September 2010 we have a long-established 
and extensive network of associates whom we can call upon as we scale up our 
apprenticeship business pending re-approval as a main provider on the Register of 
Approved Training Providers (RoATP). 

Our process for professional development begins right from the start of our recruitment 
process. We seek to recruit staff who are motivated by an organisational culture where 
learning is embraced by all and who will make learning an essential part of their 
professional life. The process for professional development is aligned with our 
recruitment and selection policy and procedure, which aims to ensure we recruit using 
best HR practice to ensure we have a diverse workforce that is reflective of the 
communities in which we deliver training.  

Our process for professional development also links to our appraisal process which 
provides a framework for clear and consistent assessment of overall performance of 
staff and for supporting and developing their needs within the organisation’s quality 
improvement plan and their own professional needs. (See Appraisal Policy/Procedure 
V2 April 2018). 
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Purpose of the process for professional development of employees 

The purpose of this process is to enable The Development Fund Ltd. to manage and 
plan the professional development of each member of the apprenticeship delivery 
team. The purpose of this process is to demonstrate how we will:  

• Actively improve employees’ sector knowledge, skills and performance  
• Actively improve employees’ teaching and training knowledge, skills and 

performance  
• Make learning an essential part of their professional life  
• Ensure employees learning objectives are focussed on them as individuals and 

meet our customers’ and organisational needs. 
 

The aim of the process of professional development is to ensure that we: 

• Inspire and motivate employees and associates to share a passion for learning 
amongst their colleagues and the apprentices 

• Improve the professional practice of delivery teams which will, in turn, improve 
outcomes for apprentices 

• Improve performance standards within the organisation, while at the same time 
develop individuals to reach their full potential. 

 

The process: 

1. Upon selection to join The Development Fund apprenticeship delivery team the 
apprentice trainer will be issued with a secure log in and access to their CPD log 
within the Performance Development Review site. New staff are issued with a 
handbook that iterates their responsibilities and provides information on the 
Standards that they will be delivering. 

 
2. Induct the new apprentice delivery team member in accordance with the 

Apprentice Trainer Induction checklist, (to cover probationary period). An early 
meeting with the Quality Manager, Sally Smith to discuss competency 
requirements is built into their induction process. 
 

3. Set professional development objectives that are rigorous, challenging, 
achievable, time-bound, fair and equitable in relation to staff with similar 
role/responsibilities and experience. 
 

4. Undertake an initial review of their sector knowledge, skills and performance, and 
where gaps are identified that relate to the apprenticeship Standards in our 
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portfolio, plan actions to meet the need. Methods might include, mentoring, 
shadowing, 360 peer review, online course, attending external and internal training 
courses or trade conferences. 

 
5. Monitor performance using key performance indicators (KPIs). We do this through 

observations of teaching and learning (OTLs), learner surveys and other 
performance indicators such as timely completion of documentation (e.g. 
apprentice progress review meeting reports), feedback from employers and 
apprentices on the quality of delivery; both in terms of content and professional 
competence and also their delivery style and techniques applied. 

 
6. Evaluate ongoing competency during management meetings and annual individual 

appraisals (Performance Development Reviews) to identify any requirements 
taking into account business needs and demand for the different Standards we 
offer. 
 

7. Record development needs on the staff members’ Performance Development 
Review and discuss with them. 

 
8. Manage any identified opportunities for improvement as specified in the 

Continuous Improvement Plan and/or Quality Improvement Action Plan (QIAP). 
 

9. Review development outcomes with the staff member before updating their 
Performance Development Review Form and checking the maintenance of their 
CPD log. 

 
Monitoring and Evaluation 

The Operations Director will compile a report for the senior management team. The 
report will not contain any information which could enable an individual to be identified.  

The report will include: 

• Quantitative data around KPI achievements for professional development (e.g. 
the number of OTLs carried out, the number of apprentice trainers achieving 
professional teaching and learning qualifications, timely completion of 
appraisals, use of and completeness of CPD logs) 

• The operation and effectiveness of the process for professional development 
alongside our performance appraisal process 

• Any outstanding staff training and development needs, related to the Standards 
and demands of the business and planning for future recruitment needs 

• Any proposed changes required to feed into the continuous improvement plan 
and Quality Improvement Action Plan (QIAP) to the appraisal process. 
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Responsibility 

Responsibility for the process for professional development of our employees’ rests 
with the Quality Manager, Sally Smith. Oversight is provided by the Operations 
Director. 

 

Review 

This process is reviewed annually by the Managing Director and senior management 
team. 

 


