
CHS Professional Development Policy 
 
Rationale 
Coburg High School’s approach to school-based professional learning underpins a shared vision and 
ownership of school values and educational beliefs of our teaching practice, behaviours, approaches 
and decisions. All staff are expected to undertake ongoing professional learning through the 
Professional Learning Community program, in addition to other internal and external professional 
development opportunities that may arise. All staff are expected to draw clear links and evidence from 
the professional development they undertake to their annual Performance and Development Plans. 
 
Purpose 
Our purpose is to continually build the capacity of teachers to use high-impact teaching strategies to 
ensure effective curriculum planning, teaching and assessment in a collaborative learning space. 
Professional development at CHS extends to build excellence in teacher practice through a strong 
Professional Learning Community (PLC) that uses mentoring, research, teacher observations and 
feedback for ongoing improvement. Internal and external professional development is encouraged for 
all CHS staff to extend their expertise in curriculum knowledge and effective classroom practice to 
support continued innovation that is responsive to our changing demographic.  
 
The following principles are used to ensure that effective professional learning at CHS is: 

- focused on improving student outcomes 
- embedded in the everyday practice of all teaching and non-teaching staff 
- informed by the best available educational and psychological research, evidence and data 
- collaborative, involving reflection and feedback for improvement 
- ongoing, and entails individual and collective responsibility 

 
The types of professional learning include: 

- PLC teams through the action research inquiry cycle 
- Internal and external workshops, seminars, webinars and specialised presentations 
- Induction and mentoring 
- Reciprocal lesson observations - formal (through pairing) and informal (through team-teaching) 

 
Process for applying for Professional Development 
There are a number of administrative steps that you must follow in order to participate in both internal 
and external PD that occur during school hours. It is vital that the Operations Committee have 
sufficient time to approve requested PDs, and therefore all requests will need to be submitted on 
Compass no later than 3 weeks prior to the PD occurring. Requests that do not follow the timeline or 
steps involved may be refused. The Operations Committee will endeavour to meet PD requests; 
however, approval will depend largely on equity of a variety of staff from all Learning Areas accessing 
PD and the relevance to the school’s priorities and goals for a particular year. 
Please ask for assistance if you do not understand the process. 
 
 
 
 



HOW DO I APPLY & REGISTER FOR PD 
- Purchase orders and applications for PD must be completed on Compass. 
- PD requests need to be made at least three weeks prior to the start of the PD session 
- DO NOT register for events with external PD providers without first receiving 

confirmation/approval for the requested PD (In 2018, Operations Committee meet every 
Thursday morning). 

- Please Note: If there are multiple staff members requesting the same external PD, EACH staff 
member must request the PD individually, otherwise it will not show up on individual staff 
dashboards on Compass. 

- Please ensure that you complete all of the following steps on Compass: 
 
STEP 1 

- Discuss any PD opportunities with your Learning Area Leader, Student Support Leader or ES 
Support Staff Leader to ensure relevance and suitability, and gain their approval. 

- Check the school Google calendar to ensure there is no significant clashes. 
 

STEP 2 - Complete a Purchase Order on Compass for any external PD that has a cost. (This 
step can be skipped if there is no associated cost to the PD requested). 
 
❖ Move your cursor on the top toolbar to the Organisation tab, then click on Financial 

Management 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



Once you hit 
save, a 
Purchase order 
will generate 
i.e ‘P005587’ 
you will need to 
record this 
number when 
submitting your 
PD request. 
Once finished 
you can hit 
‘Submit for 
Approval’ 
 

STEP 3 - Select ‘Create New Purchase Order’ and under Order Details enter information 
including LAL approval and what the PD is related to, and the date of the PD in the ‘Notes’ section.  
‘Add a New line’ to identify the description of the PD. Ensure you select ‘7010 - Professional 
Development’ as the sub-program and ‘86910 - Conferences, Courses and Seminars’ as the 
account. List the cost of the PD in ‘Unit Cost’ and ensure you press ‘Update’ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 4 - Move your cursor on the top toolbar 
to the Organisation tab, then click on 
Professional Development tab. 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 5 - Click on    
‘Create New PD Activity’ and 
select either ‘External 
Professional Development’ or 
‘Internal Professional 
Development’.  
 
 
 
 
 
 
 
 
 
Click on ‘Select Template’. 
 
 
 
 
 
 
 
 
 



In this section 
you will include 
the purchase 
order number 
you have 
generated. 
Ensure you list 
the cost of the 
PD and CRT 
periods that 
require cover. 
Add at least 
one 
instructional 
model 
descriptor. The 
description 
should have 
details 
regarding LAL 
approval and 
description of 
the PD focus. 

STEP 6 - Complete the information for all sections under ‘Details’ as well as ‘Staffing’. 

 
 

Once completed click ‘Create PD Activity’.  
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 7 - Once you have clicked on ‘Create PD Activity’, you will then be returned to the ‘My 
Professional Development’ dashboard, where you will need to click on the PD (draft format) and 
click ‘submit for approval’.  

 
Please note: If this step is not completed, the PD request will stay in draft form, and 
Operations Committee are unable to see your request. The three week timeline applies from 
Step 7. 
 

STEP 8 - Once the PD request has been processed and approved, it will appear on your 
Compass Dashboard under the section ‘Looking ahead’. You will now need to complete your own 
registration through the PD provider, ensuring you provide the purchase order number you 
generated. You should receive confirmation from the PD provider and any invoices sent to you should 
be forwarded to Iona in accounts. 
 
If you have any concerns please speak to Belinda. 


