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   Essential Knowledge


DRAFT TRAINING AND DEVELOPMENT POLICY 

Introduction

We are fully committed to developing all staff on a fair and equal basis.  All staff are encouraged to improve their own and, where appropriate, the performance of other members of staff.

We will plan on an annual basis how the development needs of staff will be met and will identify appropriate resources for this purpose.  In doing so, the company will recognise and take account of the needs of different groups to promote equality of opportunity.

Training Priorities

Training will be linked to company goals and targets.  We will review training plans and objectives as part of the planning process and identify learning and development programmes and activities for individuals, teams and the whole organisation.

The goals and targets set during the staff appraisal process, along with relevant elements from each individual’s forward job plan, will inform the personal development planning process. Managers will seek to support the career aspirations of individual staff, particularly when these fit with the company's plans and objectives.

We will provide general induction training for all new staff to help them understand how their jobs relate to the company’s objectives and ensure that they understand their responsibilities.

Particular support will be provided for those staff commencing a career and those returning from career breaks, to help them attain suitable professional, technical or other relevant qualifications.

Support will also be provided to staff who are faced, now or in the foreseeable future, with new tasks or a new work environment, to help them deal with this change effectively.

At all times, staff will be encouraged to identify training and development opportunities to enhance standards of performance and to maintain their flexibility and potential.

Identifying Training Needs

Line managers and staff will work together to identify training needs on an annual basis.  This will usually take place during the annual staff appraisal.  

Training needs will be identified and prioritised according to the requirements of each job and each member of staff, together with the objectives of the company and the department or team to which the individual belongs.

We will seek to predict future areas of need and the associated knowledge and skills.  Training and development activities will reflect these needs.

As part of the annual planning cycle, line managers will prepare prioritised training plans and identify the resources needed to implement them.

Participation In Training

Within the framework of the annual training plan, line managers and staff will identify individual training and development opportunities, including on-the-job training, day release or evening classes, short courses, conferences, secondment, mentoring, job shadowing and job rotation.  

All training must be approved in advance by the line manager.  In considering each request, the manager will evaluate how relevant the proposed training is to the work of the member of staff and to company and team objectives.  The manager will also consider the cost and appropriateness of the training method for the staff member.

Once training has been approved, the member of staff will be expected to attend and participate fully.  The member of staff will also be expected to report on the effectiveness of training activities, share learning with other staff where appropriate, and put the new skills and knowledge gained through training and development activities into practice.

Evaluation And Records

After completing any kind of training and development activity, staff should record their attendance on their training record and complete a training evaluation form.  The evaluation will be used to assess the effectiveness of different types of activity and different suppliers.

The effectiveness of training and development in relation to performance will be discussed during the annual staff appraisal.
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