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Training and Development Policy 

TRAINING AND DEVELOPMENT POLICY

1.
INTRODUCTION:

Northumberland Community Development Company (hereafter referred to as “the organisation”) recognises that its employees are its most valuable resource.  The employees’ competence, commitment, and capacity to change are fundamental to the successful achievement of the organisation’s current and future goals.  The development and training of the organisation’s employees is a crucial element of the strategic plan, and will also contribute to the enhancement of the quality of service that we deliver to people within Northumberland.

It is the responsibility of supervisors and managers to ensure that training needs are identified and fulfilled.  This policy will help to ensure that supervisors and managers are able to meet this responsibility.  

2.
INDUCTION TRAINING:
The organisation undertakes that all new employees will undergo a formal induction programme when they first join the organisation.  This will involve a general introduction to the history and work of the organisation, with particular reference to the department or section that the employee has just joined.  Induction training will also provide training in connection with their own specific job responsibilities as contained within their job description and appropriate health and safety elements.  

Initial training will be reviewed at an agreed time after appointment to identify any areas where further training may be required.  Where appropriate, new employees may be assigned an informal mentor to assist in supporting their integration into their section or department.  

3.
TRAINING PLANS:
There are a number of reasons why employees may need training, e.g.:

· Statutory requirements, i.e. FSA training

· Necessary standards of competence

· Innovation and change

· Professional qualifications

Supervisors and managers will be responsible for ensuring that any individual training needs are identified and that this information is collated and communicated.  They will also be responsible for ensuring that they identify any training needs within their department or section as a whole.       

The organisation will ensure that, as part of its strategic plan, it will set annual priorities in terms of training needs, within its own budgetary restrictions.

Members of staff are encouraged to identify their own training and development needs and ensure that these needs are communicated to their supervisors or managers.

4.
IDENTIFYING TRAINING NEEDS:

a)
Individual appraisal:

The organisation recognises that, for this policy to be effective, everyone in a supervisory or management position must be held accountable for giving their staff constructive, honest and regular appraisals of their performance.  As part of this process, they will be able to identify training needs and develop plans for improvement, which take account both of the goals of the organisation, and the relevant aspirations of the employee.  

The organisation recognises that supervisors and managers will need training to be able to undertake this part of their role effectively, and we undertake to provide that training.

b)
Strategic plan:

The skills, knowledge and competencies that will be needed within the organisation for its future success and the achievement of its strategic plan will become naturally apparent as each year’s plan is drafted and developed.  When this plan is communicated within the organisation, it will fuel the process where performance objectives are agreed for each department or section and, ultimately, for each individual.  

The supervisor or manager will then be in a position to identify if there is a shortfall in the skills or knowledge needed within their section or department or if there is a need to develop competencies within the team or within individuals.  

c)
Achievement of objectives:

The organisation will have a number of key objectives that it will seek to achieve each year, and these objectives can only be achieved by harnessing the abilities and skills of everyone in the organisation.  We can also do it by releasing every individual’s potential and maximising their opportunities for development.  If individuals need to learn in order to help achieve our strategic objectives, then it is important that any training and developing in which we invest has a relationship to our objectives.  We can then demonstrate the contribution learning makes towards overall organisational success.

5.
FUNDING:

The organisation will fund the operation of this policy in the following way:

· The cost of any training and development carried out within the organisation will be centrally funded by a budget held by the Director, or from relevant project budgets.  

· All supervisors and managers will submit their recommendations for any proposed training and development for consideration and approval by the Director, before any financial commitment is made.  

· All such proposals need to outline the reasons for the recommendation and the anticipated results to be achieved.

6.
TYPES OF TRAINING AND DEVELOPMENT:

Training and development is not just attending training courses either internally or externally, there are many different ways of delivering training, which may include:

· On the job training

· Open learning materials

· Computer based packages

· Videos or CD-ROMs

· E-learning

· Reading 

· Undertaking research

· Practising skills

Development of an individual employee can also be achieved by participation in some of the following:

· Coaching

· Mentoring

· Work shadowing

· Projects and new tasks 

· Partnership deals and co-operation 

The organisation is prepared to consider any form of training and development that is appropriate, cost-effective and can deliver the right result to the organisation.

7.
LONG-TERM TRAINING/PROFESSIONAL QUALIFICATIONS: 

If it is considered appropriate to the long-term needs of the organisation, we will be prepared to assist in the funding of long-term periods of study to achieve relevant professional qualifications.  If we accept an employee into such a scheme the following rules would apply:

a)
General:

The organisation would be prepared to fund course fees and examinations fees as appropriate during the agreed period of study on the following conditions: 

b)
Time off for study:

The organisation will allow paid time off to attend an agreed course of study at the appropriate college or institute on the following conditions:

· You must attend all classes provided/available 

· If you are unable to attend for any reasons whatsoever you must advise both the college and ourselves (our normal rules on absence will apply)

· If you fail to attend at the college or institute and do not notify both them and us in the appropriate way, then you will jeopardise payment and you may render yourself liable to disciplinary action being taken against you.

c)
Funding: 

We will fund your course fees, examination costs and fees for membership of an appropriate professional organisation connected with this course of study

d)
Learning resources:

· We will purchase all learning materials necessary for your course of study

· These books will remain the property of the organisation and must be returned to us as you complete each module/year of study

· Payments will be refunded against itemised receipts for the purchase of the books

· We may as an alternative make you a grant towards the cost of your text books required for your course of study.

e)
Progress:

· You must sustain a reasonable rate of progress and achievement in your studies

· You must conform to learning provider rules on the submission of assignments etc

f)
Examinations:

· You must enter for examinations at the appropriate time during the course of study

· The organisation will pay your fees for each first sitting of an exam

· Should you fail an examination, you will be responsible for paying for any subsequent re-takes of the exam

g)
Study leave:

· The organisation will grant up to two weeks paid leave of absence for study leave prior to the first sitting of an exam

· If you have to re-take an examination you will be allowed up to two weeks unpaid leave of absence for study leave prior to the first re-sit of the exam 

· No further periods of study leave will be granted for subsequent re-takes (paid or unpaid)

h)
Lack of examination success:  

If any examinations are failed more than twice, then the organisation reserves the right to withdraw support for the course of study

   i)     Refund of costs:

Whilst the organisation is prepared to fund this course of study and qualification, it is obviously a big commitment from our available funds.      We, therefore, offer this support on the understanding that, in certain circumstances, we would require a refund of the costs of your course and examination fees (or total cost if you feel this is appropriate.  This would include the cost of paid time off to attend classes and cost of books etc)

If you leave our employ, either part way through your course of study, or within 
three months of completing it we would expect a full refund.
8.
ACCESS TO TRAINING AND DEVELOPMENT:

It is the stated intention of the organisation that consideration of access to any training and development will be open to all employees, and we will not discriminate on the grounds of age, gender, marital status, race, ethnic origin, colour, nationality, national origin, disability, sexual orientation, gender reassignment, religion, HIV status, unrelated criminal convictions or membership (or non-membership) of a trade union.  

9.
TRAINING RECORDS:

As the Director responsible for staff appraisal has responsibility for the central budget for training, a central record will be kept of all training and development activities that are undertaken.  This will be used both to monitor trends and also to inform future training plans and budgets.

Records of any training and development activity undertaken will also be recorded on the individual employee’s personal file in order that it becomes part of their record with the organisation.     

10.
EVALUATION AND MONITORING

The benefits of any training and development undertaken will be evaluated by each supervisor or manager within their own section or department.  Employees will be asked to provide formal or informal feedback on any internal or external courses or seminars they may have attended.  

Supervisors and managers will also evaluate the impact on individual’s performance as an indicator of the effectiveness of any training and development undertaken.  They will also evaluate the impact of any training on the organisation itself and whether it has been cost effective.  Details of these evaluations will be passed to the Director.    
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