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Introduction
1. The [insert name of organisation] recognises that the organisation’s operational success is based largely on the contribution, commitment and achievement of its staff/volunteers.  The [organisation] is committed to ensuring that all staff have access to appropriate training and development opportunities which will allow them to acquire and develop knowledge and skills, and to the continuous development of the skills, abilities, and knowledge of all employees/volunteers. The [organisation] recognises that effective staff/volunteer development is not only vital to meeting future goals and ambitions, but is also essential in harnessing the full potential of all employees/volunteers.

Scope
2. This policy and procedure applies to all employees/volunteers of [organisation name]. Employees/volunteers on a fixed-term contract or who have not yet completed their probationary period may be offered training at their line manager’s/[the appropriate person’s] discretion.

Principles
3. The main aims of this policy are to:
· Equip employees/volunteers with the appropriate skills and knowledge to carry out their role within the [organisation]
· Ensure that employees/volunteers are supported and able to meet the changing demands of the Church of England and their work so that [the organisation] achieves its strategic objectives;
· Facilitate employees’/volunteers’ personal development and wellbeing by assisting them with broadening, deepening, and thereby enhancing their existing skill base;
· Enable employees/volunteers to assess their own training and development needs, as well as enabling managers to assess the needs of their team members, ensuring that employees/volunteers are able to request training, allowing them to aspire to other opportunities and career advancement if they so wish;
· Provide a working environment where continuous learning and development takes place to help employees/volunteers in their roles, increase motivation, enhance retention, and promote wellbeing; and
· Strengthen the ethos of the organisation 

Types of training and development
4. Training and development can be defined as any activity designed to help individuals become more effective at their work by improving, updating or refining their knowledge and skills.  The training may be centred around what they need to do to undertake their role effectively or how they behave as an individual whilst working for the organisation. For the purpose of this policy, training and development will be divided into three categories. 

5. This encompasses the training of both individuals and groups of employees/volunteers, and includes but is not limited to the following list:
· Formal training – an organised event, session or study programme:
· Internal or external training sessions led by a trainer; 
· Training programmes or courses involving a series of sessions;
· Workshops;
· Lectures and seminars;
· Formal study – attending a course and/or completing qualifications relevant to the job role;
· Working towards and completing qualifications; and
· Apprenticeships completed in conjunction with a training college or independent body.

6. Workplace learning – often incorporated into carrying out the employee’s/volunteers role, or as part of addressing performance management:
· On-the-job training – when a new employee/volunteer, or an employee/volunteer taking on new responsibilities, learns by doing their job role;
· Coaching – this is usually a one-to-one approach to promote learning and the development of skills and knowledge in light of performance management;
· Job shadowing – an employee/volunteer observes the work of a more experienced colleague. This can be combined with coaching so that the trainee can reflect and learn from the experience;
· Mentoring – using specially selected and trained individuals as mentors to provide guidance and continuing support to an allocated employee/volunteer or employees/volunteers; and
· Attending meetings, conferences and seminars outside of an employee’s day-to-day workload – subject to approval from the line manager or a senior manager.

7. Individual learning – learning which an employee/volunteer can carry out individually:
· Utilising any relevant resources which are offered within the organisation such as e-learning opportunities and online resources. 

Statutory and Mandatory Training – this will be specific to the organisation
8. There is a baseline of training and development which all employees must undergo:
· Induction – all new employees complete an induction programme provided and organised by xxxx;
· Health and Safety, Equality and Diversity and GDPR – all employees receive general Health and Safety and GDPR training, and, where applicable, job-specific training. Further training is provided for fire wardens, first aiders, and health and safety coordinators;
· Other mandatory courses – new starters may be asked to complete any other mandatory online training as part of their induction programme.
· Safeguarding – all new employees are required to complete a basic online Safeguarding course;
· IT and other role-specific skills – the organisation is committed to ensuring that all office-based employees have competent grounding in the use of IT in the wider context of their professional roles. Employees are encouraged to become familiar with the internet, email, other electronic facilities, and computer software packages at their disposal. Relevant initial information and training will be provided on commencement of the role and when any technological changes occur; and
· Line managers – line managers are required to complete a line management eLearning course on commencement in their role.[delete if not applicable]

Responsibilities
9. Employees:
· To attend all mandatory training sessions – failure to attend any training programmes or courses paid for by the organisation means that the full cost must be covered by the employee. If an employee is unable to attend an event or cancels training, xxxx must be informed and the employee must shoulder any cancellation fees. If the employee is ill and cannot attend, this may be partially/fully waivered at the discretion of xxxx; 
· To take responsibility of making the most of available learning opportunities, such as invitations to training events or programmes strongly encouraged by managers, or offers of performance development;
· To inform their manager or xxxx of any training or development needs identified;
· To keep abreast of developments within their own area of expertise, as training and development is a continuous process within the organisation; and
· To take ownership and responsibility for their personal development in relation to their work, within the framework of support provided by the organisation. This includes analysing their own skills, aptitudes and potential development needs, as well as having a positive attitude and proactive approach to development.[delete if not applicable]

10. Line managers:
· To evaluate and identify any learning needs in employees/volunteers within their team, and to take action accordingly;
· To ensure that all learning needs highlighted by an employee/volunteer are met or addressed;
· To provide opportunities for an employee/volunteer to discuss learning needs, such as during appraisal reviews and regular one-to-ones, and to use such opportunities for ongoing goal-setting in a performance management context;
· To monitor and evaluate the effectiveness of learning for staff members who have undergone training and development; and
· To actively encourage training and development as a means of enabling the organisation’s strategic goals to be met, and to ensure that resources are made available for this purpose.

11. The PCC:
· To assess training needs within the organisation, in conjunction with senior managers;
· To receive training requests from employees and managers;
· To evaluate training requests based on the criteria identified later in this policy and decide if or how to implement the requests, in conjunction with the relevant managers;
· To put in place any formal learning opportunities required, such as organising the delivery of internal or external training sessions, enrolling employees in training programmes, or sourcing/producing development resources such as information packs;
· To ensure that any relevant learning resources are easily accessible to employees;
· To ensure that the organisation covers the costs of training sessions and learning resources where appropriate;
· To make employees and line managers aware of the procedure for requesting training and of their responsibilities;
· To maintain centralised training budgets and schedules;
· To maintain records with regard to the training and development of employees;
· To give feedback to providers on training effectiveness to improve development solutions; and
· To actively encourage training and development as a means of enabling the organisation’s strategic goals to be met, and to ensure that resources are made available for this purpose.

Procedure for employees/volunteers accessing training and development opportunities
12. Workplace learning:
· A one-to-one with the line manager or a member of xxxx should be arranged to discuss learning needs and how development could be achieved for the individual employee, or the wider team. Individual training needs can also be discussed as part of the PDP section of the annual appraisal process, which provides an opportunity to discuss employee development over the coming year. Specific methods of learning and development within a given role must be negotiated between the employee and the line manager, depending on what suits the team and the individual needs of the employee.

13. Formal training:
· For formal training which an employee or group of employees deem relevant to them, which is not already being offered within xxxx, a training request form should be completed and sent to xxxx, who will then consult with the relevant manager.
· If the training request is accepted, a learning agreement may be drawn up, which will be considered a formal contract. The necessity of such an agreement will be dependent on the type of training being undertaken and the involvement of any outside parties. Failure on either side to uphold the terms of such an agreement will be considered a breach of contract and may incur costs. 
· Covering expenses such as for transportation and accommodation is left to the discretion of xxxx, terms of which will be laid out in any learning agreements or contractual documents between the employee and the organisation.
· The employee may need to sit an examination at the end of a training programme, the results of which must be submitted to xxxx. If the employee fails the examination, they must re-sit it at their own expense.

Conditions to requests being met
14. xxxx and the relevant line manager will evaluate any training requests received from employees before rejecting or accepting a training request. Decisions on training requests will be carried out with certain factors in mind, including but not limited to the below list:
· The relevance to the employee’s job role and the organisation’s goals and values;
· Financial costs, which must fall within the annual training budget;
· Hidden costs – including, for example, the amount of work time required to complete the development activity;
· Any additional cover required within the employee’s team and the impact on colleagues;
· The amount of development support that it is reasonable for any one member of staff to undertake in a given period; and
· Parity with similar applications.

Recording and monitoring learning
15. xxxx is responsible for ensuring that a central record of employee training and development is created and maintained, and that all learning and development activities are monitored and evaluated in terms of suitability, effectiveness and value for money.

16. Line managers must update xxxx regularly with regard to any training activities that their team members have participated in during the previous month.

17. All training attended will be recorded along with costs, including travel and other expenses.

Evaluation
18. When training and development have been completed for an individual or for a group of employees, it will be evaluated, and feedback will be reported, in a number of ways:
· Employees may be asked to complete an assessment at the end of a training course and submit results to xxxx;
· Attendees of an event may be asked to complete a feedback form, usually anonymised, which will be returned to the trainer or xxxx;
· xxxx is responsible for analysing training and development evaluation forms and feedback provided with regard to the effectiveness of the training and development activity and, where necessary, take follow-up action. The evaluation data will inform future provision with regard to advising employees on training and development solutions;
· Before the training event, and where appropriate, it is recommended that a number of success criteria be identified by the line manager and employee. This is helpful when rating the effectiveness of the training event after it has taken place; and
· Line managers are responsible for reporting on the effectiveness of any staff development programmes to xxxx.
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