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CAN’s Training and Development Policy
1. OVERVIEW
As a key element in our business planning process, we are committed to providing the training and education necessary to enable all our staff, trustees and volunteers to develop their knowledge, skills and abilities to ensure full competence in their roles, thereby contributing to our organisation’s effectiveness and success.
All training is provided to satisfy identified and clearly defined business-related needs of individuals and the organisation.

2. APPLICABILITY
This policy and plan applies to all CAN staff, trustees and volunteers.

3. Training Objectives

a. To provide induction training to new employees, trustees and volunteers;

b. To provide role-related skills training and supportive education;

c. To ensure that all training is supportive of the business planning process and strategic objectives and supportive of the ACRE Quality Standard. (change from “Investors in People”)

d. To establish and maintain a feedback and evaluation system which promotes and enhances employee skills and competence, which, in turn, support our business objectives.

4. NEEDS ASSESSMENT AND PLANNING

a. Line managers will determine the training requirements of each employee after initial consultation with the employee and reference to, where appropriate, job descriptions and requirements against the prescribed person specification.

b. Specific new needs and opportunities, arising from each year’s action plan, will be determined through supervision sessions and staff meetings.

c. Collective needs and opportunities arising from changes in legislation, new programme opportunities and new techniques will be identified through staff meetings.

d. The needs and opportunities for trustee support and development will be identified at committee meetings and CAN away days.

e. The resultant recommended training plans, whether for the whole organisation or for individuals, must be conducive to the requirements of the business planning process and business objectives of CAN and submitted to Director for approval.

f. Feedback and the effectiveness of training will be measured through the supervision and appraisal process for staff.

5. DELIVERY
We will meet the training and development needs of our people through a variety of methods, including:

a) Following the induction process for new staff

b) In-house provision

c) Focused discussions at staff and committee meetings

d) Attending externally-provided courses

e) Events organised jointly with our partners, such as the VCS Consortium and RuCANNE.

f) Through giving people new hands-on experience or work shadowing.

6 FINANCE

We make financial provision for training, both in our core budget and in the budgets of particular projects. This typically totals between £7k and £10k pa, but additional provision will be made to meet exceptional training opportunities (for example, for qualification-based courses) when the need arises.

Our approach to financing particular opportunities is as follows:

a) CAN will sponsor any individual on a course relevant to CAN and its work and approved by the Director. Day release facilities will only be provided in exceptional circumstances at the discretion of Director. 
b) However if the employee should leave the organisation’s employment during the period of the course or within six months of the completion of the course, then CAN reserves the right to reclaim any monies expended on the course.

c) Each request for external training, and its associated cost, will be reviewed individually in accordance with the Business Plan.

(Remove former section 7 Current Priorities and Opportunities)

7 REVIEW OF POLICY 

This policy and the related plan must be reviewed on an annual basis following the compilation of the new action plan and will also be reviewed in the summer after completion of the annual staff appraisals.
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