Cross Gates & District Good Neighbours’ Scheme CIO
Working with and for older people

Training Policy
1. Purpose and Scope

Cross Gates & District Good Neighbours’ Scheme CIO (CDGNS) recognises that employees, volunteers and Trustees are our most important asset and so we are committed to their continuous improvement through training and development.

In order to ensure that everyone is able to contribute effectively to the success of the Scheme, we will encourage the development of skills and abilities to enable everyone to achieve their potential.

2. General Principles
This Policy offers a framework for training and development for staff and volunteers of the Scheme and aims to ensure we meet our legal obligations and additional needs with regards to employees, volunteers and Trustees’ learning and development.

Types of learning and development may include:

· Skills based courses organised externally e.g. wheelchair handling, Minibus Driver Awareness Scheme (MiDAS).
· Knowledge based training e.g. nutritional care, financial abuse and exploitation, dementia awareness.
· Training to encourage personal development which will enhance your work e.g. confidence building, time management skills, presentation skills.
· Internal training for the whole team e.g. First Aid.
· Peer training within the Scheme.
· Attendance at relevant conferences and seminars.
Our Staff and Volunteer Development Policy is to:

· Ensure all employees, volunteers and Trustees are effectively introduced to the Scheme through a process of induction and mentoring.
· Ensure all employees, volunteers and Trustees have the knowledge and skills to perform their role effectively.
· Encourage all employees, volunteers and Trustees to take responsibility for their own learning and development.
· Equip managers with the skills to lead, develop and coach staff and volunteers to improve individual, team and organisational performance.
· Ensure that staff and volunteer development needs are identified, prioritised, fulfilled and evaluated through a systematic approach.
In order to achieve these objectives, we will:

· Ensure that each project includes in its budget sufficient funding for training for all employees, volunteers and Trustees.
· Enable all employees, volunteers and Trustees to attend training relevant to their role, subject to time and funding constraints.
· Ensure that all employees, volunteers and Trustees regularly review their training and personal development needs through supervision and appraisals.
· Ensure that employees, volunteers and Trustees who have attended training courses complete a Learning and Development Feedback Form to inform others of the content of the training and identify ways in which lessons learned could be put into practice.
3. Procedure
· Learning and development needs will be identified during regular one to ones, annual appraisals and project specific planning sessions.
· These needs will be agreed with the Manager or Trustees of CDGNS and the required outcomes identified.
· The Transport and Training Coordinator will source an appropriate supplier and arrange the training at a mutually convenient time and place and within budget.
· Following the training the delegate will complete a Feedback Form and their line manager will check the agreed outcomes have been meet. Attendance at any learning will be recorded on the learner’s training record on the Scheme’s database, including any certificate of completion, which will be scanned in.
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