Sandwell Women’s Aid


SANDWELL WOMEN’S AID
Training & Development Policy
This policy relates to all women who work for Sandwell Women’s Aid (SWA).  It should be read in conjunction with SWA’s Equal Opportunities Employment Policy, Terms & Conditions of Employment and Aims & Objectives.

Definitions

Training – activities to increase or change an individual’s knowledge, skill or attitude in order to improve work or activity performance.

Development – activities to increase or change an individual’s knowledge, skill, experience and attitude in preparation for doing a different activity.

1
Objective
To ensure that at all times SWA has resources of people with the necessary knowledge, skills, experience and attitude to achieve the organisation’s present and future objectives.  This will not only enhance their contribution to future success, but also enable workers to realise their full potential and so achieve maximum job satisfaction.

This statement is elaborated in the Appendix.

2
Aims
i)
To provide high standards of working conditions, job security and financial rewards for workers in return for the achievement of high performance standards by them.

ii)
To provide opportunities for training and development so that those high performance standards can be achieved.

iii)
To create a heightened expectation of all workers’ abilities and potential in themselves.

iv)
To identify and develop human potential at work, regardless of where it is found.

v)
To encourage workers to develop themselves and to assist with that process where it also benefits SWA.

vi)
To control workers’ progress only by their ability and performance not by prejudice or stereotyping.

vii)
To respect local traditions, culture and practices, and not seek to influence workers in their personal lives.


3
Responsibility for individuals working for SWA
The primary responsibility for training and developing individuals rests with their supervisors.  Supervisors must therefore make a regular and careful appraisal of the performance of each worker reporting to her to identify:

i)
Their strengths, weaknesses and potential.

ii)
Their hopes and aspirations for future career development.

iii)
Changes in work content or learning opportunities which would improve performance or develop potential.

iv)
Opportunities for coaching by skilled individuals to achieve these aims.

v)
Formal training or learning opportunities which will help to improve performance in work activity or when a worker is ready to take on broader and more responsible activities.

vi)
Training and development related to SWA’s activities specifically wanted by a worker, which can be met by self help, reading, studying assignments, etc, or by individual coaching.

4
Coordination 

To ensure that correct priorities are given to training and development activities, and that the best possible use is made of available resources, an annual training plan for workers will be produced.  This will help identify training and development needs, consider how best they can be met and facilitate the delivery of learning opportunities.  Appropriate records will be kept.

5
Implementation
Before planning training and development activities, the responsible supervisor must be sure that a need has been accurately identified, that the time is right and the selected method is appropriate.  This should be agreed with the worker concerned.

After the event/activity the supervisor should discuss the outcome to establish what has been gained, and then create opportunities for new knowledge and skills to be used and disseminated, checking on results from time to time.

6
Evaluation
The supervisor and worker should evaluate the effectiveness of each event/activity as soon as possible afterwards, to assess its usefulness/appropriateness to the individual and the organisation.  Consideration should also be given as to how it was executed and its effectiveness, and whether it would be useful for other staff members to undertake.

7
New people to SWA
Success in work based activities can often be influenced by the impression given to workers during the first few weeks of joining the organisation.  Good and comprehensive induction orientation to SWA and its activities are therefore important.

Suitable induction programmes will be produced for all new workers.  Similar programmes may also be needed when existing staff make changes in their work activities.

8
Commitment
Successful training and development requires dedication to its achievement from all concerned.  It will always be easy to find short term excuses to avoid action, but this is damaging to the success of SWA and to the job satisfaction of workers in the long term.

Appropriate commitment will be encouraged from everyone.  Once a period of training has been arranged for a worker away from the workplace, she may be withdrawn only in the most exceptional circumstances.

Training alone does not make a person competent in any job which comes from practice and experience.  Achievements will be governed by satisfactory performance and the achievement of objectives, not by qualifications and other theoretical considerations.

9
Priorities
Implementation of this policy must take account of the cost of training and development opportunities and of the ability to release workers from their day to day responsibilities.  It is possible that in any year more training needs may be identified than can be fulfilled immediately for these reasons.

Priorities will be decided primarily though not exclusively on the basis of the benefit they will bring to SWA.

10
Budgets
The annual training plans will include a training budget for approval by the Board.  This will include some allowance for meeting training needs arising during the year, as well as those identified in the annual planning exercise.

Appendix

Objectives of the Training and Development Policy

1 Overall

To ensure that at all times SWA has resources of people with the necessary knowledge, skills, experience and attitude to achieve present and future objectives.

2
Sub objectives
It is recognised that any organisation comprises two parts.  One is the organisation and the other is the individual employed to achieve the organisation’s objectives.  The best results will be achieved when there is close accord between the needs of the organisation and those of the individual.

There are therefore two sets of sub objectives:

For the organisation

· to improve the effectiveness and performance of workers who provide services to SWA;

· to generate the development of appropriate attitudes;

· to reduce costs related to personnel and to the resources which they operate;

· to raise the general level of skills, motivation and understanding of workers;

· to give the best possible service to SWA’s client group;

· to have versatile training and learning opportunities which will meet the requirements of SWA’s growth;

· to create a reservoir of in-depth capabilities and knowledge for as yet undetermined activities which will require a widened perspective and more responsibility;

· to shape the future of SWA.

For the individual

· to improve and develop skills, aptitudes, attitudes and knowledge;
· to realise the optimum potential of workers;
· to contribute fully in their present role and equip themselves for future activities;
· to find enrichment in work activities;
· to realise motivation and job satisfaction;
· to achieve increase in status, recognition, security and opportunities.
3
Characteristics of effective training to meet objectives

In order to be effective, therefore, training and development must meet the following criteria:

· to have the effective support and participation of management;

· to conform to SWA’s short and long term plans and goals;

· to take notice of individual needs and aspirations;

· to have benefits in the broadest sense for workers;

· to be subject to feedback, scrutiny and measurement to ensure that SWA achieves its purpose.
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