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  Training and Development Policy

The Company want to ensure that all our employees have the skills to deliver their roles to the highest standard. 

Learning and development does not always mean going on a course, it can occur when employees have a conversation or shadows another employee or the Director.

For new employees, there are some essential elements to your role that you will need to complete during your probationary period to keep you and our customers safe and completion of this will determine whether you successfully complete your probationary period.  

Inclusive Learning

The Company ensure that learning and development is available for all employees irrespective of background, circumstance, digital skills or subject knowledge.  Our Equality Diversity and Inclusion Policy sets this out in more detail.  

Induction

All our new employees will need to complete their initial induction with the Director or nominated employee on their first day of employment and thereafter they will complete on the job training.  This may take the form of shadowing another employee or completing an online course.  By completing this training, it will help you to perform your role to a higher standard and you will feel more confident in knowing what to do.  

We will discuss with you your induction and training plan during your probationary period in your first week of employment.  

Training Sessions

From time to time the Company may ask you to attend a training course to help you grow your existing or learn new skills.  The Company may hold these sessions in house or they may be off site.  

For off site sessions, the course cost will be covered by the Company and you will be paid travel expenses to and from the course.  We will explain how this can be claimed back.  

Prior to you attending any training sessions, we will discuss with you the learning objectives and how to get the best out of the training.  After you attend the session, we will always ask about the learning and how useful you found it and how you can apply the learning in your role.

Training Agreement

For any employees who would like to attend training sessions or complete a training course that may not be directly linked to their current role and is regarded as a development opportunity, should make the request to the Director. 

Employees who are requested to attend external training courses which is directly linked to their role however results in a certificate or recognised qualification or accreditation, will be asked to agree and sign a Training Agreement. 

The Agreement sets out the course cost, the length of the course and in the event the employee leaves the Company within a certain time period after completion of the course, the employee agrees to pay back a percentage of the course cost.


Any data collected as part of this policy will be processed in accordance with current Data Protection legislation.

This policy does not form part of an employee's contract of employment and it may be amended at any time. 
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