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Section 1:

Policy

1.1
Background to this Policy

KARE recognises the importance of having a skilled workforce in order to achieve strategic and operational plans and is committed to providing an environment that is conducive to effective performance and promotes training and development opportunities for all staff.   

1.2
Aim of this Policy

To provide a framework for training and development that ensures staff have necessary competencies to deliver on KARE’s strategic and operational plans.  
1.3
Scope of this Policy

This policy relates to the Training and Development of all KARE staff.  
1.4
Policy Statements
1.4.1 There will be equality of opportunity for all KARE staff to develop their knowledge, skills and abilities through a blend of learning methods including mentoring, coaching, on the job learning, courses, conferences and seminars.  
 

1.4.2 The training needs of staff will be identified through Performance Management and Operational Planning in line with best practice and legislative guidelines.  
1.4.3 The Annual Training Plan, outlining planned in house training courses will be approved by the Operational Management Team (OMT) and communicated to all staff. 
1.4.4 KARE will facilitate externally accredited training and development opportunities for staff subject to the availability of funding. 
1.4.5 KARE will be an approved FETAC Centre in order to provide nationally recognised progression opportunities.

1.4.6 All training, i.e. courses, workshops, seminars, and conferences will be co-ordinated through the Training Department. 

1.4.7 All training will be evaluated to inform changes and improvements in training provision.  

1.4.8 The line manger will agree with staff member, how knowledge/skills learned will be shared to inform team/organisational learning.

1.4.9 The line manager will facilitate the staff member to transfer the knowledge/skills learned in training to the workplace.
1.4.10 Staff participating in training will satisfy all attendance, assessment and evaluation requirements within the required timeframes. 
1.4.11 KARE will develop internal trainer capacity to facilitate delivery of training programmes in line with organisational needs and to provide development opportunities for staff. 
1.4.12 Staff can apply to KARE for funding to undertake further education outside of normal working hours through the Education Assistance Programme.  The % of funding approved may vary from year to year depending on budget available and individual applications.  
1.4.13 Where staff are undertaking further education outside of normal working hours they can apply for study/exam leave. 
1.4.14 Staff will consult with their line manager on planning any pieces of work, course assignments or dissertations to ensure that the outcomes support continuous improvement for KARE.  Findings from research carried out by staff as part of KARE funded programmes should be made available to the organisation.  

1.4.15 Where a member of staff has received Educational Assistance or course funding from KARE and they cannot produce an official statement of results for exams completed and passed, funding will be discontinued for the following year.  The member of staff may also be requested to refund all monies paid on their behalf to KARE.  

1.4.16 Once a staff member has received Educational Assistance should they then; 

a) Discontinue employment with KARE during the year of funding
b) Discontinue their studies in that particular course or 

c) Fail to pass required exams or assessments
Then he/she will be asked to repay the total costs of the funding for the year in question to KARE.  

1.4.17 Applications for study or exam leave will be considered from all staff undertaking courses, not just those being funded by KARE.    It will be based on the relevance of the course to their role in KARE and must have prior written approval of the Line Manager.  

1.4.18 Study and exam leave must be taken within the academic year (not the calendar year) of the course.  No leave will be backdated.  
1.4.19 Study Leave Entitlements for Staff:

Certificate course
(In line with level 6 of the National Framework of Qualifications)
1 day per academic year

Ordinary Degree
(In line with level 7 of the National Framework of Qualifications))
3 days per academic year

Honours Degree, Masters, etc.
(In line with level 8, 9 or10 of the National Framework of Qualifications) 5 days per academic year
1.4.20 Exam Leave Entitlements for Staff:

Exam leave application forms must be submitted to line managers with official exam schedule at least 3 months prior to leave being required.  Leave entitlements will cover the duration of the exam.  
Section 2:

Process   
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KARE Staff Training and Development Process
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Gather 

information on 

training needs

Discuss and 

prioritise needs

Collate 

Required 

training

Develop 

Training 

Plan Inc 

Budget

Approve Training 

Plan and agree 

dates

Arrange 

resources for 

training

Carry out pre 

training planning 

meeting with staff re 

transfer plan

Deliver 

training

Ensure post course 

evaluation forms 

are completed by 

participants

Attend training event or 

give notice to line 

manager re non 

attendance

Plan and monitor 

transfer of learning post 

training with staff

Collate and analyse post course 

training evaluation forms and 

report findings to trainer, line 

managers and course 

coordinators

Update learner records on HR 

system from information on 

attendance logs

Analyse effectiveness of 

T&D plan to inform following 

year

Develop Training 

Session Plan and 

submit to training 

officer

Approve 

training 

proposal

Ensure attendance log 

completed by 

participants, Sign log, 

note early leavers 

Complete pre course 

preparation 

Present findings from 

training back to relevant 

group as appropriate

Approve 

individual/local 

training 

requirements

Publish 

Training Plan 

on Intranet

Book Staff onto relevant 

courses or training (PM, 

needs) using training 

booking procedure

Confirm bookings 

to line manager 

and manage 

numbers

Process measures:

% variance expenditure versus budget re training

% training spend versus payroll 

% training completed versus training planned
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Submit organisational 

training needs as decided 

from Operational Plan to 

training officer

Submit training goals 

from staff Performance 

Management to training 

officer

Collate training needs 

and develop draft plan 

considering the budget

Review draft 

training plan and 

amend if 

necessary

Approve Training 

Plan and return to 

training  officer

Publish training plan 

and course 

specifications on 

Intranet

Review and amend 

training plan 

quarterly and send 
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Approve changes 

and communicate 

these to staff

Update published 

training plan
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Research course on 

intranet and confirm 

training request to 

Line Manager 

Consider suitability 

of training, review 

and approve 

application

Complete online 

Training request form 

and submit to training 

department

Receive training bookings 

via email book names onto 

course where places 

available

Confirm booking 

to line manager

On confirmation of training 

booking schedule event in 

team calendar and inform 

staff member

Schedule pre course 

planning meeting with staff 

member to discuss 

transfer plan and inform 

staff member of details of 

meeting

Participate in pre 

course planning 

meeting

Send details of 

training transfer 

plan to training 

officer

Update learner 

profile with 

planning 

information 
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Research course or 

event and send 

information and 

application to line 

manager for approval

Review request 

and availability of 

budget

LM to Explain 

reason to staff for 

non approval

Forward 

application form 

and supporting 

documents to 

Training Officer

Book event in line 

with PO procedure

Confirm booking 

to line manager 

and staff

Forward relevant 

details of event to 

attendee

Agree travel and 

accommodation 

arrangements

Request 

approved?

NO

yes

Confirm 

arrangements with 

Training Officer
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On identification of need 

for new course consult 

subject experts 

Agree 

development 

group

Design and develop 

training course descriptor 

to include aims, objectives 

and outcomes of course

Develop materials in line 

with learning outcomes.  

Write session plans

Identify resources 

required and costs 

associated with 

programme for 

budgets.   Overall 

timescale for 

programme should be 

clearly outlined.  

Pilot programme, 

evaluate, review 

and update

Manage 

recruitment and 

training of trainers

Prepare course 

materials, venue 

etc. 

Process 

evaluations of pilot 

and support 

course coordinator



[image: image7.emf]4 Recruitment of Internal Trainers

I

n

t

e

r

v

i

e

w

 

p

a

n

e

l

L

i

n

e

 

M

a

n

a

g

e

r

S

t

a

f

f

C

o

u

r

s

e

 

C

o

o

r

d

i

n

a

t

o

r

T

r

a

i

n

i

n

g

 

O

f

f

i

c

e

r

Define 

competencies 

required from 

trainer to 

deliver 

specific 

course

Advertise 

vacancy 

to staff

Express 

interest 

to line 

manager 

in line 

with 

compete

ncies 

specified

Approve 

staff 

availability 

to become 

involved in 

training

On approval, 

complete 

application form 

and submit to 

Training officer 

with supporting 

documents

Collate 

applications 

and 

schedule 

interviews

Communicate 

interview 

requirements to 

staff including 

presentation topic 

Identify suitably 

qualified 

interview panel 

and marking 

system 

Collate panel 

results and select 

successful 

candidates

Attend 

interviews 

Participate in 

interviews

Schedule 

interviews and 

agree criteria

Notify outcomes to 

interviews

Coordinate 

required training to 

new trainer

Get feedback from 

TO based on 

interview



[image: image8.emf]5 Delivery of Training

L

i

n

e

 

M

a

n

a

g

e

r

/

 

S

t

a

f

f

 

T

r

a

i

n

e

r

T

r

a

i

n

i

n

g

 

O

f

f

i

c

e

r

/

A

d

m

i

n

i

s

t

r

a

t

o

r

Inform trainers of 

the proposed 

training dates 

Confirms 

availability

Develops session 

plan for the 
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materials/handouts/
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Ensure 

attendance log 

and evaluations 

are completed
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to training department
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arrive in time and 
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Design individual 

evaluation forms in line 

with learning outcomes 

and upload to intranet

Download and print 

off evaluation form in 

preparation for course

Ensure evaluation 

forms completed at 

the end of training

Return completed 

evaluation forms 

to training 

department

Scan forms and 

Collate information 

from evaluation forms 

and write report

Send report to 

training officer

Complete end of 

course evaluation 

form

Review results 

and discuss with 

course coordinator

Feedback to 

course team and 

amend course as 

required
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Complete 

application form 

Collate 

applications for Ed 

assistance in line 

with budget 

Schedule meeting 

with Ed Assist 

approval group

Agree the % of funding 

that the staff member will 

receive towards the 

chosen course, Consider 

and Approval applications 

Identify course 

and research 

details.  Discuss 

with line manager

Consider course and 

suitability to role.  

Identify costs and time 

considerations

Inform applicants 

of outcomes

Communicate 

closing date for 

the receipt of 

applications

Approve 

application and 

forward to Training 

officer

If approved 

complete course

Submit exam 

results to Training 

department

Submit Active 

funding 

participant 

survey form to 

Training 

department

Scan results 

and update 

learner profile
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Submit application form 

for study/exam leave to

Line Manager at least 3 

months in advance of 

when leave required.   

Consider applications, 

approve and sign form 

granting leave.  Schedule 

staff for the time off. 

Should a change of line 

management occur, the 

outgoing line manager must 

inform new manager of all 

study / exam leave approved



APPENDIX 1


TRAINING REQUEST FORM – Training Plan
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‘Applicant's General Details

Applicant Name:

Job Title:

Location Select H

Mobile Number:

Email

Requested Course Details

Names of Course/s Date of course you wish to attend
Select ~|[e8/05/2010 =1
Select =l =]
Select. | [=]
Select. | [=]
Select. | [=]
Rationale:

Have you completed a Performance Management Meeting? [No B

Please explain why the applicant wants to complete this training?
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[ can confirm that this training request has been considered and is in line with a
Performance Management Plan

Name: Date:

Submit by E-mail





Appendix 2
Application form to become trainer in KARE

	SECTION A-TO BE COMPLETED BY APPLICANT

	Personal Details

	Surname
	First name

	Contact Number
	Work location

	Job Title
	Manager

	Pease complete the following section in detail

	Have you read the Educational & professional competencies required to become a KARE trainer?  
	Yes
	No

	Please give details on how you meet the necessary competencies under each of the following sections:

	1. General Education



	2. Technical Education and Training



	3. Technical competence



	4. Pedagogical Competence



	5. Social Skills



	6. Work Experience



	Why do you want to become involved in training in KARE?



	Applicant Signature
	Date

	SECTION B-TO BE COMPLETED BY LINE MANAGER

	Name


	Contact number

	Are you satisfied that this the above named meets the requirements outlined by KARE to become a trainer?
	No
	Yes

	Do you support this person in their application to become a trainer?
	No
	Yes

	Approved by
	Date


This form is subject to approval

Please complete this form and return it to relevant line manager

Appendix 3


Application for External Course/Conference/Education Assistance
	SECTION A-TO BE COMPLETED BY APPLICANT

	Personal Details

	Surname
	First name

	Staff Number
	Work location

	Region
	Contact Number

	Home Address

	Job Title
	Manager

	Course details

	Course Title

	Desired Qualification
	Accredited by/Awarding body

	Venue
	Organising Body

	Course Duration
	Start date
	End date

	Course Cost
	Per Year
	In total

	Closing date for application
	

	Study method
	Part time
	Distance learning
	Evening class

	Have you researched this course?
	No
	Yes-information attached

	Please rate your level of knowledge on this subject matter 
	0%
25%   
50%  
100%

	Course relevance-please complete the following section in detail

	1. How does this course meet your professional needs?



	2. How will KARE benefit from you gaining this qualification?



	3. Why did you choose this method of study?



	4. What are your expectations following the completion of this course?



	SECTION B-TO BE COMPLETED BY LINE MANAGER

	Name
	Contact number

	5. How will this course/conference benefit the service user?

6. Are you satisfied that this course will bring added value to the area and team and the applicant will share new information from this course to improve overall service provision?



	7. Have replacement staff been organised for the applicant to attend this course?
	No
	Yes

	Agreement:

I have read and understand the terms and conditions covered in the KARE Training Policy and agree with the contractual arrangements outlined in the policy document. I have discussed this with my line manager.  I have agreed to submit attendance and evaluation forms to the training officer on completion of the course.  

	Applicant Signature
	Date

	Line Manager
	Approved?
	Yes
	No
	Date

	Area Manager 
	Approved
	Yes
	No
	Date


	SECTION C-TO BE COMPLETED BY APPLICANT

	Cost of course 
	Per year €
	Total €

	Name and Address of College:



	Funding applied for by applicant
	%
	€

	Number of study days sought
	Number of exam days sought


	SECTION D-TO BE COMPLETED BY TRAINING OFFICER

	Training Application Reference Number
	

	Funding Approved by KARE
	%
	€

	Name of establishment
	

	Number of Study days approved
	

	Notes:



	Please state the reason for the application not being approved:



	Signed (Area Manager)
	Date

	Signed (HR Manager)
	Date

	Final Status of Application

	Approved
	Not approved
	Withdrawn


Appendix 4

APPLICATION FOR STUDY/EXAM LEAVE 

	Personal Details

	Name
	Contact Number

	Unit
	Job title

	Line Manager Name and Contact details



	Leave requested

	Type of leave requested:



	Number of days
	For study
	For exams

	Dates of exams



	Title of course



	Relevance of course to role in organisation



	Line Manager Authorisation

	I can confirm that the necessary staff cover has been created to allow this applicant to take time for study/ exam leave.  

	Line Manager signature


	Date

	Student signature


	Date

	Decision

	Leave Approved
	Leave not approved


Appendix 5 


Evaluation Form (generic)
	Course  

Module  
	Tutors



	Date


	Where did training take place?




· Please tick appropriate response below based on your learning experience throughout the course and provide comments to support your choices

	Facility
	Not good
	Fair
	Good
	Excellent

	Heat
	
	
	
	

	Light
	
	
	
	

	Sound
	
	
	
	

	Parking
	
	
	
	

	Space/room to facilitate learning
	
	
	
	

	Location
	
	
	
	

	Comments:



	How do you feel that the tutors managed the delivery of the course?

	Comment – please circle the appropriate response

1. Timing/pace of sessions (too quick/slow?)

2. Presentation skills, voice projection

3. Interaction with your group and keeping you interested

4. Giving breaks

5. Answering questions you had before leaving the session

6. Putting learners at ease

7. Giving good examples to support the course information 

8. Using group work and discussions 
	Not good

Not good

Not good

Not good

Not good

Not good

Not good

Not good


	Fair

Fair

Fair

Fair

Fair

Fair

Fair

Fair
	Good

Good

Good

Good

Good

Good

Good

Good
	Excellent

Excellent

Excellent

Excellent

Excellent

Excellent

Excellent

Excellent

	Was there anything about the delivery of your course you felt could have been better?
	Yes
	No

	Suggestions




	Course material and supports

Please circle the appropriate response and provide comments to support your choices

	Handouts

1. Layout and presentation of information on the handouts

2. Clarity and ease of reading 

Slides and overheads
Tutors use of slides/overheads to support their presentation


	Not good

Not good

Not good


	Fair

Fair

Fair


	Good

Good

Good


	Excellent

Excellent

Excellent



	Specific Learning Outcomes

Based on your training please tick the box to indicate if the training has developed your

Yes

No

Here the individual learning objectives of each course are listed to ensure they were met during training.  

Please support your statements with comments:

Please outline the main learning outcomes you achieved in this training:



	Based on what you have learned, do you think that this training has been worthwhile?                Yes/No
Please give details:




Appendix 6


Active Funding Participant Survey Form

Please answer ALL questions 

	Name


	Contact Phone Number

	Contact Email


	Where do you work in KARE?

	What course are you receiving KARE funding for?
	

	When did you start?
	

	Where is your course based?
	

	How many study leave days did you take in (insert year) semester?



	How many exam leave days did you take in (insert year) semester?



	How many exams did you have?



	Did you pass all your exams?



	Are you enjoying the course?



	Have you developed new skills?



	Do these new skills help improve how you do your job? If yes, please explain how-

	

	What challenges did the course present in the (insert year) semester?

	

	Do you feel you get enough support from KARE while participating on this course?  

	

	Further comments
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Training Officer/Administrator
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Line Manager/ Staff 


Inform trainers of the proposed training dates 


Confirms availability


Develops session plan for the training and submits this to Training Officer


Finalise session plan and resources required


Arrange support materials/handouts/attendance sheets etc. 


Deliver training


Ensure attendance log and evaluations are completed


Send all attendance logs and evaluations to training department


Attend training, arrive in time and suitably prepared


Sign attendance log and complete evaluation form after training


Update learner profile with course informaiton


Confirm members attending training
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Training Officer
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On identification of need for new course consult subject experts 


Agree development group


Design and develop training course descriptor to include aims, objectives and outcomes of course


Develop materials in line with learning outcomes.  Write session plans


Identify resources required and costs associated with programme for budgets.   Overall timescale for programme should be clearly outlined.  


Pilot programme, evaluate, review and update


Manage recruitment and training of trainers


Prepare course materials, venue etc. 


Process evaluations of pilot and support course coordinator
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2b	Booking external events 


Training Officer


Agree travel and accommodation arrangements


Line Manager
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Research course or event and send information and application to line manager for approval


Review request and availability of budget


Request approved?


NO


LM to Explain reason to staff for non approval


Forward application form and supporting documents to Training Officer


Book event in line with PO procedure


Confirm booking to line manager and staff


Forward relevant details of event to attendee


yes


Confirm arrangements with Training Officer
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2a	Booking internal events 


Line Manager
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Training Officer


Training Administrator/FETAC Coordinator


Research course on intranet and confirm training request to Line Manager 


Consider suitability of training, review and approve application


Complete online Training request form and submit to training department


Receive training bookings via email book names onto course where places available


Confirm booking to line manager


On confirmation of training booking schedule event in team calendar and inform staff member


Schedule pre course planning meeting with staff member to discuss transfer plan and inform staff member of details of meeting


Participate in pre course planning meeting


Send details of training transfer plan to training officer


Update learner profile with planning information 


2b	Booking external events 


Training Officer


Agree travel and accommodation arrangements


Line Manager


Staff


Research course or event and send information and application to line manager for approval


Review request and availability of budget


Request approved?


NO


LM to Explain reason to staff for non approval


Forward application form and supporting documents to Training Officer


Book event in line with PO procedure


Confirm booking to line manager and staff


Forward relevant details of event to attendee


yes


Confirm arrangements with Training Officer


3	Developing New Training Course


Training Officer


Process Owner


Development Group


On identification of need for new course consult subject experts 


Agree development group


Design and develop training course descriptor to include aims, objectives and outcomes of course


Develop materials in line with learning outcomes.  Write session plans


Identify resources required and costs associated with programme for budgets


Pilot programme, evaluate, review and update


Manage recruitment and training of trainers


Prepare course materials, venue etc. 


Process evaluations of pilot and support course coordinator


4	Recruitment of Internal Trainers


Training Officer


Course Coordinator


Staff


Line Manager


Define competencies required from trainer to deliver specific course


Advertise vacancy to staff


Express interest to line manager in line with competencies specified


Approve staff availability to become involved in training


On approval, complete application form and submit to Training officer with supporting documents


Collate applications and schedule interviews


Communicate interview requirements to staff including presentation topic 


Identify suitably qualified interview panel and marking system 


Notify outcomes to interviews


Coordinate required training to new trainer


Get feedback from TO based on interview


Schedule interviews and agree criteria


Collate panel results and select successful candidates


Attend interviews 


Interview panel


Participate in interviews


5	Delivery of Training


Training Officer/Administrator


Trainer


Line Manager/ Staff 


Inform trainers of the proposed training dates 


Confirms availability


Develops session plan for the training and submits this to Training Officer


Finalise session plan and resources required


Arrange support materials/handouts/attendance sheets etc. 


Deliver training


Ensure attendance log and evaluations are completed


Send all attendance logs and evaluations to training department


Attend training, arrive in time and suitably prepared


Sign attendance log and complete evaluation form after training


Update learner profile with course informaiton


Confirm members attending training


1 Developing the Training Plan


Training officer


OMT


Line Manager


Submit organisational training needs as decided from Operational Plan to training officer


Submit training goals from staff Performance Management to training officer


Collate training needs and develop draft plan considering the budget


Review draft training plan and amend if necessary


Approve Training Plan and return to training  officer


Publish training plan and course specifications on Intranet


Review and amend training plan quarterly and send to OMT for approval


Approve changes and communicate these to staff


Update published training plan


8	Study and Exam Leave


Line Manager


Staff / Learner


Submit application form for study/exam leave to Line Manager at least 3 months in advance of when leave required.   



Consider applications, approve and sign form granting leave.  Schedule staff for the time off. 


Exam leave may be granted for the duration of each exam.



Should a change of line management occur, the outgoing line manager must inform new manager of all study / exam leave approved  



6	Evaluating Training


Training Officer


Course Coordinator


Trainer


Staff (learner)


Training Administration/ FETAC Coordinator


Design individual evaluation forms in line with learning outcomes and upload to intranet


Download and print off evaluation form in preparation for course


Ensure evaluation forms completed at the end of training


Return completed evaluation forms to training department


Scan forms and Collate information from evaluation forms and write report


Send report to training officer


Complete end of course evaluation form


Review results and discuss with course coordinator


Feedback to course team and amend course as required


7	Applying for Educational Assistance


Training Officer


Line Manager


Scan results and update learner profile


Approve application and forward to Training officer


Complete application form 


Collate applications for Ed assistance in line with budget 


Schedule meeting with Ed Assist approval group


Consider and Approval applications 


Educational Assistance Approval Group


Agree the % of funding that the staff member will receive towards the chosen course.  



Staff / Learner-Applicant


Identify course and research details.  Discuss with line manager


Consider course and suitability to role.  Identify costs and time considerations


Inform applicants of outcomes


Communicate closing date for the receipt of applications


If approved complete course


Submit exam results to Training department


Submit Active funding participant survey form to Training department
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2a	Booking internal events 


Line Manager


Staff


Training Officer


Training Administrator/FETAC Coordinator


Research course on intranet and confirm training request to Line Manager 


Consider suitability of training, review and approve application


Complete online Training request form and submit to training department


Receive training bookings via email book names onto course where places available


Confirm booking to line manager


On confirmation of training booking schedule event in team calendar and inform staff member


Schedule pre course planning meeting with staff member to discuss transfer plan and inform staff member of details of meeting


Participate in pre course planning meeting


Send details of training transfer plan to training officer


Update learner profile with planning information 


2b	Booking external events 


Training Officer


Agree travel and accommodation arrangements


Line Manager


Staff


Research course or event and send information and application to line manager for approval


Review request and availability of budget


Request approved?


NO


LM to Explain reason to staff for non approval


Forward application form and supporting documents to Training Officer


Book event in line with PO procedure


Confirm booking to line manager and staff


Forward relevant details of event to attendee


yes


Confirm arrangements with Training Officer


3	Developing New Training Course


Training Officer


Process Owner


Development Group


On identification of need for new course consult subject experts 


Agree development group


Design and develop training course descriptor to include aims, objectives and outcomes of course


Develop materials in line with learning outcomes.  Write session plans


Identify resources required and costs associated with programme for budgets


Pilot programme, evaluate, review and update


Manage recruitment and training of trainers


Prepare course materials, venue etc. 


Process evaluations of pilot and support course coordinator


4	Recruitment of Internal Trainers


Training Officer


Course Coordinator


Staff


Line Manager


Define competencies required from trainer to deliver specific course


Advertise vacancy to staff


Express interest to line manager in line with competencies specified


Approve staff availability to become involved in training


On approval, complete application form and submit to Training officer with supporting documents


Collate applications and schedule interviews


Communicate interview requirements to staff including presentation topic 


Identify suitably qualified interview panel and marking system 


Notify outcomes to interviews


Coordinate required training to new trainer


Get feedback from TO based on interview


Schedule interviews and agree criteria


Collate panel results and select successful candidates


Attend interviews 


Interview panel


Participate in interviews


5	Delivery of Training


Training Officer/Administrator


Trainer


Line Manager/ Staff 


Inform trainers of the proposed training dates 


Confirms availability


Develops session plan for the training and submits this to Training Officer


Finalise session plan and resources required


Arrange support materials/handouts/attendance sheets etc. 


Deliver training


Ensure attendance log and evaluations are completed


Send all attendance logs and evaluations to training department


Attend training, arrive in time and suitably prepared


Sign attendance log and complete evaluation form after training


Update learner profile with course informaiton


Confirm members attending training


1 Developing the Training Plan


Training officer


OMT


Line Manager


Submit organisational training needs as decided from Operational Plan to training officer


Submit training goals from staff Performance Management to training officer


Collate training needs and develop draft plan considering the budget


Review draft training plan and amend if necessary


Approve Training Plan and return to training  officer


Publish training plan and course specifications on Intranet


Review and amend training plan quarterly and send to OMT for approval


Approve changes and communicate these to staff


Update published training plan


8	Study and Exam Leave


Line Manager


Staff / Learner


Submit application form for study/exam leave to Line Manager at least 3 months in advance of when leave required.   



Consider applications, approve and sign form granting leave.  Schedule staff for the time off. 


Exam leave may be granted for the duration of each exam.



Should a change of line management occur, the outgoing line manager must inform new manager of all study / exam leave approved  



6	Evaluating Training


Training Officer


Course Coordinator


Trainer


Staff (learner)


Training Administration/ FETAC Coordinator


Design individual evaluation forms in line with learning outcomes and upload to intranet


Download and print off evaluation form in preparation for course


Ensure evaluation forms completed at the end of training


Return completed evaluation forms to training department


Scan forms and Collate information from evaluation forms and write report


Send report to training officer


Complete end of course evaluation form


Review results and discuss with course coordinator


Feedback to course team and amend course as required


7	Applying for Educational Assistance


Training Officer


Line Manager


Scan results and update learner profile


Approve application and forward to Training officer


Complete application form 


Collate applications for Ed assistance in line with budget 


Schedule meeting with Ed Assist approval group


Agree the % of funding that the staff member will receive towards the chosen course, Consider and Approval applications 


Educational Assistance Approval Group


Staff / Learner-Applicant


Identify course and research details.  Discuss with line manager


Consider course and suitability to role.  Identify costs and time considerations


Inform applicants of outcomes


Communicate closing date for the receipt of applications


If approved complete course


Submit exam results to Training department


Submit Active funding participant survey form to Training department
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2a	Booking internal events 


Line Manager


Staff


Training Officer


Training Administrator/FETAC Coordinator


Research course on intranet and confirm training request to Line Manager 


Consider suitability of training, review and approve application


Complete online Training request form and submit to training department


Receive training bookings via email book names onto course where places available


Confirm booking to line manager


On confirmation of training booking schedule event in team calendar and inform staff member


Schedule pre course planning meeting with staff member to discuss transfer plan and inform staff member of details of meeting


Participate in pre course planning meeting


Send details of training transfer plan to training officer


Update learner profile with planning information 


2b	Booking external events 


Training Officer


Agree travel and accommodation arrangements


Line Manager


Staff


Research course or event and send information and application to line manager for approval


Review request and availability of budget


Request approved?


NO


LM to Explain reason to staff for non approval


Forward application form and supporting documents to Training Officer


Book event in line with PO procedure


Confirm booking to line manager and staff


Forward relevant details of event to attendee


yes


Confirm arrangements with Training Officer


3	Developing New Training Course


Training Officer


Process Owner


Development Group


On identification of need for new course consult subject experts 


Agree development group


Design and develop training course descriptor to include aims, objectives and outcomes of course


Develop materials in line with learning outcomes.  Write session plans


Identify resources required and costs associated with programme for budgets


Pilot programme, evaluate, review and update


Manage recruitment and training of trainers


Prepare course materials, venue etc. 


Process evaluations of pilot and support course coordinator


4	Recruitment of Internal Trainers


Training Officer


Course Coordinator


Staff


Line Manager


Define competencies required from trainer to deliver specific course


Advertise vacancy to staff


Express interest to line manager in line with competencies specified


Approve staff availability to become involved in training


On approval, complete application form and submit to Training officer with supporting documents


Collate applications and schedule interviews


Communicate interview requirements to staff including presentation topic 


Identify suitably qualified interview panel and marking system 


Notify outcomes to interviews


Coordinate required training to new trainer


Get feedback from TO based on interview


Schedule interviews and agree criteria


Collate panel results and select successful candidates


Attend interviews 


Interview panel


Participate in interviews


5	Delivery of Training


Training Officer/Administrator


Trainer


Line Manager/ Staff 


Inform trainers of the proposed training dates 


Confirms availability


Develops session plan for the training and submits this to Training Officer


Finalise session plan and resources required


Arrange support materials/handouts/attendance sheets etc. 


Deliver training


Ensure attendance log and evaluations are completed


Send all attendance logs and evaluations to training department


Attend training, arrive in time and suitably prepared


Sign attendance log and complete evaluation form after training


Update learner profile with course informaiton


Confirm members attending training


1 Developing the Training Plan


Training officer


OMT


Line Manager


Submit organisational training needs as decided from Operational Plan to training officer


Submit training goals from staff Performance Management to training officer


Collate training needs and develop draft plan considering the budget


Review draft training plan and amend if necessary


Approve Training Plan and return to training  officer


Publish training plan and course specifications on Intranet


Review and amend training plan quarterly and send to OMT for approval


Approve changes and communicate these to staff


Update published training plan


8	Study and Exam Leave


Line Manager


Staff / Learner


Submit application form for study/exam leave to Line Manager at least 3 months in advance of when leave required.   



Consider applications, approve and sign form granting leave.  Schedule staff for the time off. 


Should a change of line management occur, the outgoing line manager must inform new manager of all study / exam leave approved  



6	Evaluating Training


Training Officer


Course Coordinator


Trainer


Staff (learner)


Training Administration/ FETAC Coordinator


Design individual evaluation forms in line with learning outcomes and upload to intranet


Download and print off evaluation form in preparation for course


Ensure evaluation forms completed at the end of training


Return completed evaluation forms to training department


Scan forms and Collate information from evaluation forms and write report


Send report to training officer


Complete end of course evaluation form


Review results and discuss with course coordinator


Feedback to course team and amend course as required


7	Applying for Educational Assistance


Training Officer


Line Manager


Scan results and update learner profile


Approve application and forward to Training officer


Complete application form 


Collate applications for Ed assistance in line with budget 


Schedule meeting with Ed Assist approval group


Agree the % of funding that the staff member will receive towards the chosen course, Consider and Approval applications 


Educational Assistance Approval Group


Staff / Learner-Applicant


Identify course and research details.  Discuss with line manager


Consider course and suitability to role.  Identify costs and time considerations


Inform applicants of outcomes


Communicate closing date for the receipt of applications


If approved complete course


Submit exam results to Training department


Submit Active funding participant survey form to Training department
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6	Evaluating Training


Training Officer


Course Coordinator


Trainer


Staff (learner)


Training Administration/ FETAC Coordinator


Design individual evaluation forms in line with learning outcomes and upload to intranet


Download and print off evaluation form in preparation for course


Ensure evaluation forms completed at the end of training


Return completed evaluation forms to training department


Scan forms and Collate information from evaluation forms and write report


Send report to training officer


Complete end of course evaluation form


Review results and discuss with course coordinator


Feedback to course team and amend course as required
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<Function>


1 Developing the Training Plan


Training officer


OMT


Line Manager


Submit organisational training needs as decided from Operational Plan to training officer


Submit training goals from staff Performance Management to training officer


Collate training needs and develop draft plan considering the budget


Review draft training plan and amend if necessary


Approve Training Plan and return to training  officer


Publish training plan and course specifications on Intranet


Review and amend training plan quarterly and send to OMT for approval


Approve changes and communicate these to staff


Update published training plan
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<Process Name>


<Function>


2a	Booking internal events 


Line Manager


Staff


Training Officer


Training Administrator/FETAC Coordinator


Research course on intranet and confirm training request to Line Manager 


Consider suitability of training, review and approve application


Complete online Training request form and submit to training department


Receive training bookings via email book names onto course where places available


Confirm booking to line manager


On confirmation of training booking schedule event in team calendar and inform staff member


Schedule pre course planning meeting with staff member to discuss transfer plan and inform staff member of details of meeting


Participate in pre course planning meeting


Send details of training transfer plan to training officer


Update learner profile with planning information 


2b	Booking external events 


Training Officer


Agree travel and accommodation arrangements


Line Manager


Staff


Research course or event and send information and application to line manager for approval


Review request and availability of budget


Request approved?


NO


LM to Explain reason to staff for non approval


Forward application form and supporting documents to Training Officer


Book event in line with PO procedure


Confirm booking to line manager and staff


Forward relevant details of event to attendee


yes


Confirm arrangements with Training Officer


3	Developing New Training Course


Training Officer


Process Owner


Development Group


On identification of need for new course consult subject experts 


Agree development group


Design and develop training course descriptor to include aims, objectives and outcomes of course


Develop materials in line with learning outcomes.  Write session plans


Identify resources required and costs associated with programme for budgets


Pilot programme, evaluate, review and update


Manage recruitment and training of trainers


Prepare course materials, venue etc. 


Process evaluations of pilot and support course coordinator


4	Recruitment of Internal Trainers


Training Officer


Course Coordinator


Staff


Line Manager


Define competencies required from trainer to deliver specific course


Advertise vacancy to staff


Express interest to line manager in line with competencies specified


Approve staff availability to become involved in training


On approval, complete application form and submit to Training officer with supporting documents


Collate applications and schedule interviews


Communicate interview requirements to staff including presentation topic 


Identify suitably qualified interview panel and marking system 


Notify outcomes to interviews


Coordinate required training to new trainer


Get feedback from TO based on interview


Schedule interviews and agree criteria


Collate panel results and select successful candidates


Attend interviews 


Interview panel


Participate in interviews


5	Delivery of Training


Training Officer/Administrator


Trainer


Line Manager/ Staff 


Inform trainers of the proposed training dates 


Confirms availability


Develops session plan for the training and submits this to Training Officer


Finalise session plan and resources required


Arrange support materials/handouts/attendance sheets etc. 


Deliver training


Ensure attendance log and evaluations are completed


Send all attendance logs and evaluations to training department


Attend training, arrive in time and suitably prepared


Sign attendance log and complete evaluation form after training


Update learner profile with course informaiton


Confirm members attending training


1 Developing the Training Plan


Training officer


OMT


Line Manager


Submit organisational training needs as decided from Operational Plan to training officer


Submit training goals from staff Performance Management to training officer


Collate training needs and develop draft plan considering the budget


Review draft training plan and amend if necessary


Approve Training Plan and return to training  officer


Publish training plan and course specifications on Intranet


Review and amend training plan quarterly and send to OMT for approval


Approve changes and communicate these to staff


Update published training plan


8	Study and Exam Leave


Line Manager


Staff / Learner


Submit application form for study/exam leave to Line Manager at least 3 months in advance of when leave required.   



Consider applications, approve and sign form granting leave.  Schedule staff for the time off. 


Exam leave may be granted for the duration of each exam.



Should a change of line management occur, the outgoing line manager must inform new manager of all study / exam leave approved  



6	Evaluating Training


Training Officer


Course Coordinator


Trainer


Staff (learner)


Training Administration/ FETAC Coordinator


Design individual evaluation forms in line with learning outcomes and upload to intranet


Download and print off evaluation form in preparation for course


Ensure evaluation forms completed at the end of training


Return completed evaluation forms to training department


Scan forms and Collate information from evaluation forms and write report


Send report to training officer


Complete end of course evaluation form


Review results and discuss with course coordinator


Feedback to course team and amend course as required


7	Applying for Educational Assistance


Training Officer


Line Manager


Scan results and update learner profile


Approve application and forward to Training officer


Complete application form 


Collate applications for Ed assistance in line with budget 


Schedule meeting with Ed Assist approval group


Consider and Approval applications 


Educational Assistance Approval Group


Agree the % of funding that the staff member will receive towards the chosen course.  



Staff / Learner-Applicant


Identify course and research details.  Discuss with line manager


Consider course and suitability to role.  Identify costs and time considerations


Inform applicants of outcomes


Communicate closing date for the receipt of applications


If approved complete course


Submit exam results to Training department


Submit Active funding participant survey form to Training department
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<Process Name>


<Function>


Owner:  Training Officer


KARE Staff Training and Development Process


Gather information on training needs


Discuss and prioritise needs


Collate Required training


OMT


Line
Manager


Training Administrator/FETAC Coordinator


Training Officer


Trainer



Staff



Develop Training Plan Inc Budget



Approve Training Plan and agree dates



Book Staff onto relevant courses or training (PM, needs) using training booking procedure


Arrange resources for training


Carry out pre training planning meeting with staff re transfer plan


Develop Training Session Plan and submit to training officer


Deliver training


Ensure post course evaluation forms are completed by participants


Ensure attendance log completed by participants, Sign log, note early leavers 


Attend training event or give notice to line manager re non attendance


Plan and monitor transfer of learning post training with staff


Collate and analyse post course training evaluation forms and report findings to trainer, line managers and course coordinators


Update learner records on HR system from information on attendance logs


Analyse effectiveness of T&D plan to inform following year


Approve individual/local training requirements


Confirm bookings to line manager and manage numbers


Process measures:
% variance expenditure versus budget re training
% training spend versus payroll 
% training completed versus training planned


Publish Training Plan on Intranet


Approve training proposal


Complete pre course preparation 


Present findings from training back to relevant group as appropriate



