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LEVEL TWO

TRAINING AND DEVELOPMENT POLICY

1.
Level Two believes in training and developing its staff, Management Board members and volunteers to help them develop skills, potential and knowledge so that the long term aims of both Level Two and the individual are met.  Level Two recognises that there are many forms of training, both formal and informal to help develop the skills, knowledge and professionalism of its staff, Management Board members and volunteers.
2.
For Staff & Volunteers:
All employees on commencement of their employment will receive induction co-ordinated by the Project Manager or Deputy Project Manager.  After the first six weeks they will meet with the Project Manager or Deputy Project Manager to review how they are progressing.  Thereafter staff training will be reviewed at the individual’s annual appraisal interview with the Project Manager or Deputy Project Manager.

3.
For Management Board Members:

All Management Board members will receive appropriate training.  
4. TRAINING EXPENDITURE
The funding for training varies each year.  Each application for training will be considered by the Project 
Manager or Deputy Project Manager.  For Management Board members this will be with the Chair or Company Secretary.
5. EXPECTATIONS OF THOSE WHO HAVE ATTENDED TRAINING

Level Two expects each staff member, Management Board member or volunteer to:

· Fill in any relevant feedback forms after they have received the training.

· Share what they have learnt with others within Level Two.

· In some cases, “mentor” other individuals and pass on the new knowledge or skills they have learnt in the most appropriate way.
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