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Refer to Section 6 below for information on the process for policy review.
	Policy context: This policy relates to:

	Queensland Standards for Community Services


	Standard 8 (Induction, training and development for people working in services)

	Other standards
	<<Insert other accreditation systems that apply>>

	Legislation or other requirements
	<<Insert legislation that applies>>


1. Purpose: Why do we have an employee and volunteer training and development policy?

We want our clients to be satisfied with the services provided to them, and all service delivery, administrative and management tasks to be done with the highest levels of competence.

Other policy areas make sure that when we employ someone and/or engage a volunteer, they are suitably experienced and skilled to perform their role well and then receive appropriate induction. We recognise that the working environment and the demands placed on employees and volunteers change over time, and that opportunities to improve knowledge and develop skills are important to enhance job satisfaction and job performance.  

Our training and development policy is an important part of how we foster a highly competent and committed work team.
You may wish to write your own purpose statement for your organisation. Otherwise, refer to section 1 of the employee and volunteer training and development policy template guide for questions to consider when customising this section.
1. Scope

This policy will apply to <<Indicate which staff and volunteers the policy will apply to>>

 FORMTEXT 
 <<Are there any limits or conditions on the way the policy applies to some people?>> 

Refer to section 2 of the employee and volunteer training and development policy template guide for questions to consider when customising this section.
2. Policy statement: Our commitment

<<Insert organisation name>> is committed to making sure that those who work in our service are well prepared for what they are required to do and have an interest in and appropriate opportunities for learning and skill development. 

Where we have identified any specific training and/or support needs during the recruitment and induction process, we will ensure these are met for the new employee or volunteer. <<Specify if you have any special entry training or support program for employees or volunteers in general, or undertaking specific roles>> 
We encourage all employees and volunteers to extend their skills and experience through ongoing training and development opportunities. We target these to their needs and interests, and to the overall needs of our clients and our organisation. Specifically, we will:

· <<What will your organisation do to implement this policy? List your actions below. These will be reflected by and further described in your procedures>>
Your organisation may wish to develop its own policy statement. Otherwise, refer to section 3 of the employee and volunteer training and development policy template guide for examples to consider when customising this section.
4. Procedures

Your organisation may wish to develop its own statements about its procedures. Otherwise, refer to section 4 of the employee and volunteer training and development policy template guide for examples to consider when customising this section.
4.1 Ongoing employee training and development

<<Describe the steps followed in working with an employee to assess, prioritise and meet their training and development needs: 

· How are training needs assessed and prioritised? How often? Whom by?
· What format does an individual training plan take?
· How are opportunities to meet the prioritised needs identified and acted on?
· How is feedback collected from each employee about training and development provided?
· How is the training plan reviewed and updated?>>

For each employee, we maintain a record of: 

· training needs assessment and, whenever appropriate, a training plan<<Expand on this as relevant. Specify when you do this and where individual assessments and plans are kept>>
· their attendance at all training and development events <<Expand on this as relevant. Specify when you do this and where these are kept>>
· employee feedback and/or levels of satisfaction with training and development events they have attended. <<Expand on this as relevant. Specify when you do this, where the information is summarised, and where templates are kept>>
Refer to section 4.1 of the employee and volunteer training and development policy template guide for examples to consider when completing this section.
4.2 Volunteer training and development

<<Describe the steps followed in working with a volunteer or group of volunteers to assess, prioritise and meet their training and development needs: 

· How are training needs assessed and prioritised? How often? Whom by?

· What format does an individual or group training plan take?

· How are opportunities to meet the prioritised needs identified and acted on?

· How is feedback collected from each volunteer about training and development provided?

· How is the training plan reviewed and updated?>>

A record is kept of all volunteer training detailing attendance and participant feedback. 
<<Expand on this as relevant. Specify where records and templates are kept>>
Refer to section 4.2 of the employee and volunteer training and development policy template guide for examples to consider when completing this section.
4.3 Training and development strategies 

Our current training and development strategies are:
· <<Provide details of these and how they are decided and reviewed>>
Refer to section 4.3 of the employee and volunteer training and development policy template for examples to consider when completing this section.
5. Other related policies and procedures

	Documents related to this policy



	Related policies
	<<List related policies>>

	Forms or other organisational documents
	<<List other organisational documents>>


Refer to section 5 of the employee and volunteer training and development policy template guide for examples to consider when completing this section.
6. Review processes

	Policy review frequency: <<Indicate how often this policy will be reviewed>>
	Responsibility for review: <<Indicate who will review this policy>>

	Review process: <<Describe how the policy will be reviewed>>

	Documentation and communication:<<Describe how the policy decisions will be documented and communicated>> 


Refer to section 6 of the employee and volunteer training and development policy template guide for examples to consider when completing this section.
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