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This	Employee	Training	and	Development	Policyis	ready	to	be	tailored	to	your	companys	needs	and	should	be	considered	a	starting	point	for	setting	up	your	employmentpolicies.	An	employee	training	and	development	policy	may	also	be	referred	to	as	Staff	Training	and	Development	Policy	or	Employee	Development	Policy.The	Employee	Training	and
Development	policy	should	include:Guidelines	on	individual	and	corporate	training	programs	and	their	eligibility	criteriaProvisions	for	external	training	sessions,	including	budget	and	time	allocationsResponsibilities	of	employees,	managers,	and	HR	in	fostering	a	culture	of	continuous	learning	Our	Employee	Development	company	policy	refers	to	the
companys	learning	and	development	programs	and	activities.In	the	modern	competitive	environment,	employees	need	to	replenish	their	knowledge	and	acquire	new	skills	to	do	their	jobs	better.	This	will	benefit	both	them	and	the	company.	We	want	them	to	feel	confident	about	improving	efficiency	and	productivity,	as	well	as	finding	new	ways
towards	personal	development	and	success.ScopeThis	policy	applies	to	all	permanent,	full-time	or	part-time,	employees	of	the	company.	Employees	with	temporary/short-term	contracts	might	attend	trainings	at	their	managers	discretion.This	policy	doesnt	cover	supplementary	employees	like	contractors	or	consultants.Policy	elementsEmployees,
managers	and	Human	Resources	(HR)	should	all	collaborate	to	build	a	continuous	professional	development	(CPD)	culture.	Its	an	employees	responsibility	to	seek	new	learning	opportunities.	Its	a	managers	responsibility	to	coach	their	teams	and	identify	employee	development	needs.	And	its	HRs	responsibility	to	facilitate	any	staff	development
activities	and	processes.What	do	we	mean	by	training	and	development?In	general,	we	approve	and	encourage	the	following	employee	trainings:Formal	training	sessions	(individual	or	corporate)Employee	Coaching	and	MentoringParticipating	in	conferencesOn-the-job	trainingJob	shadowingJob	rotationAs	part	of	our	learning	and	development
provisions,	we	can	also	arrange	for	subscriptions	or	educational	material,	so	employees	will	have	access	to	news,	articles	and	other	material	that	can	help	them	become	better	at	their	job.	There	are	two	conditions	for	this:Subscription/Material	should	be	job-relatedAll	relevant	fees	should	not	exceed	a	set	limit	per	personThis	list	doesnt	include
software	licences	or	other	tools	that	are	absolutely	necessary	for	employees	jobs.Individual	training	programsThe	company	has	certain	provisions	regarding	individual	training	programs.	All	employees	that	have	worked	for	the	company	more	than	four	months	are	eligible	to	participate	in	external	training	programs	individually	or	in	teams.	We	will	set
a	budget	for	each	employee	at	the	beginning	of	a	year,	which	well	renew	annually.	Employees	can	be	absent	for	training	for	up	to	10	days	per	year.Employees	can	choose	to	attend	as	many	training	programs	as	they	want,	provided	they	dont	exceed	the	budget	and	day	limit.	If	they	do,	theyll	have	to	use	their	paid	time	off	(PTO)	and	pay	any	extra	fees
themselves.Employees	may	have	to	bring	proof	of	attendance.Any	employee	training	that	the	company	mandates	(e.g.	due	to	inadequacies	of	an	employees	performance	or	changes	in	their	job	description)	is	excluded	from	the	training	budget	and	time	limit.	The	company	may	take	care	of	the	entire	cost.All	trainings	should	consider	what	employees
need	and	how	they	can	learn	best.	This	is	why,	we	encourage	employees	and	managers	to	consider	multiple	training	methods	like	workshops,	e-learning,	lectures	and	more.Corporate	training	programsWe	might	occasionally	engage	experts	to	train	our	employees.	The	company	will	cover	the	entire	cost	in	this	case.	Examples	of	this	kind	of	training
and	development	are:Equal	employment	opportunity	trainingDiversity	trainingLeadership	training	for	managersConflict	resolution	training	for	employeesThis	category	also	includes	training	conducted	by	internal	experts	and	managers.	Examples	are:Training	new	employeesTraining	teams	in	company-related	issues	(e.g.	new	systems	or	policy
changes)Training	employees	to	prepare	them	for	promotions,	transfers	or	new	responsibilitiesEmployees	wont	have	to	pay	or	use	their	leave	for	these	types	of	trainings.	Attendance	records	may	be	part	of	the	process.Other	types	of	trainingBoth	employees	and	their	managers	are	responsible	for	continuous	learning.	Employees	should	show	willingness
to	improve	by	asking	their	managers	for	direction	and	advice.	Managers	should	do	the	same	with	their	own	superiors,	while	encouraging	and	mentoring	their	subordinates.Employees	and	managers	are	responsible	for	finding	the	best	ways	to	CPD.	They	can	experiment	with	job	rotation,	job	shadowing	and	other	types	of	on-the-job	training	(without
disrupting	daily	operations).	We	also	encourage	employees	to	use	their	rights	for	self-paced	learning	by	asking	for	educational	material	and	access	to	other	resources	within	allocated	budget.General	guidelines:All	eligible	employees	are	covered	by	this	policy	without	discriminating	against	rank	or	protected	characteristics.Managers	should	evaluate
the	success	of	training	efforts.	They	should	keep	records	for	reference	and	better	improvement	opportunities.All	employee	development	efforts	should	respect	cost	and	time	limitations,	as	well	as	individual	and	business	needs.Employees	should	try	to	make	the	most	out	of	their	trainings	by	studying	and	finding	ways	to	apply	knowledge	to	their
work.Employees	are	encouraged	to	use	up	their	allocated	training	budget	and	time.ProcedureThis	procedure	should	be	followed	when	employees	want	to	attend	external	training	sessions	or	conferences:Employees	(or	their	team	leaders)	identify	the	need	for	training.Employees	and	team	leaders	discuss	potential	training	programs	or	methods	and
come	up	with	suggestions.Employees	or	team	leaders	contact	HR	and	briefly	present	their	proposal.	They	might	also	have	to	complete	a	form.HR	researches	the	proposal,	with	attention	to	budget	and	training	content.HR	approves	or	rejects	the	proposal.	If	they	reject	it,	they	should	provide	employees	with	reasons	in	writing.If	HR	approves,	they	will
make	arrangements	for	dates,	accommodation,	reserving	places	etc.In	cases	where	the	company	doesnt	pay	for	the	training	directly,	employees	will	have	to	pay	and	send	invoices	or	receipts	to	HR.	HR	will	approve	employee	reimbursement	according	to	this	information.If	an	employee	decides	to	drop	or	cancel	a	training,	theyll	have	to	inform	HR
immediately.	Theyll	also	have	to	shoulder	any	cancellation	or	other	fees.In	cases	where	training	ends	with	examination,	employees	are	obliged	to	submit	the	results.	If	they	dont	pass	the	exam,	they	can	retake	it	on	their	own	expense.Generally,	the	company	will	cover	any	training	fees	including	registration	and	examination	(one	time).	They	may	also
cover	transportation,	accommodation	and	personal	expenses.	This	is	left	to	HRs	discretion.	If	HR	decides	to	cover	these	costs,	they	should	make	arrangements	themselves	(e.g.	tickets,	hotel	reservations).	Any	other	covered	expense	that	employees	have	will	be	reimbursed,	after	employees	bring	all	relevant	receipts	and	invoices.If	employees	want
subscriptions,	they	should	contact	HR	directly	or	ask	their	managers	to	do	so.	HR	will	preferably	set	up	the	subscription.	In	some	rare	cases,	they	might	give	formal	approval	to	employees	so	they	can	do	it	themselves.	Once	employees	make	arrangements,	they	should	inform	HR	of	the	cost	and	any	other	details	in	writing.	Any	relevant	invoices	should
also	be	sent	to	HR.HRs	responsibilities	also	include:Assessing	training	needsMaintaining	budgets	and	training	schedulesAssisting	with	learning	and	development	activities	and	strategiesPromoting	corporate	training	programs	and	employee	development	plansCalculating	learning	and	development	KPIs	whenever	possible	and	decide	on
improvementsDisclaimer:	This	policy	template	is	meant	to	provide	general	guidelines	and	should	be	used	as	a	reference.	It	may	not	take	into	account	all	relevant	local,	state	or	federal	laws	and	is	not	a	legal	document.	Neither	the	author	nor	Workable	will	assume	any	legal	liability	that	may	arise	from	the	use	of	this	policy.Further	reading	What	is	an
example	of	an	employee	development	policy?	An	employee	development	policy	typically	outlines	the	company's	approach	to	continuous	professional	development,	detailing	provisions	for	individual	and	corporate	training,	budget	allocations,	and	the	roles	of	employees,	managers,	and	HR	in	promoting	a	learning	culture.	Why	is	an	employee
development	policy	important?	An	employee	development	policy	is	vital	as	it	emphasizes	the	importance	of	continuous	learning,	ensuring	employees	are	equipped	with	the	latest	skills	and	knowledge.	This	boosts	productivity,	fosters	innovation,	and	contributes	to	the	overall	growth	of	the	organization.	What	should	an	employee	development	policy
include?	The	policy	should	detail	guidelines	on	individual	and	corporate	training,	provisions	for	external	training	sessions,	budget	and	time	allocations,	and	the	responsibilities	of	all	stakeholders	in	promoting	continuous	learning.	How	does	the	policy	address	individual	training	programs?	The	policy	provides	provisions	regarding	individual	training
programs,	setting	a	budget	and	day	limit	for	each	employee.	It	covers	the	cost	and	time	for	company-mandated	training	and	outlines	the	procedure	for	attending	external	training	sessions.	What	is	the	role	of	HR	in	the	employee	development	policy?	HR	is	responsible	for	assessing	training	needs,	maintaining	budgets	and	schedules,	assisting	with
development	activities,	promoting	training	programs,	and	calculating	learning	and	development	Key	Performance	Indicators	(KPIs)	to	decide	on	improvements.	A	learning	and	development	(L&D)	strategy	outlines	how	an	organisation	develops	its	workforce's	capabilities,	skills	and	competencies.	Its	a	key	part	of	the	overall	business	strategy.This
factsheet	looks	at	the	influences	on	L&D	strategy,	operational	and	cultural	factors,	keeping	strategy	updated,	and	how	this	translates	into	policy.	It	also	examines	the	different	stakeholders	involved	in	organisational	L&D.	Finally,	the	factsheet	considers	the	practical	elements	of	implementing	an	L&D	strategy	and	policy.	This	Employee	Training	and
Development	Policyis	ready	to	be	tailored	to	your	companys	needs	and	should	be	considered	a	starting	point	for	setting	up	your	employmentpolicies.	An	employee	training	and	development	policy	may	also	be	referred	to	as	Staff	Training	and	Development	Policy	or	Employee	Development	Policy.The	Employee	Training	and	Development	policy	should
include:Guidelines	on	individual	and	corporate	training	programs	and	their	eligibility	criteriaProvisions	for	external	training	sessions,	including	budget	and	time	allocationsResponsibilities	of	employees,	managers,	and	HR	in	fostering	a	culture	of	continuous	learning	Our	Employee	Development	company	policy	refers	to	the	companys	learning	and
development	programs	and	activities.In	the	modern	competitive	environment,	employees	need	to	replenish	their	knowledge	and	acquire	new	skills	to	do	their	jobs	better.	This	will	benefit	both	them	and	the	company.	We	want	them	to	feel	confident	about	improving	efficiency	and	productivity,	as	well	as	finding	new	ways	towards	personal	development
and	success.ScopeThis	policy	applies	to	all	permanent,	full-time	or	part-time,	employees	of	the	company.	Employees	with	temporary/short-term	contracts	might	attend	trainings	at	their	managers	discretion.This	policy	doesnt	cover	supplementary	employees	like	contractors	or	consultants.Policy	elementsEmployees,	managers	and	Human	Resources
(HR)	should	all	collaborate	to	build	a	continuous	professional	development	(CPD)	culture.	Its	an	employees	responsibility	to	seek	new	learning	opportunities.	Its	a	managers	responsibility	to	coach	their	teams	and	identify	employee	development	needs.	And	its	HRs	responsibility	to	facilitate	any	staff	development	activities	and	processes.What	do	we
mean	by	training	and	development?In	general,	we	approve	and	encourage	the	following	employee	trainings:Formal	training	sessions	(individual	or	corporate)Employee	Coaching	and	MentoringParticipating	in	conferencesOn-the-job	trainingJob	shadowingJob	rotationAs	part	of	our	learning	and	development	provisions,	we	can	also	arrange	for
subscriptions	or	educational	material,	so	employees	will	have	access	to	news,	articles	and	other	material	that	can	help	them	become	better	at	their	job.	There	are	two	conditions	for	this:Subscription/Material	should	be	job-relatedAll	relevant	fees	should	not	exceed	a	set	limit	per	personThis	list	doesnt	include	software	licences	or	other	tools	that	are
absolutely	necessary	for	employees	jobs.Individual	training	programsThe	company	has	certain	provisions	regarding	individual	training	programs.	All	employees	that	have	worked	for	the	company	more	than	four	months	are	eligible	to	participate	in	external	training	programs	individually	or	in	teams.	We	will	set	a	budget	for	each	employee	at	the
beginning	of	a	year,	which	well	renew	annually.	Employees	can	be	absent	for	training	for	up	to	10	days	per	year.Employees	can	choose	to	attend	as	many	training	programs	as	they	want,	provided	they	dont	exceed	the	budget	and	day	limit.	If	they	do,	theyll	have	to	use	their	paid	time	off	(PTO)	and	pay	any	extra	fees	themselves.Employees	may	have	to
bring	proof	of	attendance.Any	employee	training	that	the	company	mandates	(e.g.	due	to	inadequacies	of	an	employees	performance	or	changes	in	their	job	description)	is	excluded	from	the	training	budget	and	time	limit.	The	company	may	take	care	of	the	entire	cost.All	trainings	should	consider	what	employees	need	and	how	they	can	learn	best.
This	is	why,	we	encourage	employees	and	managers	to	consider	multiple	training	methods	like	workshops,	e-learning,	lectures	and	more.Corporate	training	programsWe	might	occasionally	engage	experts	to	train	our	employees.	The	company	will	cover	the	entire	cost	in	this	case.	Examples	of	this	kind	of	training	and	development	are:Equal
employment	opportunity	trainingDiversity	trainingLeadership	training	for	managersConflict	resolution	training	for	employeesThis	category	also	includes	training	conducted	by	internal	experts	and	managers.	Examples	are:Training	new	employeesTraining	teams	in	company-related	issues	(e.g.	new	systems	or	policy	changes)Training	employees	to
prepare	them	for	promotions,	transfers	or	new	responsibilitiesEmployees	wont	have	to	pay	or	use	their	leave	for	these	types	of	trainings.	Attendance	records	may	be	part	of	the	process.Other	types	of	trainingBoth	employees	and	their	managers	are	responsible	for	continuous	learning.	Employees	should	show	willingness	to	improve	by	asking	their
managers	for	direction	and	advice.	Managers	should	do	the	same	with	their	own	superiors,	while	encouraging	and	mentoring	their	subordinates.Employees	and	managers	are	responsible	for	finding	the	best	ways	to	CPD.	They	can	experiment	with	job	rotation,	job	shadowing	and	other	types	of	on-the-job	training	(without	disrupting	daily	operations).
We	also	encourage	employees	to	use	their	rights	for	self-paced	learning	by	asking	for	educational	material	and	access	to	other	resources	within	allocated	budget.General	guidelines:All	eligible	employees	are	covered	by	this	policy	without	discriminating	against	rank	or	protected	characteristics.Managers	should	evaluate	the	success	of	training	efforts.
They	should	keep	records	for	reference	and	better	improvement	opportunities.All	employee	development	efforts	should	respect	cost	and	time	limitations,	as	well	as	individual	and	business	needs.Employees	should	try	to	make	the	most	out	of	their	trainings	by	studying	and	finding	ways	to	apply	knowledge	to	their	work.Employees	are	encouraged	to
use	up	their	allocated	training	budget	and	time.ProcedureThis	procedure	should	be	followed	when	employees	want	to	attend	external	training	sessions	or	conferences:Employees	(or	their	team	leaders)	identify	the	need	for	training.Employees	and	team	leaders	discuss	potential	training	programs	or	methods	and	come	up	with	suggestions.Employees
or	team	leaders	contact	HR	and	briefly	present	their	proposal.	They	might	also	have	to	complete	a	form.HR	researches	the	proposal,	with	attention	to	budget	and	training	content.HR	approves	or	rejects	the	proposal.	If	they	reject	it,	they	should	provide	employees	with	reasons	in	writing.If	HR	approves,	they	will	make	arrangements	for	dates,
accommodation,	reserving	places	etc.In	cases	where	the	company	doesnt	pay	for	the	training	directly,	employees	will	have	to	pay	and	send	invoices	or	receipts	to	HR.	HR	will	approve	employee	reimbursement	according	to	this	information.If	an	employee	decides	to	drop	or	cancel	a	training,	theyll	have	to	inform	HR	immediately.	Theyll	also	have	to
shoulder	any	cancellation	or	other	fees.In	cases	where	training	ends	with	examination,	employees	are	obliged	to	submit	the	results.	If	they	dont	pass	the	exam,	they	can	retake	it	on	their	own	expense.Generally,	the	company	will	cover	any	training	fees	including	registration	and	examination	(one	time).	They	may	also	cover	transportation,
accommodation	and	personal	expenses.	This	is	left	to	HRs	discretion.	If	HR	decides	to	cover	these	costs,	they	should	make	arrangements	themselves	(e.g.	tickets,	hotel	reservations).	Any	other	covered	expense	that	employees	have	will	be	reimbursed,	after	employees	bring	all	relevant	receipts	and	invoices.If	employees	want	subscriptions,	they	should
contact	HR	directly	or	ask	their	managers	to	do	so.	HR	will	preferably	set	up	the	subscription.	In	some	rare	cases,	they	might	give	formal	approval	to	employees	so	they	can	do	it	themselves.	Once	employees	make	arrangements,	they	should	inform	HR	of	the	cost	and	any	other	details	in	writing.	Any	relevant	invoices	should	also	be	sent	to	HR.HRs
responsibilities	also	include:Assessing	training	needsMaintaining	budgets	and	training	schedulesAssisting	with	learning	and	development	activities	and	strategiesPromoting	corporate	training	programs	and	employee	development	plansCalculating	learning	and	development	KPIs	whenever	possible	and	decide	on	improvementsDisclaimer:	This	policy
template	is	meant	to	provide	general	guidelines	and	should	be	used	as	a	reference.	It	may	not	take	into	account	all	relevant	local,	state	or	federal	laws	and	is	not	a	legal	document.	Neither	the	author	nor	Workable	will	assume	any	legal	liability	that	may	arise	from	the	use	of	this	policy.Further	reading	What	is	an	example	of	an	employee	development
policy?	An	employee	development	policy	typically	outlines	the	company's	approach	to	continuous	professional	development,	detailing	provisions	for	individual	and	corporate	training,	budget	allocations,	and	the	roles	of	employees,	managers,	and	HR	in	promoting	a	learning	culture.	Why	is	an	employee	development	policy	important?	An	employee
development	policy	is	vital	as	it	emphasizes	the	importance	of	continuous	learning,	ensuring	employees	are	equipped	with	the	latest	skills	and	knowledge.	This	boosts	productivity,	fosters	innovation,	and	contributes	to	the	overall	growth	of	the	organization.	What	should	an	employee	development	policy	include?	The	policy	should	detail	guidelines	on
individual	and	corporate	training,	provisions	for	external	training	sessions,	budget	and	time	allocations,	and	the	responsibilities	of	all	stakeholders	in	promoting	continuous	learning.	How	does	the	policy	address	individual	training	programs?	The	policy	provides	provisions	regarding	individual	training	programs,	setting	a	budget	and	day	limit	for	each
employee.	It	covers	the	cost	and	time	for	company-mandated	training	and	outlines	the	procedure	for	attending	external	training	sessions.	What	is	the	role	of	HR	in	the	employee	development	policy?	HR	is	responsible	for	assessing	training	needs,	maintaining	budgets	and	schedules,	assisting	with	development	activities,	promoting	training	programs,
and	calculating	learning	and	development	Key	Performance	Indicators	(KPIs)	to	decide	on	improvements.	At	our	company,	we	deeply	value	the	individual	growth	and	progression	of	every	team	member.	Our	commitment	to	fostering	an	environment	of	continuous	learning	isn't	merely	a	policyit's	an	intrinsic	part	of	our	company	culture.	We	believe	that
by	investing	in	the	professional	and	personal	development	of	our	team,	we	are	building	a	stronger,	more	adaptable,	and	innovative	workforce.Continuous	learning	benefits	both	the	individual	and	the	organization.	For	the	individual,	it	equips	them	with	new	skills,	broadens	their	horizons,	and	paves	the	way	for	future	career	advancements.	For	the
business,	a	team	that	is	constantly	evolving	in	its	knowledge	and	capabilities	is	a	powerful	asset.	It	means	that	we	are	better	positioned	to	adapt	to	industry	changes,	tackle	new	challenges,	and	introduce	innovative	solutions	to	our	clients.Furthermore,	advocating	for	continuous	learning	resonates	with	our	philosophy	that	growth	should	be	a	shared
journey.	As	our	employees	flourish,	so	does	the	business.	By	ensuring	our	team	is	exposed	to	a	myriad	of	learning	opportunities,	we're	not	just	developing	employeeswe're	shaping	future	leaders.We	are	excited	to	walk	this	journey	of	growth	with	each	one	of	you,	ensuring	that	every	step	taken	aligns	with	our	collective	vision	and	goals.Our	Professional
Training	and	Career	Development	PolicyThe	Policy	and	ObjectiveOur	Professional	Training	and	Career	Development	Policy	is	a	testament	to	our	dedication	to	nurturing	the	talents	and	ambitions	of	our	team	members.	We've	crafted	this	policy	to	serve	as	a	roadmap,	guiding	each	of	you	toward	opportunities	that	enhance	your	skills,	expand	your
horizons,	and	align	with	your	career	aspirations.The	primary	objective	of	this	policy	is	twofold:Employee	empowerment:	We	want	every	team	member	to	feel	equipped	and	inspired	to	reach	their	fullest	potential.	This	policy	provides	clear	pathways	for	acquiring	new	skills,	seeking	mentorship,	and	engaging	in	both	internal	and	external	training
programs.	By	laying	out	these	options,	we	hope	to	empower	each	individual	to	take	charge	of	their	growth	trajectory.Organizational	Strength:	As	much	as	this	policy	is	about	individual	growth,	it's	also	about	fortifying	the	foundation	of	our	company.	By	investing	in	our	team's	continuous	development,	we	ensure	that	our	company	remains	agile,
innovative,	and	competitive	in	an	ever-evolving	marketplace.We	firmly	believe	that	every	member	of	our	team	has	a	unique	set	of	talents	and	aspirations.	This	policy	embodies	our	commitment	to	harnessing	that	potential,	ensuring	that	as	you	grow	and	succeed,	we	do	too.Employee	ResponsibilityAt	our	company,	we	are	proud	to	offer	a	range	of
professional	training	and	career	development	opportunities	to	all	our	full-time	employees.	However,	the	true	essence	of	professional	growth	lies	in	the	hands	of	each	individual.	While	we	provide	the	tools,	resources,	and	pathways,	it	is	the	responsibility	of	our	team	members	to	actively	pursue	and	engage	with	these	opportunities.These	professional
development	opportunities	and	the	chance	for	reimbursement	are	available	to	all	full-time	employees	of	the	company.	Opting	for	professional	development	isnt	a	mandatory	facet	of	your	employment	with	us,	but	choosing	to	embrace	it	speaks	volumes.It	signifies	a	proactive	mindset,	a	hunger	for	knowledge,	and	a	commitment	to	personal	and
organizational	excellence.	Such	initiative	is	often	a	hallmark	of	emerging	leaders	within	our	company,	demonstrating	not	only	a	drive	to	better	oneself	but	also	an	understanding	of	our	broader	vision.In	essence,	while	we	pave	the	way	for	growth,	the	journey	is	yours	to	embark	upon.	It's	a	choice	that	showcases	dedication,	ambition,	and	the	spirit	of
leadership.Skills	Assessment	and	Gap	AnalysisUnderstanding	one's	strengths	and	areas	of	growth	is	pivotal	in	the	realm	of	professional	development.	We	emphasize	the	importance	of	regular	skills	assessments	and	gap	analysis	to	help	our	team	members	gauge	where	they	currently	stand	and	where	they	can	further	enrich	their	skill	set.Periodic	self-
evaluationsWe	encourage	every	team	member	to	undertake	regular	self-assessments	(monthly	or	quarterly	depending	on	your	professional	development	goals).	Reflecting	on	recent	projects,	challenges	faced,	and	successes	achieved	can	provide	valuable	insights	into	areas	of	strength	and	those	requiring	further	attention.Online	assessment
toolsSeveral	online	platforms,	such	as	LinkedIn	Learning,	Skillshare,	and	Coursera,	offer	skills	assessments	tied	to	specific	courses.	By	taking	these	assessments,	employees	can	identify	their	proficiency	levels	and	access	relevant	courses	to	bridge	any	gaps.Feedback	and	evaluationAt	our	company,	we	believe	feedback	is	paramount.	It	fuels	our
collective	growth,	fosters	a	culture	of	continuous	improvement,	and	strengthens	team	cohesion.	Embracing	both	peer	and	managerial	feedback	ensures	we	remain	agile,	aligned,	and	ever-evolving	in	our	pursuit	of	excellence.Managerial	feedback	sessions	Engage	in	open	discussions	with	your	direct	manager	or	supervisor.	Their	perspective,	grounded
in	their	observation	of	your	performance,	can	offer	actionable	feedback	and	guidance	on	areas	of	improvement.Peer	review	and	feedback:	Colleagues	often	provide	a	unique	viewpoint	on	our	skills	and	performance.	We	have	official	peer	review	cycles	every	quarter,	but	peer-to-peer	feedback	doesnt	have	to	be	limited	to	those	times!	Feel	to	ask	for
your	peers	feedback	to	unveil	insights	into	collaborative	strengths	and	areas	for	better	teamwork.Actively	seeking	to	understand	your	skills	landscape	and	identifying	areas	for	development	is	an	empowering	journey.	By	leveraging	these	tools	and	avenues,	you're	not	just	enhancing	your	current	skill	set;	you're	paving	the	way	for	future	opportunities
and	leadership	roles	within	our	company.Career	Path	PlanningFor	those	who	are	interested	in	developing	their	career,	we	recommend	documenting	a	career	path.	Its	pivotal	to	personal	and	professional	satisfaction,	and	it	helps	you	to	be	intentional	about	your	growth	trajectory.	Here's	how	you	can	go	about	it:1.	Self-reflection:	Begin	by
understanding	your	current	skill	set,	passions,	and	areas	of	interest.	What	do	you	excel	at?	Where	do	you	see	yourself	in	5	or	10	years?2.	Tools	and	resources:	Leverage	online	platforms	such	as	MyPlan,	CareerExplorer,	or	PathSource.	These	tools	can	help	identify	potential	career	paths,	matching	them	with	your	skills	and	interests.3.	Set	clear	goals:
Break	down	your	vision	into	actionable	steps.	Define	short-term	goals	(1-2	years)	like	acquiring	a	specific	skill	or	gaining	experience	in	a	project.	Equally,	think	about	long-term	aspirations	(3-5	years),	such	as	stepping	into	leadership	roles	or	spearheading	initiatives.4.	Share	your	vision:	Transparency	is	key.	Discuss	your	career	path	plan	with	your
manager	or	mentor.	They	can	offer	guidance,	suggest	resources,	and	provide	valuable	insights	based	on	their	experience.5.	Accountability:	Sharing	your	goals	with	peers	or	forming	an	accountability	group	can	keep	you	motivated.	Regularly	check	in	on	your	progress,	celebrate	milestones,	and	adjust	your	plan	when	necessary.Planning	your	career
path	is	an	evolving	process.	As	the	business	landscape	shifts	and	personal	goals	transform,	remain	flexible	and	revisit	your	plan	periodically.	Your	proactive	initiative,	combined	with	our	supportive	ecosystem,	will	undoubtedly	lead	to	a	fulfilling	and	impactful	career	journey.Internal	Training	OpportunitiesAt	our	company,	we're	deeply	invested	in
cultivating	a	culture	of	continuous	learning.	Our	internal	training	programs	are	meticulously	designed	to	align	with	the	dynamic	needs	of	our	industry	and	the	growth	aspirations	of	our	team	members.	Here	are	some	of	the	enriching	opportunities	you	can	benefit	from:Our	CEO-led	workshopThese	workshops	stand	as	a	testament	to	our	commitment	to
bridging	the	gap	between	leadership	and	the	team,	fostering	an	environment	of	transparency,	insight,	and	shared	knowledge.	These	sessions	provide	a	unique	opportunity	to	engage	directly	with	our	CEO	and	dive	deep	into	various	pivotal	topics.Every	two	months,	our	CEO	dedicates	time	to	personally	conduct	these	workshops,	ensuring	regular
engagement	and	timely	insights	for	all	team	members.	Here	are	the	types	of	topics	theyll	cover:Company	vision	&	strategy:	Understand	the	broader	goals	of	our	company,	our	direction	for	the	upcoming	months,	and	how	every	department	plays	a	role	in	achieving	this	vision.Industry	trends	&	analysis:	Get	a	first-hand	perspective	on	the	latest	industry
developments,	potential	challenges,	and	opportunities	that	lie	ahead,	and	how	we	are	positioning	ourselves	in	this	dynamic	landscape.Leadership	&	decision	making:	Delve	into	the	intricacies	of	effective	leadership,	learn	about	our	CEO's	personal	experiences,	and	gain	insights	into	the	decision-making	processes	at	the	highest	levels	of	the
company.Feedback	&	open	forums:	These	sessions	also	provide	a	platform	for	open	dialogue.	Employees	can	voice	their	opinions,	seek	clarifications,	or	discuss	challenges	directly	with	our	CEO.Innovation	&	future	endeavors:	Learn	about	upcoming	projects,	potential	business	expansions,	and	how	innovation	is	driving	our	company	forward.Industry
training	modulesOur	monthly	Industry	Training	Modules	are	integral	to	our	endeavor	to	keep	our	team	abreast	of	the	rapidly	evolving	industry	landscape.	Recognizing	the	swift	pace	of	change	in	our	sector,	these	modules	are	meticulously	designed	to	offer	comprehensive	insights	into	current	industry	standards,	best	practices,	and	emerging
trends.Conducted	by	seasoned	professionals	and	sometimes	guest	experts,	these	sessions	delve	into	specific	industry-related	topics,	equipping	participants	with	the	latest	knowledge	and	actionable	skills.	Moreover,	these	modules	foster	an	environment	of	collaboration,	where	team	members	can	discuss	real-world	applications,	share	experiences,	and
brainstorm	solutions	to	industry-specific	challenges.	By	consistently	updating	our	understanding,	we	ensure	we	remain	at	the	forefront	of	industry	excellence.Soft	Skills	DevelopmentWe	recognize	that	while	technical	prowess	is	essential,	soft	skills	are	the	linchpin	for	holistic	professional	growth.	Our	monthly	Soft	Skills	Development	sessions	are
designed	to	cultivate	these	indispensable	attributes.From	enhancing	interpersonal	communication	and	team	collaboration	to	fostering	critical	thinking	and	emotional	intelligence,	these	workshops	encompass	a	broad	spectrum	of	skills.	Led	by	experienced	facilitators,	these	sessions	employ	interactive	exercises,	real-world	scenarios,	and	group
discussions	to	ensure	practical	learning.	By	consistently	honing	these	skills,	we	empower	our	team	to	navigate	workplace	dynamics	effectively,	foster	healthier	relationships,	and	drive	impactful	results	for	both	personal	and	organizational	success.Mentorship	ProgramAt	the	heart	of	our	commitment	to	continuous	growth	lies	our	robust	internal
mentorship	program.	Recognizing	the	invaluable	impact	of	guidance	and	shared	experiences,	this	initiative	aims	to	pair	our	dedicated	team	members	with	seasoned	managers	and	leadership	personnel,	fostering	relationships	that	extend	beyond	the	traditional	hierarchical	structures.Program	Structure:Pairing	process:	Employees	interested	in	joining
the	mentorship	program	are	invited	to	fill	out	a	short	questionnaire,	detailing	their	career	aspirations,	areas	they	seek	guidance	in,	and	any	specific	preferences	for	a	mentor.	Based	on	this	input,	our	HR	department	identifies	suitable	mentor-mentee	matches,	ensuring	alignment	in	goals	and	expertise.Quarterly	meetings:	Once	paired,	mentor-mentee
duos	are	encouraged	to	meet	at	least	once	every	quarter.	These	sessions	serve	as	an	opportunity	to	discuss	career	progress,	identify	gaps,	brainstorm	solutions,	and	set	clear	milestones	for	the	upcoming	months.Beyond	direct	supervision:	While	your	mentor	could	be	your	direct	manager,	the	beauty	of	this	program	is	its	flexibility.	You	might	be	paired
with	a	leader	from	an	entirely	different	department,	offering	fresh	perspectives	and	unique	insights	that	you	may	not	encounter	in	your	day-to-day	role.Objective:	The	essence	of	this	mentorship	is	accountability,	guidance,	and	growth.	Whether	you're	seeking	clarity	on	how	to	pursue	promotions,	ways	to	bridge	skill	gaps,	or	just	general	career	advice,
these	mentorship	relationships	become	a	cornerstone	of	your	developmental	journey.Getting	Started:	To	become	a	part	of	this	enriching	experience,	simply	reach	out	to	our	HR	department	for	the	mentorship	questionnaire.	Once	completed,	you'll	be	one	step	closer	to	unlocking	a	relationship	that	could	profoundly	shape	your	career	trajectory	at	our
company.External	Training	OpportunitiesIn	addition	to	our	robust	internal	training	programs,	we	believe	in	the	invaluable	benefits	of	external	exposure	and	diverse	learning	environments.	Expanding	your	horizons	outside	our	immediate	organizational	ecosystem	can	provide	fresh	perspectives,	cutting-edge	knowledge,	and	expanded	professional
networks.	Here's	a	closer	look	at	the	myriad	external	training	opportunities	we	endorse:Networking	events:	The	power	of	professional	networking	is	unparalleled.	Attending	these	events	can	help	you	foster	relationships	with	peers,	industry	leaders,	and	potential	collaborators.	From	local	chamber	of	commerce	mixers	to	niche	industry	meet-ups,	these
events	can	elevate	your	industry	presence,	open	doors	to	collaborative	projects,	and	enrich	your	understanding	of	market	dynamics.Industry	conferences:	These	are	platforms	where	the	industry's	brightest	minds	converge.	By	attending	conferences,	you	not	only	gain	access	to	the	latest	industry	research,	trends,	and	case	studies	but	also	get	the
opportunity	to	engage	in	thought-provoking	discussions,	workshops,	and	breakout	sessions.	These	experiences	often	lead	to	innovative	ideas	and	strategies	that	can	be	beneficial	to	both	your	personal	growth	and	our	future	endeavors.Career	coaching:	Sometimes,	an	external	perspective	can	provide	the	clarity	needed	to	navigate	one's	career	path.
Career	coaches	offer	expert	guidance,	help	set	actionable	goals,	and	provide	strategies	to	overcome	career	obstacles.	Their	expertise	can	be	particularly	beneficial	during	transitional	phases	or	when	contemplating	major	career	decisions.Role-specific	training	courses:	While	our	internal	training	modules	cover	a	broad	spectrum,	there's	a	world	of
specialized	courses	outside	tailored	to	very	specific	roles	or	niche	areas.	Engaging	in	such	courses	ensures	you	remain	at	the	cutting	edge	of	your	role,	equipped	with	the	latest	tools,	methodologies,	and	best	practices.Skill	advancement	certifications:	Certifications	not	only	validate	your	expertise	in	a	particular	area	but	also	make	you	a	more
marketable	asset	in	the	industry.	Whether	it's	a	technical	certification,	project	management,	or	any	other	skill	enhancement,	these	credentials	often	lead	to	both	personal	and	professional	elevation.We	offer	reimbursement	for	most	of	these	external	training	opportunities,	ensuring	financial	constraints	don't	impede	your	learning	journey.	Detailed
guidelines	on	reimbursement	and	the	application	process	can	be	found	next.Funding	and	ReimbursementWe	recognize	the	boundless	value	of	external	training	in	propelling	both	individual	and	organizational	growth.	To	support	our	team	members	in	their	pursuit	of	knowledge,	we	offer	a	reimbursement	program	for	many	external	training	endeavors.
Here	are	the	guidelines	to	ensure	a	smooth	process:Eligibility	criteria:	Only	full-time	employees	who	have	been	with	the	company	for	at	least	six	months	are	eligible	for	this	reimbursement	benefit.	The	training	or	event	in	question	should	directly	align	with	the	employee's	current	role	or	a	foreseeable	future	role	within	the	company.Pre-approval	is
essential:	Before	enrolling	or	making	any	payments	towards	an	external	training	opportunity,	employees	must	get	in	touch	with	both	the	HR	department	and	their	respective	managers	to	seek	approval.	This	not	only	ensures	eligibility	but	also	prevents	any	unforeseen	reimbursement	challenges.Coverage	scope:	Reimbursements	are	provided	for:Event
registration	fees	or	tuition.Required	materials	or	textbooks.Examination	fees	for	certifications.Travel	and	accommodation,	up	to	a	predefined	limit,	for	events	that	aren't	locally	accessible.Proof	of	completion:	To	qualify	for	reimbursement,	employees	must	provide	proof	of	successful	completion	of	the	training	or	course.	This	could	be	in	the	form	of	a
completion	certificate,	transcripts,	or	any	other	relevant	documentation.Reimbursement	process:	Once	the	necessary	documentation	is	in	place,	employees	should	submit	their	reimbursement	claims	through	the	regular	reimbursement	process	used	for	other	company-related	expenses	(you	can	find	that	subject	here).	Ensure	you	keep	all	original
receipts	and	provide	a	breakdown	of	costs.Limitations:	While	we	are	committed	to	supporting	employee	growth,	there	may	be	an	annual	cap	on	reimbursement	amounts	per	employee.	Consult	with	the	HR	department	for	specifics.Feedback	&	Sharing:	Post-training,	employees	might	be	requested	to	share	insights,	learning,	or	even	conduct	a	short
internal	session	to	disseminate	the	knowledge	gained,	maximizing	the	benefit	for	the	broader	team.We	strongly	encourage	our	team	members	to	utilize	this	benefit	and	further	their	professional	growth.	Remember,	the	path	to	reimbursement	starts	with	a	conversation.	Always	loop	in	HR	and	your	manager	early	in	the	process.Monitoring	and
UpdatesOur	commitment	to	your	professional	growth	and	career	development	is	unwavering.	However,	we	also	recognize	that	as	our	industry,	company,	and	workforce	evolve,	so	too	must	our	policies.	This	Professional	Training	and	Career	Development	policy	is	not	set	in	stone;	it's	a	living	document	that	can	and	should	adapt	to	better	serve	your
needs.Your	experiences,	insights,	and	suggestions	are	invaluable	in	shaping	the	path	forward.	If	you	see	opportunities	for	improvement,	encounter	challenges,	or	simply	have	ideas	on	how	to	make	this	journey	more	enriching	and	streamlined,	we	genuinely	want	to	hear	from	you.Your	feedback	is	a	catalyst	for	positive	change.	By	collaborating	and
iterating	on	this	policy	together,	we	can	ensure	our	company	remains	a	place	where	professional	dreams	are	realized	and	every	voice	is	heard.If	you	have	any	feedback	to	share,	please	reach	out	to	the	HR	department.	2023	The	Rise	Journey.	All	rights	reserved.The	imagery	you	see	throughout	this	website	has	been	thoughtfully	chosen	to	represent
the	many	faces	of	the	workplace.	Representation	matters,	and	it	starts	with	us,	right	here.	Imagery	courtesy	of	#WOCinTechChat,	Mapbox,	Gender	Spectrum	CollectionAs	a	team,	we	acknowledge	the	Peoria,	Myaamia,	Ohthi	akwi,	Kaskaskia,	Kiikaapoi	(Kickapoo),	Lenapehoking	(Lenni-Lenape),	Munsee	Lenape,	Haudenosaunee,	Seneca,	Wenrohronon,
Shawandasse	Tula	(Shawanwaki/Shawnee),	and	Monongahela	Culture	lands	our	work	takes	place.	Native	lands	were	stolen	and	Native	Peoples	exploited	and	we're	committed	to	rectifying	history.	This	Employee	Training	and	Development	Policyis	ready	to	be	tailored	to	your	companys	needs	and	should	be	considered	a	starting	point	for	setting	up
your	employmentpolicies.	An	employee	training	and	development	policy	may	also	be	referred	to	as	Staff	Training	and	Development	Policy	or	Employee	Development	Policy.The	Employee	Training	and	Development	policy	should	include:Guidelines	on	individual	and	corporate	training	programs	and	their	eligibility	criteriaProvisions	for	external	training
sessions,	including	budget	and	time	allocationsResponsibilities	of	employees,	managers,	and	HR	in	fostering	a	culture	of	continuous	learning	Our	Employee	Development	company	policy	refers	to	the	companys	learning	and	development	programs	and	activities.In	the	modern	competitive	environment,	employees	need	to	replenish	their	knowledge	and
acquire	new	skills	to	do	their	jobs	better.	This	will	benefit	both	them	and	the	company.	We	want	them	to	feel	confident	about	improving	efficiency	and	productivity,	as	well	as	finding	new	ways	towards	personal	development	and	success.ScopeThis	policy	applies	to	all	permanent,	full-time	or	part-time,	employees	of	the	company.	Employees	with
temporary/short-term	contracts	might	attend	trainings	at	their	managers	discretion.This	policy	doesnt	cover	supplementary	employees	like	contractors	or	consultants.Policy	elementsEmployees,	managers	and	Human	Resources	(HR)	should	all	collaborate	to	build	a	continuous	professional	development	(CPD)	culture.	Its	an	employees	responsibility	to
seek	new	learning	opportunities.	Its	a	managers	responsibility	to	coach	their	teams	and	identify	employee	development	needs.	And	its	HRs	responsibility	to	facilitate	any	staff	development	activities	and	processes.What	do	we	mean	by	training	and	development?In	general,	we	approve	and	encourage	the	following	employee	trainings:Formal	training
sessions	(individual	or	corporate)Employee	Coaching	and	MentoringParticipating	in	conferencesOn-the-job	trainingJob	shadowingJob	rotationAs	part	of	our	learning	and	development	provisions,	we	can	also	arrange	for	subscriptions	or	educational	material,	so	employees	will	have	access	to	news,	articles	and	other	material	that	can	help	them	become
better	at	their	job.	There	are	two	conditions	for	this:Subscription/Material	should	be	job-relatedAll	relevant	fees	should	not	exceed	a	set	limit	per	personThis	list	doesnt	include	software	licences	or	other	tools	that	are	absolutely	necessary	for	employees	jobs.Individual	training	programsThe	company	has	certain	provisions	regarding	individual	training
programs.	All	employees	that	have	worked	for	the	company	more	than	four	months	are	eligible	to	participate	in	external	training	programs	individually	or	in	teams.	We	will	set	a	budget	for	each	employee	at	the	beginning	of	a	year,	which	well	renew	annually.	Employees	can	be	absent	for	training	for	up	to	10	days	per	year.Employees	can	choose	to
attend	as	many	training	programs	as	they	want,	provided	they	dont	exceed	the	budget	and	day	limit.	If	they	do,	theyll	have	to	use	their	paid	time	off	(PTO)	and	pay	any	extra	fees	themselves.Employees	may	have	to	bring	proof	of	attendance.Any	employee	training	that	the	company	mandates	(e.g.	due	to	inadequacies	of	an	employees	performance	or
changes	in	their	job	description)	is	excluded	from	the	training	budget	and	time	limit.	The	company	may	take	care	of	the	entire	cost.All	trainings	should	consider	what	employees	need	and	how	they	can	learn	best.	This	is	why,	we	encourage	employees	and	managers	to	consider	multiple	training	methods	like	workshops,	e-learning,	lectures	and
more.Corporate	training	programsWe	might	occasionally	engage	experts	to	train	our	employees.	The	company	will	cover	the	entire	cost	in	this	case.	Examples	of	this	kind	of	training	and	development	are:Equal	employment	opportunity	trainingDiversity	trainingLeadership	training	for	managersConflict	resolution	training	for	employeesThis	category
also	includes	training	conducted	by	internal	experts	and	managers.	Examples	are:Training	new	employeesTraining	teams	in	company-related	issues	(e.g.	new	systems	or	policy	changes)Training	employees	to	prepare	them	for	promotions,	transfers	or	new	responsibilitiesEmployees	wont	have	to	pay	or	use	their	leave	for	these	types	of	trainings.
Attendance	records	may	be	part	of	the	process.Other	types	of	trainingBoth	employees	and	their	managers	are	responsible	for	continuous	learning.	Employees	should	show	willingness	to	improve	by	asking	their	managers	for	direction	and	advice.	Managers	should	do	the	same	with	their	own	superiors,	while	encouraging	and	mentoring	their
subordinates.Employees	and	managers	are	responsible	for	finding	the	best	ways	to	CPD.	They	can	experiment	with	job	rotation,	job	shadowing	and	other	types	of	on-the-job	training	(without	disrupting	daily	operations).	We	also	encourage	employees	to	use	their	rights	for	self-paced	learning	by	asking	for	educational	material	and	access	to	other
resources	within	allocated	budget.General	guidelines:All	eligible	employees	are	covered	by	this	policy	without	discriminating	against	rank	or	protected	characteristics.Managers	should	evaluate	the	success	of	training	efforts.	They	should	keep	records	for	reference	and	better	improvement	opportunities.All	employee	development	efforts	should
respect	cost	and	time	limitations,	as	well	as	individual	and	business	needs.Employees	should	try	to	make	the	most	out	of	their	trainings	by	studying	and	finding	ways	to	apply	knowledge	to	their	work.Employees	are	encouraged	to	use	up	their	allocated	training	budget	and	time.ProcedureThis	procedure	should	be	followed	when	employees	want	to
attend	external	training	sessions	or	conferences:Employees	(or	their	team	leaders)	identify	the	need	for	training.Employees	and	team	leaders	discuss	potential	training	programs	or	methods	and	come	up	with	suggestions.Employees	or	team	leaders	contact	HR	and	briefly	present	their	proposal.	They	might	also	have	to	complete	a	form.HR	researches
the	proposal,	with	attention	to	budget	and	training	content.HR	approves	or	rejects	the	proposal.	If	they	reject	it,	they	should	provide	employees	with	reasons	in	writing.If	HR	approves,	they	will	make	arrangements	for	dates,	accommodation,	reserving	places	etc.In	cases	where	the	company	doesnt	pay	for	the	training	directly,	employees	will	have	to
pay	and	send	invoices	or	receipts	to	HR.	HR	will	approve	employee	reimbursement	according	to	this	information.If	an	employee	decides	to	drop	or	cancel	a	training,	theyll	have	to	inform	HR	immediately.	Theyll	also	have	to	shoulder	any	cancellation	or	other	fees.In	cases	where	training	ends	with	examination,	employees	are	obliged	to	submit	the
results.	If	they	dont	pass	the	exam,	they	can	retake	it	on	their	own	expense.Generally,	the	company	will	cover	any	training	fees	including	registration	and	examination	(one	time).	They	may	also	cover	transportation,	accommodation	and	personal	expenses.	This	is	left	to	HRs	discretion.	If	HR	decides	to	cover	these	costs,	they	should	make	arrangements
themselves	(e.g.	tickets,	hotel	reservations).	Any	other	covered	expense	that	employees	have	will	be	reimbursed,	after	employees	bring	all	relevant	receipts	and	invoices.If	employees	want	subscriptions,	they	should	contact	HR	directly	or	ask	their	managers	to	do	so.	HR	will	preferably	set	up	the	subscription.	In	some	rare	cases,	they	might	give
formal	approval	to	employees	so	they	can	do	it	themselves.	Once	employees	make	arrangements,	they	should	inform	HR	of	the	cost	and	any	other	details	in	writing.	Any	relevant	invoices	should	also	be	sent	to	HR.HRs	responsibilities	also	include:Assessing	training	needsMaintaining	budgets	and	training	schedulesAssisting	with	learning	and
development	activities	and	strategiesPromoting	corporate	training	programs	and	employee	development	plansCalculating	learning	and	development	KPIs	whenever	possible	and	decide	on	improvementsDisclaimer:	This	policy	template	is	meant	to	provide	general	guidelines	and	should	be	used	as	a	reference.	It	may	not	take	into	account	all	relevant
local,	state	or	federal	laws	and	is	not	a	legal	document.	Neither	the	author	nor	Workable	will	assume	any	legal	liability	that	may	arise	from	the	use	of	this	policy.Further	reading	What	is	an	example	of	an	employee	development	policy?	An	employee	development	policy	typically	outlines	the	company's	approach	to	continuous	professional	development,
detailing	provisions	for	individual	and	corporate	training,	budget	allocations,	and	the	roles	of	employees,	managers,	and	HR	in	promoting	a	learning	culture.	Why	is	an	employee	development	policy	important?	An	employee	development	policy	is	vital	as	it	emphasizes	the	importance	of	continuous	learning,	ensuring	employees	are	equipped	with	the
latest	skills	and	knowledge.	This	boosts	productivity,	fosters	innovation,	and	contributes	to	the	overall	growth	of	the	organization.	What	should	an	employee	development	policy	include?	The	policy	should	detail	guidelines	on	individual	and	corporate	training,	provisions	for	external	training	sessions,	budget	and	time	allocations,	and	the	responsibilities
of	all	stakeholders	in	promoting	continuous	learning.	How	does	the	policy	address	individual	training	programs?	The	policy	provides	provisions	regarding	individual	training	programs,	setting	a	budget	and	day	limit	for	each	employee.	It	covers	the	cost	and	time	for	company-mandated	training	and	outlines	the	procedure	for	attending	external	training
sessions.	What	is	the	role	of	HR	in	the	employee	development	policy?	HR	is	responsible	for	assessing	training	needs,	maintaining	budgets	and	schedules,	assisting	with	development	activities,	promoting	training	programs,	and	calculating	learning	and	development	Key	Performance	Indicators	(KPIs)	to	decide	on	improvements.	An	effective	training
policy	provides	guidance	for	the	L&D	department	to	assess	&	nominate	resources	such	as	trainers,	budget,	place	and	time.	This	policy	refers	to	the	company's	L&D	programs,	developed	as	a	sequel	to	the	appraisal	recommendations	or	purely	for	business	support	requirements.	This	policy	template	is	available	for	download	in	Word	format.With	this
Company	Training	Policy	Template,	You	Can:Define	the	L&D	process	-	e-learning,online/offline/onsite/offsiteFrame	the	L&D	calendarCreate	an	employee	nomination	process	for	a	programSet	up	a	vendor	evaluation	empaneling	system	and	program	allocationIn	just	a	few	minutes,	you	will	be	able	to	set	up	a	policy	that	covers	most	of	the	necessary
information	required.This	policy	covers	rules	to	be	followed	with	respect	to:Identifying	training	needs	(TNA)Training	methodology	for	different	programsPre-assessment/Post-assessment	reportsFraming	e-learning	rules	for	employee	self-learningCreating	and	storing	e-content	for	easy	availability	and	lots	moreCompany	Training	PolicyObjectiveThe
purpose	of	Learning	and	Development	(L&D)	at	<	Company	Name	Here	>	is	to	ensure	that	all	employees	have	the	skills	required	to	perform	their	job	well	and	to	provide	opportunities	for	skill	enhancement	for	employee	career	progression.	L&D	policy	also	ensures	that	the	employees	are	upskilled	to	be	in	line	with	the	Companys	expansion,
upgradation	or	diversification	programs.This	L&D	policy	would	provide	the	steps	and	standard	operating	process	for	all	process-related,	mandatory	training,	technical	skills,	soft	skills,	and	behavioural	learning	programs,	adequately	custom-designed	for	the	organisation.Scope	and	ApplicabilityAll	employees	of	<	Company	name	>	are	covered	in	this
policy	for	training	on	process-related	skills,	soft	skills,	mandatory	training	and	behavioural	learning	programs	across	employee	levels,	as	well	as	existing	and	new	skill	development,	refresher	training,	Coaching	and	Mentorship	programs.This	policy	is	owned	by	<	Name	of	the	Person	>	and	reachable	@	<	Contact	Number	>	and	<	email	address	>
Policy/ProcessThe	L&D	ProcessIdentifying	Learning	Sessions:	Based	on	the	business	need,	certain	topics	would	be	suggested	and	discussed	with	the	Management	and	the	<	Operations	Process	Heads	>.	Meetings	would	be	conducted	to	finalise	the	topics	for	the	learning	sessions,	duration,	eligibility	and	cost.L&D	CalendarBased	on	the	lean	and	peak
period	of	various	processes	and	Holiday	list,	the	L&D	Calendar	is	prepared.	The	calendar	will	be	available	in	the	<	Company	Name	Here	>	website	under	the	Training	Module.	Nomination	ProcessLearners'	list	is	shared	with	Managers	for	receiving	nominations	from	them.	The	list	will	be	available	in	<	Company	Name	Here	>	under	the	Forms	section.
Nominations	happen	Monthly/quarterly/half-yearly.	<	Reporting	Officers	>	have	to	nominate	their	team	members	for	each	of	the	programs	in	<	Company	Name	Here	>	which	will	be	approved	by	the	<	Reviewing	Officer	>.	L&D	Team	will	finally	approve	the	nominations.	Source	Vendors	(parallel	activity	done	when	L&D	calendar	is	rolled	out)Based
on	the	topic	selected	for	conducting	learning	sessions,	vendors	or	L&D	institutes	are	approached.	They	conduct	the	required	learning	sessions,	where	internal	trainers	are	unavailable.	Vendors	would	be	requested	to	share	the	content	outline,	commercials,	facilitator	profile	and	client	reference	for	verification.	The	collected	data	would	be	presented	to
the	Management	for	finalisation	of	the	vendor.	Once	the	vendor	is	finalised,	the	training	institute	would	sign	a	non-disclosure	agreement	and	Purchase	Order	before	conducting	the	programs.Need	Analysis	Conducted	by	the	FacilitatorOnce	the	Vendor	is	decided	to	conduct	learning	sessions,	the	Facilitator	would	meet	the	learners	and	any	other
stakeholders	of	the	session	as	&	when	required	(like	the	learners'	reporting	officers,	Managers	and	L&D	Team)	to	understand	the	requirement	to	develop	the	content	for	the	learning	session.Invite	Mail	to	All	the	LearnersBased	on	the	nominations	received	in	<	Company	Name	Here	>,	the	L&D	team	will	finally	approve	the	nominations,	post	which	an
automated	mail	will	be	sent	to	the	nominated	employees.	Once	the	employee	gets	a	mail,	the	individual	has	to	log	in	to	<	Company	Name	Here	>	to	know	the	program	and	session	dates	they	are	being	nominated	and	accept	so	as	to	block	the	calendar	for	the	event.Pre-AssessmentAll	the	learners	would	be	assessed	by	the	Facilitator	before	or	during
the	learning	session	on	a	certain	set	of	agreed	parameters	based	on	the	content	of	the	program	to	understand	their	competency	level.Training	can	be	held	at	a	facility	outside	of	office	depending	on	the	availability	of	space	and	plan.	It	will	be	a	decision	of	L&D	for	the	same.	Requirements	will	be	shared	with	the	Facility	/	Admin	department	to	book	the
venue	and	arrange	for	the	logistics	as	required.Details	of	the	Learning	SessionFour	days	before	the	learning	session,	the	venue	and	timing	details	will	be	updated	in	the	<	Company	Name	Here	>	website	under	the	training	module	for	the	employees'	view.Logistics	planThree	days	before	the	learning	sessions	are	scheduled,	L&D	team	coordinates	with
Facility	/	Admin	department	for	room	arrangement	(Eg:	cluster	seating)	and	logistics	are	requested	by	the	Facilitator.	Learning	SessionThe	session	would	be	delivered	on	the	scheduled	date	and	is	coordinated	by	the	L&D	team	to	ensure	the	successful	delivery	of	the	session.AttendanceAn	attendance	sheet	will	be	given	to	the	learners	for	their
signature.	Employees	attending	any	scheduled	training,	either	inside	or	outside	of	the	office	premises,	will	be	considered	to	be	on	official	work	for	the	purpose	of	attendance.Employees	Who	Fail	to	Attend	a	SessionIn	case	an	employee	fails	to	attend	a	learning	session	(unless	in	an	emergency	situation),	then	an	amount	of	Rs.	<	amount	>	is	deducted
from	the	employees	pay	which	is	the	session	fee.	In	case	an	employee	fails	to	attend	the	session	due	to	illness	or	any	other	valid	reason	as	approved	by	the	Manager	or	HR,	then	the	L&D	team	will	accept	their	absence.	In	this	case,	penalty	will	not	be	applicable.Feedback	FormsFeedback	will	be	made	available	in	<	Company	Name	Here	>	and
employees	who	have	attended	the	session	will	fill	the	feedback	online	before	the	last	session.	Post	AssessmentPost	assessment	is	conducted	for	all	the	learners	on	the	agreed	parameters	based	on	the	content	of	the	program	to	understand	the	progression	made	before	and	after	the	learning	session.	Post	assessment	is	conducted	only	for	certain	types	of
programs	where	the	progression	can	be	tracked	immediately	after	the	session	(Eg.,	English-speaking	course).Assessment	ReportsAssessment	reports	are	shared	by	the	Facilitator	with	the	Action	plan	after	the	session.	The	action	plan	would	be	shared	with	the	learners	and	the	Reporting	Officer	who	would	be	assessing	the	learners	(or	team	members)
periodically.	Refresher	SessionsRefresher	programs	are	conducted	for	all	the	learners	who	would	have	attended	learning	sessions.	During	the	refresher	sessions,	learners	are	assessed	on	the	same	set	of	parameters	used	during	the	pre-assessment.	A	comparison	is	done	with	the	pre-assessment	scores	with	the	assessment	done	during	the	refreshers
to	understand	the	progression	made	by	each	of	the	learners.For	AssociatesIf	its	a	1-day	program,	then	1	refresher	is	conductedIf	its	a	2-day	program,	then	2	refreshers	are	conductedFor	Supervisors,	Team	Leads	and	aboveOne	refresher	is	conducted	for	all	the	programs	irrespective	of	no.	of	days	it's	conducted.	Tracking	of	AssessmentThe	L&D	team
would	maintain	all	the	Assessments	(for	all	levels)	in	the	form	of	Trackers	to	review;The	progress	of	each	learner	from	time	to	time.	To	review	the	skill	enhancement.To	assess	the	effectiveness	of	the	learning	session.Minimum	Training	HoursIt	is	required	that	every	employee	(where	nominated)	would	need	to	attend	of	training	in	a	year	(April	to
March	of	next	year).The	attendance	will	be	tracked	and	will	impact	the	quarterly/bi-annual/yearly	appraisals	as	applicable.	Special	Circumstance	and	ExceptionAny	Deviation	from	this	policy	has	to	be	approved	by	HR.	There	will	be	no	exceptions	to	any	mandatory	training,	irrespective	of	the	level	or	grade	of	the	employee.Non-compliance	and
ConsequenceNon-compliance	of	any	mandatory	training	such	as	Denied	parties	/	Embargo	country	list,	Data	privacy,	POSH,	etc.	(if	any)	will	lead	to	severe	business	and	legal	consequences	both	for	the	Company	as	well	as	the	employee.Disclaimer:	This	template	is	meant	to	provide	general	guidelines	and	should	be	used	as	a	reference.	This	is	not	a
legal	document.	greytHR	will	not	assume	any	legal	liability	that	may	arise	from	the	use	of	this	template.An	employee	training	and	development	policy	can	also	be	referred	to	as	Staff	Training	and	Development	Policy	or	Employee	Development	Policy.	This	policy	refers	to	the	companys	learning	and	development	programs	and	activities.	A	training	plan
is	formulated	and	revised	every	year	by	the	Human	Resources	(HR)	Department	based	on	the	firms	current	projects	and	future	plans.	It	outlines	the	objectives	and	targets	of	training	for	the	year.Sample	Employee	Training	PolicyScopeThis	policy	applies	to	all	permanent,	full-time	or	part-time	employees	of	the	company.	All	eligible	employees	are
covered	by	this	policy	without	discriminating	against	rank	or	protected	characteristics.	Employees	with	temporary/short-term	contracts	may	attend	training	at	their	managers	discretion.	This	policy	doesnt	cover	supplementary	employees	like	contractors	or	consultants.Policy	elementsImparting	training	policy	is	a	joint	effort.	Employees,	managers	and
HR	should	all	collaborate	to	build	a	continuous	professional	development	(CPD)	culture.	Employees	are	responsible	for	seeking	new	learning	opportunities.	Managers	are	responsible	to	coach	their	teams	and	identify	employee	development	needs.	The	HR	Department	is	responsible	for	conducting	workshops,	seminars	and	refresher	courses	to	keep
the	workforce	informed	and	updated	with	the	latest	learnings.Training	deliveryThere	are	various	methods	to	impart	training.	The	selection	of	the	training	delivery	method	depends	on	cost-effectiveness	in	terms	of	achieving	the	training	outcome.	Training	activity	will	mostly	be	delivered	in	a	combination	of	the	following	forms:Formal	training	sessions
(individual	or	corporate).Training	provided	by	internal	and/or	external	experts.On	the	job	training	(OJT).E-learning.Conferences/Seminars	participation.Rotation	assignments.Pre-employment	training.Training	apprentices.Continuous	education	assistant.Employee	coaching	and	mentoring.Job	shadowing.As	part	of	the	ongoing	learning	and	development
provisions,	arrangements	for	subscriptions	or	educational	material	can	also	be	availed	wherever	applicable.	This	provides	all	employees	access	to	news,	articles,	and	other	material	that	can	help	them	become	better	at	their	job.	However,	to	avail	this	facility,	employees	need	to	get	written	approval	from	their	Managers	and	the	concerned	HR
team.Conditions	apply:Subscription/Material	should	be	job-related.All	relevant	fees	should	not	exceed	the	limit	set	for	the	employee.Classification	of	CoursesThe	training	modules	are	classified	based	on:Technical	Skills:	Specialized	subjects	to	develop	technical	skills	and	knowledge	according	to	the	job/function.Managerial	Skills:	Skills	necessary	for
employees	of	managerial	levels	to	manage	their	function	and	employees.Soft	Skills:	To	develop	personal	attributes	that	enhance	an	employees	interactions	effectively	with	other	employees	internally	or	externally.Professional	Certification:	Training	programs	that	certify	an	employee	in	a	certain	specialty.Individual	training	programsThere	are	certain
provisions	regarding	individual	training	programs,	the	right	of	which	lies	with	the	company.	All	employees	who	have	worked	for	the	company	for(number	of	months)months	are	eligible	to	participate	in	external	training	programs	individually	or	in	teams.	At	the	beginning	of	a	financial	year,	a	budget,	which	is	renewed	annually,	is	set	for	each	employee
and	a	team.	Once	an	employee	enrolls	for	a	training	program,	they	must	ensure	their	attendance	for	the	same.	However,	in	cases	of	emergencies,	concerned	managers	and	the	HR	team	must	be	kept	informed.Employees	can	be	absent	from	training	for	up	to(number	of	days)per	year.	They	can	choose	to	attend	as	many	training	programs	as	they	want,
provided	they	dont	exceed	the	budget	and	day	limit.	In	case,	they	exceed	the	budget,	extra	fees	must	be	borne	by	the	employee.	Employees	have	to	apply	for	paid	time	off	in	case	they	exceed	the	day	limit.Employees	may	have	to	bring	proof	of	attendance	to	such	training	if	asked	for.Any	employee	training	that	the	company	mandates,	due	to	reasons
such	as	inadequacies	of	an	employees	performance	or	changes	in	their	job	description,	is	excluded	from	the	training	budget	and	time	limit.Corporate	training	programsWe	occasionally	engage	experts	to	train	our	employees.	In	such	cases,	the	company	will	cover	the	training	programs	entire	cost,	and	employees	need	not	pay	or	use	their	leavefor	these
types	of	training.	Attendance	records	may	be	part	of	the	process.These	training	programs	are:Equal	employment	opportunity	training.Diversity	training.Leadership	training	for	managers.Conflict	resolution	training	for	employees.Corporate	training	programs	also	include	sessions	conducted	by	internal	experts	and	managers	to:Train	new
employees.Train	teams	on	company-related	issues.Prepare	them	for	promotions,	transfers	or	new	responsibilities.Other	types	of	trainingEmployees	and	managers	are	responsible	for	finding	the	best	ways	for	CPD.	They	should	be	open	to	changes	to	improve	their	skills	and	productivity.	Employees	must	ask	their	managers	for	direction	and	advice.
Managers	should	do	the	same	with	their	superiors,	and	encourage	and	mentor	their	subordinates.Employees	are	encouraged	to	use	their	rights	for	self-paced	learning.	They	are	welcome	to	ask	for	educational	material	and	access	to	other	resources	within	the	allocated	budget.General	guidelines:Managers	should	keep	records	for	reference	and	better
improvement	opportunities.	They	should	regularly	evaluate	the	success	of	training	material	and	efforts.Employees	should	try	to	make	the	most	out	of	their	training.	They	must	make	efforts	in	finding	ways	to	implement	the	knowledge	gained	for	the	betterment	of	their	work.Employees	must	use	their	allocated	training	budget	and	time	for	training
purposes.Procedure	to	attend	external	trainingattend	external	training	sessions	or	conferences:Employees	and/or	their	team	leaders	should	identify	and	document	the	need	for	training.Employees	and	team	leaders	should	discuss	effective	training	programs/methods	and	give	suggestions.Employees	or	team	leaders	must	contact	HR	with	their
proposal.	They	complete	all	the	paperwork	involved.HR	researches	the	proposal	while	keeping	in	mind	the	budget	and	the	training	content.HR	approves	or	rejects	the	proposal.If	rejected,	HR	gives	the	employee/team	reasons	in	writing.If	approved,	HR	makes	arrangements	for	dates,	accommodation,	required	reservations,	etc.If	the	company	doesnt
pay	for	the	training	directly,	employees	will	have	to	pay	and	send	invoices/receipts	to	HR.	HR	will	approve	employee	reimbursement	accordingly.If	an	employee	decides	to	drop	or	cancel	a	training,	theyll	have	to	inform	HR	immediately.	In	such	cases,	cancellation	or	other	fees	are	to	be	paid	by	the	employee.If	the	training	ends	with	an	examination,



employees	must	submit	the	results.	If	they	dont	clear	the	exam,	they	will	need	to	retake	it	at	their	own	expense.Most	of	the	time,	the	company	will	cover	one-time	training	fees	including	registration	and	examination.	Depending	on	the	program,	transportation,	accommodation	and	personal	expenses	could	also	be	covered	by	the	firm.If	HR	decides	to
cover	these	costs,	they	would	make	arrangements	for	tickets,	hotel	reservations,	etc.	Any	other	covered	expenses	that	employees	have	will	be	reimbursed	after	employees	furnish	all	relevant	receipts	and	invoices.For	subscriptions,	employees	should	contact	HR	directly	or	ask	their	managers	to	do	so.	In	most	cases,	the	HR	will	set	up	the	subscription.
For	others,	they	might	give	formal	approval	to	employees	so	they	can	do	it	themselves.	After	getting	the	subscription,	employees	should	inform	HR	of	the	cost	and	any	other	details	in	writing.	Any	relevant	invoices	should	also	be	sent	to	HR.HRs	Responsibilities	IncludeAssess	training	needs.Maintain	budgets	and	training	schedules.Assist	with	learning
and	development	activities	and	strategies.Promote	corporate	training	programs	and	employee	development	plans.Calculate	learning	and	development	KPIs	whenever	possible	and	decide	on	improvements.Training	EvaluationAt	the	end	of	every	training,	an	evaluation	is	carried	out	through	forms,	surveys	or	face	to	face	discussion.	The	effectiveness	of
the	training	is	measured	on	the	basis	of	skills,	knowledge	and	competency	gained	from	the	program	and	how	is	the	employee	expecting	to	implement	the	new	skills	in	his/her	work.	Training	activities	are	evaluated	to	determine	whether	the	objectives	and	the	expectation,	on	which	the	training	modules	are	based,	have	been	met.	This	Employee
Training	and	Development	Policyis	ready	to	be	tailored	to	your	companys	needs	and	should	be	considered	a	starting	point	for	setting	up	your	employmentpolicies.	An	employee	training	and	development	policy	may	also	be	referred	to	as	Staff	Training	and	Development	Policy	or	Employee	Development	Policy.The	Employee	Training	and	Development
policy	should	include:Guidelines	on	individual	and	corporate	training	programs	and	their	eligibility	criteriaProvisions	for	external	training	sessions,	including	budget	and	time	allocationsResponsibilities	of	employees,	managers,	and	HR	in	fostering	a	culture	of	continuous	learning	Our	Employee	Development	company	policy	refers	to	the	companys
learning	and	development	programs	and	activities.In	the	modern	competitive	environment,	employees	need	to	replenish	their	knowledge	and	acquire	new	skills	to	do	their	jobs	better.	This	will	benefit	both	them	and	the	company.	We	want	them	to	feel	confident	about	improving	efficiency	and	productivity,	as	well	as	finding	new	ways	towards	personal
development	and	success.ScopeThis	policy	applies	to	all	permanent,	full-time	or	part-time,	employees	of	the	company.	Employees	with	temporary/short-term	contracts	might	attend	trainings	at	their	managers	discretion.This	policy	doesnt	cover	supplementary	employees	like	contractors	or	consultants.Policy	elementsEmployees,	managers	and	Human
Resources	(HR)	should	all	collaborate	to	build	a	continuous	professional	development	(CPD)	culture.	Its	an	employees	responsibility	to	seek	new	learning	opportunities.	Its	a	managers	responsibility	to	coach	their	teams	and	identify	employee	development	needs.	And	its	HRs	responsibility	to	facilitate	any	staff	development	activities	and
processes.What	do	we	mean	by	training	and	development?In	general,	we	approve	and	encourage	the	following	employee	trainings:Formal	training	sessions	(individual	or	corporate)Employee	Coaching	and	MentoringParticipating	in	conferencesOn-the-job	trainingJob	shadowingJob	rotationAs	part	of	our	learning	and	development	provisions,	we	can
also	arrange	for	subscriptions	or	educational	material,	so	employees	will	have	access	to	news,	articles	and	other	material	that	can	help	them	become	better	at	their	job.	There	are	two	conditions	for	this:Subscription/Material	should	be	job-relatedAll	relevant	fees	should	not	exceed	a	set	limit	per	personThis	list	doesnt	include	software	licences	or	other
tools	that	are	absolutely	necessary	for	employees	jobs.Individual	training	programsThe	company	has	certain	provisions	regarding	individual	training	programs.	All	employees	that	have	worked	for	the	company	more	than	four	months	are	eligible	to	participate	in	external	training	programs	individually	or	in	teams.	We	will	set	a	budget	for	each
employee	at	the	beginning	of	a	year,	which	well	renew	annually.	Employees	can	be	absent	for	training	for	up	to	10	days	per	year.Employees	can	choose	to	attend	as	many	training	programs	as	they	want,	provided	they	dont	exceed	the	budget	and	day	limit.	If	they	do,	theyll	have	to	use	their	paid	time	off	(PTO)	and	pay	any	extra	fees
themselves.Employees	may	have	to	bring	proof	of	attendance.Any	employee	training	that	the	company	mandates	(e.g.	due	to	inadequacies	of	an	employees	performance	or	changes	in	their	job	description)	is	excluded	from	the	training	budget	and	time	limit.	The	company	may	take	care	of	the	entire	cost.All	trainings	should	consider	what	employees
need	and	how	they	can	learn	best.	This	is	why,	we	encourage	employees	and	managers	to	consider	multiple	training	methods	like	workshops,	e-learning,	lectures	and	more.Corporate	training	programsWe	might	occasionally	engage	experts	to	train	our	employees.	The	company	will	cover	the	entire	cost	in	this	case.	Examples	of	this	kind	of	training
and	development	are:Equal	employment	opportunity	trainingDiversity	trainingLeadership	training	for	managersConflict	resolution	training	for	employeesThis	category	also	includes	training	conducted	by	internal	experts	and	managers.	Examples	are:Training	new	employeesTraining	teams	in	company-related	issues	(e.g.	new	systems	or	policy
changes)Training	employees	to	prepare	them	for	promotions,	transfers	or	new	responsibilitiesEmployees	wont	have	to	pay	or	use	their	leave	for	these	types	of	trainings.	Attendance	records	may	be	part	of	the	process.Other	types	of	trainingBoth	employees	and	their	managers	are	responsible	for	continuous	learning.	Employees	should	show	willingness
to	improve	by	asking	their	managers	for	direction	and	advice.	Managers	should	do	the	same	with	their	own	superiors,	while	encouraging	and	mentoring	their	subordinates.Employees	and	managers	are	responsible	for	finding	the	best	ways	to	CPD.	They	can	experiment	with	job	rotation,	job	shadowing	and	other	types	of	on-the-job	training	(without
disrupting	daily	operations).	We	also	encourage	employees	to	use	their	rights	for	self-paced	learning	by	asking	for	educational	material	and	access	to	other	resources	within	allocated	budget.General	guidelines:All	eligible	employees	are	covered	by	this	policy	without	discriminating	against	rank	or	protected	characteristics.Managers	should	evaluate
the	success	of	training	efforts.	They	should	keep	records	for	reference	and	better	improvement	opportunities.All	employee	development	efforts	should	respect	cost	and	time	limitations,	as	well	as	individual	and	business	needs.Employees	should	try	to	make	the	most	out	of	their	trainings	by	studying	and	finding	ways	to	apply	knowledge	to	their
work.Employees	are	encouraged	to	use	up	their	allocated	training	budget	and	time.ProcedureThis	procedure	should	be	followed	when	employees	want	to	attend	external	training	sessions	or	conferences:Employees	(or	their	team	leaders)	identify	the	need	for	training.Employees	and	team	leaders	discuss	potential	training	programs	or	methods	and
come	up	with	suggestions.Employees	or	team	leaders	contact	HR	and	briefly	present	their	proposal.	They	might	also	have	to	complete	a	form.HR	researches	the	proposal,	with	attention	to	budget	and	training	content.HR	approves	or	rejects	the	proposal.	If	they	reject	it,	they	should	provide	employees	with	reasons	in	writing.If	HR	approves,	they	will
make	arrangements	for	dates,	accommodation,	reserving	places	etc.In	cases	where	the	company	doesnt	pay	for	the	training	directly,	employees	will	have	to	pay	and	send	invoices	or	receipts	to	HR.	HR	will	approve	employee	reimbursement	according	to	this	information.If	an	employee	decides	to	drop	or	cancel	a	training,	theyll	have	to	inform	HR
immediately.	Theyll	also	have	to	shoulder	any	cancellation	or	other	fees.In	cases	where	training	ends	with	examination,	employees	are	obliged	to	submit	the	results.	If	they	dont	pass	the	exam,	they	can	retake	it	on	their	own	expense.Generally,	the	company	will	cover	any	training	fees	including	registration	and	examination	(one	time).	They	may	also
cover	transportation,	accommodation	and	personal	expenses.	This	is	left	to	HRs	discretion.	If	HR	decides	to	cover	these	costs,	they	should	make	arrangements	themselves	(e.g.	tickets,	hotel	reservations).	Any	other	covered	expense	that	employees	have	will	be	reimbursed,	after	employees	bring	all	relevant	receipts	and	invoices.If	employees	want
subscriptions,	they	should	contact	HR	directly	or	ask	their	managers	to	do	so.	HR	will	preferably	set	up	the	subscription.	In	some	rare	cases,	they	might	give	formal	approval	to	employees	so	they	can	do	it	themselves.	Once	employees	make	arrangements,	they	should	inform	HR	of	the	cost	and	any	other	details	in	writing.	Any	relevant	invoices	should
also	be	sent	to	HR.HRs	responsibilities	also	include:Assessing	training	needsMaintaining	budgets	and	training	schedulesAssisting	with	learning	and	development	activities	and	strategiesPromoting	corporate	training	programs	and	employee	development	plansCalculating	learning	and	development	KPIs	whenever	possible	and	decide	on
improvementsDisclaimer:	This	policy	template	is	meant	to	provide	general	guidelines	and	should	be	used	as	a	reference.	It	may	not	take	into	account	all	relevant	local,	state	or	federal	laws	and	is	not	a	legal	document.	Neither	the	author	nor	Workable	will	assume	any	legal	liability	that	may	arise	from	the	use	of	this	policy.Further	reading	What	is	an
example	of	an	employee	development	policy?	An	employee	development	policy	typically	outlines	the	company's	approach	to	continuous	professional	development,	detailing	provisions	for	individual	and	corporate	training,	budget	allocations,	and	the	roles	of	employees,	managers,	and	HR	in	promoting	a	learning	culture.	Why	is	an	employee
development	policy	important?	An	employee	development	policy	is	vital	as	it	emphasizes	the	importance	of	continuous	learning,	ensuring	employees	are	equipped	with	the	latest	skills	and	knowledge.	This	boosts	productivity,	fosters	innovation,	and	contributes	to	the	overall	growth	of	the	organization.	What	should	an	employee	development	policy
include?	The	policy	should	detail	guidelines	on	individual	and	corporate	training,	provisions	for	external	training	sessions,	budget	and	time	allocations,	and	the	responsibilities	of	all	stakeholders	in	promoting	continuous	learning.	How	does	the	policy	address	individual	training	programs?	The	policy	provides	provisions	regarding	individual	training
programs,	setting	a	budget	and	day	limit	for	each	employee.	It	covers	the	cost	and	time	for	company-mandated	training	and	outlines	the	procedure	for	attending	external	training	sessions.	What	is	the	role	of	HR	in	the	employee	development	policy?	HR	is	responsible	for	assessing	training	needs,	maintaining	budgets	and	schedules,	assisting	with
development	activities,	promoting	training	programs,	and	calculating	learning	and	development	Key	Performance	Indicators	(KPIs)	to	decide	on	improvements.	In	this	article,	well	look	at	the	key	elements	that	make	up	an	example	Learning	and	Development	Policy.	Weve	included	some	starter/boilerplate	information	to	help	you	get	started	writing	this
policy	for	your	company.	If	youre	looking	for	help	in	setting	up	your	policies	&	procedures	or	employee	manual/handbook,	our	team	can	assist.Learning	and	Development	Policy	TemplateThe	following	are	the	main	elements	that	should	be	included	in	your	Learning	and	Development	Policy:1.Title	PagePolicy	Title:	Learning	and	Development
PolicyCompany	Name:	The	name	of	the	organization	implementing	the	policy.Policy	Number(if	applicable):	For	easy	reference	within	the	companys	policy	structure.Version	Control:	Date	of	creation,	last	review,	and	version	number.Effective	Date:	The	date	the	policy	becomes	operational.Approval	Authority:	Name	and	title	of	the	individual	who
approved	the	policy.2.Purpose/ObjectiveA	brief	statement	explainingwhy	the	Learning	and	Development	Policy	exists.	This	section	outlines	the	policys	purpose	in	relation	to	the	companys	goals,	regulatory	requirements,	or	ethical	standards.Describewhat	problem	or	issuethe	policy	addresses.Example	Purpose/Objective:The	Learning	and	Development
Policy	aims	to	foster	a	culture	of	continuous	learning	by	providing	employees	with	access	to	formal	training,	certifications,	and	professional	development	opportunities.	It	supports	workforce	planning	and	talent	management	by	enhancing	skills,	promoting	career	growth,	and	ensuring	that	employees	remain	competitive	and	effective	in	their	roles.	This
policy	encourages	personal	and	professional	development,	aligning	individual	growth	with	organizational	goals	to	drive	overall	success	and	innovation.	By	investing	in	employee	development,	the	organization	seeks	to	retain	talent	and	maintain	a	motivated,	skilled	workforce	3.ScopeA	description	ofwhothe	Learning	and	Development	Policy	applies	to
(e.g.,	employees,	contractors,	vendors).Specify	anyexceptionsto	the	policy.Explaindepartmentsor	roles	affected,	if	necessary.Example	Scope:This	policy	applies	to	all	employees,	promoting	a	culture	of	continuous	learning	and	development.	It	encompasses	formal	training,	certifications,	and	various	professional	development	opportunities	to	enhance
skills	and	competencies.	The	policy	is	integral	to	workforce	planning	and	talent	management,	ensuring	that	employees	are	equipped	to	meet	organizational	goals	and	adapt	to	changing	industry	demands.	It	supports	career	growth	and	personal	development,	fostering	an	environment	where	learning	is	prioritized	and	encouraged	across	all	levels	of	the
organization	4.DefinitionsClarify	anykey	termsor	jargon	used	within	the	Learning	and	Development	Policy	to	ensure	understanding.Avoid	assumptions	about	familiarity	with	industry-specific	terminology.Example	Definitions:The	Learning	and	Development	Policy	aims	to	foster	a	culture	of	continuous	learning	within	the	organization.	It	includes
provisions	for	formal	training,	certifications,	and	various	professional	development	opportunities.	This	policy	falls	under	the	broader	category	of	Workforce	Planning	and	Talent	Management	Policies,	emphasizing	the	importance	of	ongoing	employee	growth	and	skill	enhancement	5.Policy	StatementAdetailed	outlineof	the	Learning	and	Development
Policy	itself,	including	all	rules,	expectations,	and	standards.It	should	bedirectandclearso	that	it	leaves	no	ambiguity	about	the	companys	position	or	requirements.6.ProceduresStep-by-stepinstructionson	how	to	implement	or	comply	with	the	Learning	and	Development	Policy.Include	anyforms,	tools,	or	systems	that	employees	must	use.Describe
theresponsibilitiesof	different	roles	in	ensuring	adherence	to	the	policy.Example	Procedures:The	Learning	and	Development	Policy	outlines	procedures	to	foster	continuous	learning	within	the	organization.	It	includes	offering	formal	training	sessions,	facilitating	certifications,	and	providing	various	professional	development	opportunities.	Employees
are	encouraged	to	participate	actively	in	these	programs	to	enhance	their	skills	and	advance	their	careers.	The	policy	ensures	that	learning	initiatives	align	with	workforce	planning	and	talent	management	strategies,	supporting	both	individual	growth	and	organizational	goals.	Regular	assessments	and	feedback	mechanisms	are	implemented	to
evaluate	the	effectiveness	of	these	learning	activities	and	make	necessary	adjustments	7.Roles	and	ResponsibilitiesList	the	roles	responsible	forenforcingor	overseeing	the	Learning	and	Development	Policy	(e.g.,	managers,	HR).Define	who	is	accountable	forreporting,monitoring,	andupdatingthe	policy	as	needed.Example	Roles	and	Responsibilities:The
Learning	and	Development	Policy	assigns	managers	the	responsibility	to	identify	and	support	employees	training	needs,	ensuring	alignment	with	organizational	goals.	Employees	are	expected	to	actively	participate	in	learning	opportunities	and	apply	new	skills	to	their	roles.	The	HR	department	coordinates	training	programs,	tracks	progress,	and
evaluates	the	effectiveness	of	development	initiatives.	Senior	leadership	is	tasked	with	fostering	a	culture	of	continuous	learning	and	providing	necessary	resources.	This	policy	aims	to	enhance	workforce	capabilities,	support	career	growth,	and	maintain	a	competitive	edge	in	talent	management	8.Compliance	and	Disciplinary	MeasuresOutline
howcompliancewill	be	monitored	or	enforced.Describe	anyconsequencesor	disciplinary	actions	for	failing	to	follow	the	policy,	including	the	escalation	process.9.References	and	Related	DocumentsInclude	links	or	references	to	anylaws,regulations,	orcompany	guidelinesthat	support	the	Learning	and	Development	Policy.Reference	related
companypoliciesthat	connect	or	overlap	with	the	document.10.Review	and	Revision	HistoryState	thereview	cycle(e.g.,	annually,	biannually)	and	who	is	responsible	for	reviewing	the	Learning	and	Development	Policy.Ahistorysection	that	lists	allrevisionsmade	to	the	document,	including	dates	and	reasons	for	changes.11.Approval	SignaturesSignature
lines	for	keydecision-makerswho	have	authorized	the	policy	(CEO,	department	head,	HR	manager).12.Appendices	or	Attachments(if	needed)Additional	information,FAQs,	orcase	examplesto	provide	more	context	or	clarify	how	the	Learning	and	Development	Policy	applies	in	specific	situations.Any	relevantformsortemplatesemployees	need	to	complete.
This	Employee	Training	and	Development	Policyis	ready	to	be	tailored	to	your	companys	needs	and	should	be	considered	a	starting	point	for	setting	up	your	employmentpolicies.	An	employee	training	and	development	policy	may	also	be	referred	to	as	Staff	Training	and	Development	Policy	or	Employee	Development	Policy.The	Employee	Training	and
Development	policy	should	include:Guidelines	on	individual	and	corporate	training	programs	and	their	eligibility	criteriaProvisions	for	external	training	sessions,	including	budget	and	time	allocationsResponsibilities	of	employees,	managers,	and	HR	in	fostering	a	culture	of	continuous	learning	Our	Employee	Development	company	policy	refers	to	the
companys	learning	and	development	programs	and	activities.In	the	modern	competitive	environment,	employees	need	to	replenish	their	knowledge	and	acquire	new	skills	to	do	their	jobs	better.	This	will	benefit	both	them	and	the	company.	We	want	them	to	feel	confident	about	improving	efficiency	and	productivity,	as	well	as	finding	new	ways
towards	personal	development	and	success.ScopeThis	policy	applies	to	all	permanent,	full-time	or	part-time,	employees	of	the	company.	Employees	with	temporary/short-term	contracts	might	attend	trainings	at	their	managers	discretion.This	policy	doesnt	cover	supplementary	employees	like	contractors	or	consultants.Policy	elementsEmployees,
managers	and	Human	Resources	(HR)	should	all	collaborate	to	build	a	continuous	professional	development	(CPD)	culture.	Its	an	employees	responsibility	to	seek	new	learning	opportunities.	Its	a	managers	responsibility	to	coach	their	teams	and	identify	employee	development	needs.	And	its	HRs	responsibility	to	facilitate	any	staff	development
activities	and	processes.What	do	we	mean	by	training	and	development?In	general,	we	approve	and	encourage	the	following	employee	trainings:Formal	training	sessions	(individual	or	corporate)Employee	Coaching	and	MentoringParticipating	in	conferencesOn-the-job	trainingJob	shadowingJob	rotationAs	part	of	our	learning	and	development
provisions,	we	can	also	arrange	for	subscriptions	or	educational	material,	so	employees	will	have	access	to	news,	articles	and	other	material	that	can	help	them	become	better	at	their	job.	There	are	two	conditions	for	this:Subscription/Material	should	be	job-relatedAll	relevant	fees	should	not	exceed	a	set	limit	per	personThis	list	doesnt	include
software	licences	or	other	tools	that	are	absolutely	necessary	for	employees	jobs.Individual	training	programsThe	company	has	certain	provisions	regarding	individual	training	programs.	All	employees	that	have	worked	for	the	company	more	than	four	months	are	eligible	to	participate	in	external	training	programs	individually	or	in	teams.	We	will	set
a	budget	for	each	employee	at	the	beginning	of	a	year,	which	well	renew	annually.	Employees	can	be	absent	for	training	for	up	to	10	days	per	year.Employees	can	choose	to	attend	as	many	training	programs	as	they	want,	provided	they	dont	exceed	the	budget	and	day	limit.	If	they	do,	theyll	have	to	use	their	paid	time	off	(PTO)	and	pay	any	extra	fees
themselves.Employees	may	have	to	bring	proof	of	attendance.Any	employee	training	that	the	company	mandates	(e.g.	due	to	inadequacies	of	an	employees	performance	or	changes	in	their	job	description)	is	excluded	from	the	training	budget	and	time	limit.	The	company	may	take	care	of	the	entire	cost.All	trainings	should	consider	what	employees
need	and	how	they	can	learn	best.	This	is	why,	we	encourage	employees	and	managers	to	consider	multiple	training	methods	like	workshops,	e-learning,	lectures	and	more.Corporate	training	programsWe	might	occasionally	engage	experts	to	train	our	employees.	The	company	will	cover	the	entire	cost	in	this	case.	Examples	of	this	kind	of	training
and	development	are:Equal	employment	opportunity	trainingDiversity	trainingLeadership	training	for	managersConflict	resolution	training	for	employeesThis	category	also	includes	training	conducted	by	internal	experts	and	managers.	Examples	are:Training	new	employeesTraining	teams	in	company-related	issues	(e.g.	new	systems	or	policy
changes)Training	employees	to	prepare	them	for	promotions,	transfers	or	new	responsibilitiesEmployees	wont	have	to	pay	or	use	their	leave	for	these	types	of	trainings.	Attendance	records	may	be	part	of	the	process.Other	types	of	trainingBoth	employees	and	their	managers	are	responsible	for	continuous	learning.	Employees	should	show	willingness
to	improve	by	asking	their	managers	for	direction	and	advice.	Managers	should	do	the	same	with	their	own	superiors,	while	encouraging	and	mentoring	their	subordinates.Employees	and	managers	are	responsible	for	finding	the	best	ways	to	CPD.	They	can	experiment	with	job	rotation,	job	shadowing	and	other	types	of	on-the-job	training	(without
disrupting	daily	operations).	We	also	encourage	employees	to	use	their	rights	for	self-paced	learning	by	asking	for	educational	material	and	access	to	other	resources	within	allocated	budget.General	guidelines:All	eligible	employees	are	covered	by	this	policy	without	discriminating	against	rank	or	protected	characteristics.Managers	should	evaluate
the	success	of	training	efforts.	They	should	keep	records	for	reference	and	better	improvement	opportunities.All	employee	development	efforts	should	respect	cost	and	time	limitations,	as	well	as	individual	and	business	needs.Employees	should	try	to	make	the	most	out	of	their	trainings	by	studying	and	finding	ways	to	apply	knowledge	to	their
work.Employees	are	encouraged	to	use	up	their	allocated	training	budget	and	time.ProcedureThis	procedure	should	be	followed	when	employees	want	to	attend	external	training	sessions	or	conferences:Employees	(or	their	team	leaders)	identify	the	need	for	training.Employees	and	team	leaders	discuss	potential	training	programs	or	methods	and
come	up	with	suggestions.Employees	or	team	leaders	contact	HR	and	briefly	present	their	proposal.	They	might	also	have	to	complete	a	form.HR	researches	the	proposal,	with	attention	to	budget	and	training	content.HR	approves	or	rejects	the	proposal.	If	they	reject	it,	they	should	provide	employees	with	reasons	in	writing.If	HR	approves,	they	will
make	arrangements	for	dates,	accommodation,	reserving	places	etc.In	cases	where	the	company	doesnt	pay	for	the	training	directly,	employees	will	have	to	pay	and	send	invoices	or	receipts	to	HR.	HR	will	approve	employee	reimbursement	according	to	this	information.If	an	employee	decides	to	drop	or	cancel	a	training,	theyll	have	to	inform	HR
immediately.	Theyll	also	have	to	shoulder	any	cancellation	or	other	fees.In	cases	where	training	ends	with	examination,	employees	are	obliged	to	submit	the	results.	If	they	dont	pass	the	exam,	they	can	retake	it	on	their	own	expense.Generally,	the	company	will	cover	any	training	fees	including	registration	and	examination	(one	time).	They	may	also
cover	transportation,	accommodation	and	personal	expenses.	This	is	left	to	HRs	discretion.	If	HR	decides	to	cover	these	costs,	they	should	make	arrangements	themselves	(e.g.	tickets,	hotel	reservations).	Any	other	covered	expense	that	employees	have	will	be	reimbursed,	after	employees	bring	all	relevant	receipts	and	invoices.If	employees	want
subscriptions,	they	should	contact	HR	directly	or	ask	their	managers	to	do	so.	HR	will	preferably	set	up	the	subscription.	In	some	rare	cases,	they	might	give	formal	approval	to	employees	so	they	can	do	it	themselves.	Once	employees	make	arrangements,	they	should	inform	HR	of	the	cost	and	any	other	details	in	writing.	Any	relevant	invoices	should
also	be	sent	to	HR.HRs	responsibilities	also	include:Assessing	training	needsMaintaining	budgets	and	training	schedulesAssisting	with	learning	and	development	activities	and	strategiesPromoting	corporate	training	programs	and	employee	development	plansCalculating	learning	and	development	KPIs	whenever	possible	and	decide	on
improvementsDisclaimer:	This	policy	template	is	meant	to	provide	general	guidelines	and	should	be	used	as	a	reference.	It	may	not	take	into	account	all	relevant	local,	state	or	federal	laws	and	is	not	a	legal	document.	Neither	the	author	nor	Workable	will	assume	any	legal	liability	that	may	arise	from	the	use	of	this	policy.Further	reading	What	is	an
example	of	an	employee	development	policy?	An	employee	development	policy	typically	outlines	the	company's	approach	to	continuous	professional	development,	detailing	provisions	for	individual	and	corporate	training,	budget	allocations,	and	the	roles	of	employees,	managers,	and	HR	in	promoting	a	learning	culture.	Why	is	an	employee
development	policy	important?	An	employee	development	policy	is	vital	as	it	emphasizes	the	importance	of	continuous	learning,	ensuring	employees	are	equipped	with	the	latest	skills	and	knowledge.	This	boosts	productivity,	fosters	innovation,	and	contributes	to	the	overall	growth	of	the	organization.	What	should	an	employee	development	policy
include?	The	policy	should	detail	guidelines	on	individual	and	corporate	training,	provisions	for	external	training	sessions,	budget	and	time	allocations,	and	the	responsibilities	of	all	stakeholders	in	promoting	continuous	learning.	How	does	the	policy	address	individual	training	programs?	The	policy	provides	provisions	regarding	individual	training
programs,	setting	a	budget	and	day	limit	for	each	employee.	It	covers	the	cost	and	time	for	company-mandated	training	and	outlines	the	procedure	for	attending	external	training	sessions.	What	is	the	role	of	HR	in	the	employee	development	policy?	HR	is	responsible	for	assessing	training	needs,	maintaining	budgets	and	schedules,	assisting	with
development	activities,	promoting	training	programs,	and	calculating	learning	and	development	Key	Performance	Indicators	(KPIs)	to	decide	on	improvements.	Learning	and	development	(L&D)	is	a	term	that	encompasses	everything	a	company	does	to	foster	its	employees	career	growth,	from	professional	to	interpersonal	skill	acquisition.
Historically,	many	organisations	have	conceived	of	L&D	as	formal	training	courses	employees	complete	during	working	hours.	Today,	learning	and	development	is	expansive	in	the	variety	and	choice	of	content	and	formats	available	for	individuals	to	undertake,	from	participating	in	webinars	and	further	education,	through	to	everyday	engagement
with	others	online.Learning	and	development	is	not	just	valuable	for	employee	growth;	it	contributes	to	business	success	as	well.	For	employers,	taking	a	proactive	and	structured	approach	to	L&D	at	work	will	ensure	you	optimise	workforce	potential	and	the	investment	you	make.	Benefits	of	workplace	learning	and	development	Learning	and
development	is	the	best	way	to	attract	new	talent	and	retain	your	existing	employees	by	providing	them	with	continuous	opportunities	for	professional	development.	When	done	right,	L&D	can	also	help	you	boost	employee	engagement	and	job	satisfaction,	develop	leaders	within	your	company,	promote	a	values-based	culture,	and	control	hiring	and
onboarding	expenses.Companies	that	provide	great	learning	and	development	opportunities	find	it	easier	to	attract	and	retain	talent	than	companies	that	dont.	When	employees	learn	new	skills	and	discover	new	opportunities	in	their	workplace,	they	feel	the	company	is	interested	in	helping	them	grow	and	are	motivated	to	stay.Besides,	hiring	new
employees	is	expensive	both	in	terms	of	time	and	money.	Learning	and	development	programmes	can	help	save	precious	resources	by	catering	to	employee	development	and	lowering	turnover.	Address	specific	skill	gapsWhen	employees	dont	receive	necessary	or	relevant	training,	this	can	create	skill	gaps.	It	can	frustrate	and	demotivate	employees
who	arent	able	to	excel	at	their	jobs.	Thats	where	learning	and	development	interventions	can	fill	these	gaps.A	training	needs	analysiswhere	L&D	assesses	current	performance	and	business	objectives	to	determine	which	courses	they	need	to	prioritisehelps	identify	and	address	specific	skill	gaps.For	example,	a	product	manager	whos	transitioned	into
a	sales	role	would	benefit	from	training	in	prospecting	and	active	listening	to	be	successful	in	her	new	position.	L&D	can	address	this	specific	need	with	a	tailored	course	to	help	develop	these	skills.	They	can	then	reuse	the	course	when	another	employee	makes	a	similar	transition	in	the	future.	Develop	leaders	within	your	companyLearning	and
development	programmes	can	support	employees	as	they	move	into	managerial	and	leadership	positions.	Advancing	the	careers	of	existing	employeeswho	are	familiar	with	your	business	objectives	and	invested	in	your	companys	successcan	be	more	beneficial	than	searching	for	new,	external	candidates.Especially	in	current	work	environments	with
flat	structures	and	increased	collaboration,	interpersonal	and	mentoring	skills	are	crucial	for	future	leaders.	Help	them	improve	the	necessary	mix	of	technical	and	interpersonal	skills	with	L&D	opportunities.	Increase	employee	satisfactionResearch	shows	learning	and	development	programmes	that	reskill	employees	significantly	improve	employee
satisfaction.Especially	in	a	turbulent	work	environment	characterised	by	swift	and	sudden	changes,	reskilling	employees	is	critical	because	they	need	skills	to	adapt	to	automation	and	new	technology.	When	people	feel	confident	in	their	ability	to	navigate	changes,	it	gives	them	a	sense	of	fulfillment	and	satisfaction	in	their	work.	Reinforce
organisational	valuesL&D	isnt	just	about	developing	the	core	skills	people	need	to	excel	in	their	rolestraining	programmes	can	be	curated	to	offer	content	that	supports	company	values	and	culture.For	example,	if	an	organisation	values	teamwork,	humility,	and	having	a	growth	mindset,	it	can	create	content	on	specific	codes	of	conduct	that	show
employees	how	they	can	embody	those	values	in	the	workplace.This	is	an	often-ignored	area	of	L&D	but	one	with	great	potential.	In	a	survey	of	nearly	100	HR	professionals,	a	majority	of	respondents	said	that	less	than	40%	of	employees	could	recite	the	core	values	of	their	companies.	If	employees	dont	even	know	their	companys	core	values,	they
cant	apply	them,	and	it	negatively	impacts	employee	experience.	Give	your	business	a	competitive	advantageThe	businesses	that	focused	on	maximising	human	potential	as	a	strategic	priority	made	it	to	Fortunes	list	of	100	hottest	workplaces.	Your	employees	are	the	biggest	drivers	of	organisational	success.	When	well-equipped	to	do	their	jobs,	they
can	solve	problems	and	innovate	more	quickly.	Both	give	businesses	a	competitive	advantage.A	learning	organisation	that	focuses	on	continuous	development	is	the	key	that	unlocks	this	possibility.	How	to	write	a	learning	and	development	policy	A	good	first	step	is	to	develop	a	learning	and	development	policy,	setting	out	the	ways	your	organisation
supports	staff	to	learn	and	develop.	Its	not	essential,	but	it	helps	you	take	a	strategic	and	fair	approach	to	learning	and	development.An	effective	learning	and	development	policy	could	include	the	following:	1.	Principles	Set	out	the	core	principles	of	the	policy.	For	example:Employees	will	be	supported	in	their	learning	and	development,	balancing
individual	needs	with	the	requirements	of	the	business.Each	of	us	is	responsible	for	our	own	career	but	managers	have	an	important	role	to	play	to	support	and	coach	team	members.Some	technical	/	specialist	roles	may	require	specific	Continuing	Professional	Development	(CPD)	in	order	to	maintain	a	licence	to	practice	and	it	is	the	responsibility	of
the	employee	to	ensure	they	achieve	the	required	level.There	is	a	formal	process	for	requesting	time	off	for	training	which	should	be	followed.The	mandatory	training	requirements	of	all	employees	should	be	reviewed	on	a	regular	basis	typically,	at	the	start	of	a	new	role,	or	when	responsibilities	change.	2.	ResponsibilitiesBe	clear	on	roles	and
responsibilities	in	implementing	the	policy,	for	example,	detailing	the	role	of	the	employee	and	manager:	EmployeesFor	example:It	is	the	responsibility	of	each	employee,	in	partnership	with	their	manager,	to:identify	their	development	and	training	needsparticipate	fully	and	positively	in	any	development	and	training	activity(including	pre	and	post
activity	discussions)	andmonitor	time	and	effort	put	into	development	and	training	with	a	viewto	getting	the	right	balance	between	work	and	private	life,	whichshould	reduce	incidences	of	stress,	and	enable	adherence	to	the	European	Working	Time	Directive.	ManagersFor	example:It	is	the	responsibility	of	Managers	to:Consider	and	attempt	to	meet
the	development	and	training	needs	of	employees	within	available	resourcesDiscuss	with	each	employee	(prior	to	undertaking	any	development	and	training	activity)	the	objectives	of	the	activity,	how	the	activity	is	expected	to	change	their	knowledge,	skills,	attitudes	and/or	behaviour	and	how	these	anticipated	changes	can	improve	the	way	things	are
doneDiscuss	with	the	employee	(after	the	employee	undertakes	development	and	training	activity,	or	at	regular	intervals	throughout	an	extended	period	of	development	and	training	activity)	any	new	skills	or	knowledge	acquired,	and	evaluate	how	these	can	be	used	for	increased	job	performance	or	development	purposes	and	any	follow	up	action	that
is	requiredEnsure	the	employee	has	considered	their	responsibility	relating	to	any	course	that	has	the	potential	to	impact	upon	their	availability	for	work.Monitor	time	and	effort	put	into	employee	development	and	training	with	a	view	to	getting	the	right	balance	between	work	and	private	life,	,	which	should	reduce	incidences	of	stress,	and	enable
adherence	to	the	European	Working	Time	Directive.3.	Types	of	Development	and	Training	Explain	the	different	types	of	development	and	training	methods	that	are	used	by	the	organisation	and	how	their	use	depends	on	circumstances,	individual	and	organisational	needs	and	finances.	They	may	include	the	following:on	the	job	coaching,	mentoring
and	training;off	the	job	training	courses	and	seminars	run	in-house;off	the	job	training	courses	and	seminars	run	externally;access	to	learning	resource	centre	materials;day,	evening	or	block	release	courses	at	local	colleges	or	universities;open	and	flexible	learning	programmes;web	based	and	e-learning	training;internally,	or	externally	run
competency	based	programmes.	4.	Further	Education	Courses	Explain	if	the	organisation	offers	financial	contribution	for	employees	to	undertake	further	education,	and	the	criteria	and	terms	that	will	apply.	For	example:Up	to	50%	of	the	course	fee	paid	for	appropriate	courses	(such	as	those	leading	to	technical	or	professional	qualifications).	The	full
amount	will	be	paid	up	front	and	the	balance	deducted	from	the	individuals	salary	over	a	maximum	of	12	monthsGive	paid	time	off	for	the	first	sitting	of	an	exam	and	one	days	study	leave	per	half	exam	day.	Exam	fees	will	be	paid	for	first	sitting	only.	Financial	support	for	re-sits	will	not	normally	be	given	with	management	discretion.Give	sympathetic
consideration	of	requests	for	unpaid	leave	or	annual	leave	where	requiredPayment	of	up	to	XX	towards	cost	of	coursework	materialPay	travel	expenses	for	public	transport	for	all	courses	attended	outwith	a	20-mile	radius	of	the	individuals	home	address.	All	receiptsmust	be	retained.	Also	state	the	rules	applicable	to	such	funding,	such	as:	The	fees
paid	are	to	be	regarded	as	a	loan.	The	loan	will	be	written	off	12	months	following	the	relevant	course/examination	or	stage	qualification.Withdrawal	from	a	course	will	result	in	repayment	of	the	fees	paid	onthe	basis	of	the	above.	4.	Time	off	for	trainingWhat	does	the	organisation	offer	in	terms	of	time	off	work	for	training?	If	you	offer	paid	time	off,
what	is	the	annual	limit	and	how	is	this	time	requested	and	recorded?	Need	Assistance?	DavidsonMorris	provide	specialist	guidance	to	employers	on	all	aspects	of	learning	&	development,	including	support	with	drafting	and	implementing	learning	&	development	policies.	For	expert	advice,	contact	us.	Learning	and	Development	Policy	FAQs	What	is
a	Learning	and	Development	policy?A	Learning	and	Development	(L&D)	policy	outlines	an	organisations	approach	to	the	training	and	development	of	its	employees.	It	details	the	goals,	methods,	and	resources	dedicated	to	enhancing	skills	and	competencies	within	the	workforce.	Why	is	a	Learning	and	Development	policy	important	for	UK	employers?
In	the	UK,	having	a	robust	L&D	policy	is	crucial	for	staying	competitive,	ensuring	compliance	with	legal	obligations,	and	fostering	a	motivated,	skilled	workforce.	It	also	helps	in	retaining	talent	and	improving	overall	business	performance.	What	should	be	included	in	a	Learning	and	Development	policy?A	comprehensive	L&D	policy	should	include	the
organisations	training	objectives,	a	needs	assessment	process,	development	plans	for	employees,	budget	considerations,	roles	and	responsibilities,	and	mechanisms	for	measuring	success.	How	often	should	a	Learning	and	Development	policy	be	reviewed?It	is	advisable	to	review	the	L&D	policy	annually	or	whenever	there	are	significant	changes	in
the	organisation,	industry,	or	legal	requirements.	Regular	reviews	help	ensure	that	the	policy	remains	relevant	and	effective.	How	can	small	businesses	in	the	UK	implement	an	effective	Learning	and	Development	policy?Small	businesses	can	implement	an	effective	L&D	policy	by	focusing	on	key	areas	such	as	identifying	critical	skill	gaps,	leveraging
affordable	online	training	resources,	and	encouraging	a	culture	of	continuous	learning.	Collaboration	with	external	training	providers	and	utilising	government	resources	can	also	be	beneficial.	What	legal	considerations	should	be	taken	into	account	when	developing	a	Learning	and	Development	policy	in	the	UK?UK	employers	must	consider	data
protection	under	GDPR,	ensure	equal	opportunities	for	all	employees	in	accordance	with	equality	legislation,	and	adhere	to	health	and	safety	regulations	during	training	activities.	How	can	employers	measure	the	success	of	their	Learning	and	Development	policy?Success	can	be	measured	through	key	performance	indicators	(KPIs)	such	as	employee
performance	improvements,	retention	rates,	and	feedback	from	staff.	Regular	monitoring	and	reporting	on	these	metrics	can	help	employers	assess	the	impact	of	their	L&D	initiatives.	What	are	some	common	challenges	when	implementing	a	Learning	and	Development	policy?Common	challenges	include	budget	constraints,	resistance	from
employees,	keeping	up	with	industry	changes,	and	ensuring	that	the	training	is	aligned	with	business	objectives.	Addressing	these	issues	requires	careful	planning,	clear	communication,	and	a	commitment	to	continuous	improvement.	How	can	technology	be	utilised	in	a	Learning	and	Development	policy?Technology	can	play	a	significant	role	by
offering	online	training	platforms,	e-learning	modules,	and	tools	for	tracking	progress.	It	allows	for	flexible,	scalable,	and	cost-effective	training	solutions	that	can	be	tailored	to	the	needs	of	the	business	and	its	employees.	Glossary	TermDefinitionLearning	and	Development	(L&D)A	strategic	approach	focused	on	improving	employees	skills,	knowledge,
and	competencies	to	enhance	overall	performance	and	business	outcomes.Training	Needs	AssessmentThe	process	of	identifying	gaps	in	employees	skills,	knowledge,	or	abilities	that	need	to	be	addressed	through	training	and	development	initiatives.Development	PlanA	detailed	plan	outlining	the	training	and	growth	opportunities	for	employees,
tailored	to	meet	both	their	personal	career	goals	and	organisational	needs.Key	Performance	Indicators	(KPIs)Specific,	measurable	metrics	used	to	evaluate	the	success	of	learning	and	development	initiatives	within	an	organisation.Continuous	ImprovementAn	ongoing	effort	to	enhance	products,	services,	or	processes,	including	the	regular	updating
and	refinement	of	the	L&D	policy.Equality	LegislationUK	laws	designed	to	protect	individuals	from	discrimination	in	the	workplace	and	ensure	equal	opportunities	in	training	and	development.General	Data	Protection	Regulation	(GDPR)EU	regulation,	implemented	in	the	UK,	governing	the	handling	and	protection	of	personal	data,	including	that
related	to	employee	training.Health	and	Safety	RegulationsUK	laws	that	ensure	the	safety	and	well-being	of	employees	during	training	activities,	both	on-site	and	off-site.E-learningTraining	or	educational	programmes	delivered	electronically,	often	via	the	internet,	allowing	for	flexible,	self-paced	learning.BudgetingThe	process	of	allocating	financial
resources	for	the	implementation	of	learning	and	development	activities	within	an	organisation.Employee	EngagementThe	level	of	commitment,	motivation,	and	enthusiasm	that	employees	have	towards	their	work	and	the	organisations	goals,	often	enhanced	through	L&D.StakeholdersIndividuals	or	groups	with	an	interest	in	the	organisations
performance,	including	employees,	management,	shareholders,	and	customers.Inclusive	LearningTraining	and	development	opportunities	that	are	accessible	and	equitable	for	all	employees,	regardless	of	background,	ability,	or	other	factors.	Author	Profile	Anne	Morris	
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