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HUMAN RESOURCES: Professional Development Policy
PURPOSE

This policy outlines the principles for managing staff development, including performance review, performance management, remuneration and rewards and professional development of staff at insert org name.
This policy covers all areas of the Centre/House’s operations including Childcare. 
SCOPE

This policy applies to paid employees only whether ongoing, full-time, part-time, sessional and casual. It should be read in conjunction with other human resources policies and the relevant Neighbourhood Houses & Adult Community Education Collective Agreement (the Agreement) or other industrial instrument(s) to which the Centre/House is a signatory.  Volunteer staff will be referred to in a separate policy.

POLICY

Insert org name recognises that appropriately trained and motivated staff are the primary resource for achieving the vision and purpose of the Centre/House. The Centre/House will demonstrate its commitment to staff by maintaining an environment that supports them to develop professionally and personally. This commitment is in the context of the objectives and resources of the organisation. The Centre/House also recognises the important role that all staff have in maintaining a culture of professional progression.
The concept of professional development includes:
· Performance Review
· Performance Management

· Remuneration and Rewards
· Professional Development 

The Centre/House supports the principle of equitable distribution of professional development resources. The Manager/Coordinator is responsible for the allocation of resources as provided by the Committee of Management through the budget instrument

.

Staff will be provided with ongoing support and supervision according to the Centre/House’s organisational chart.
This policy should be read in conjunction with the Human Resources: Employment Relations Policy (Communication and Supervision section in particular). 
Performance Reviews

Individual Performance Reviews will be conducted regularly in conjunction with the staff member’s immediate supervisor and/or the Manager/Coordinator. 
Performance Reviews: 

· provide an opportunity or the staff member to review and reflect on their work of the previous time frame

· are a shared conversation between the staff member and the supervisor 

· acknowledge the achievements and success of the staff member

· consider areas for improvement and set goals for the next time frame, including making provision for professional development

· consider the organisational support the person/s needs to do their job well

· reference and review the Role Description of the staff member

· take into account the needs of the organisation as expressed through the Strategic Plan.
Performance Management
Performance Management refers to issues of underperformance or disciplinary matters and may be distinct from the Performance Review process. 
The goal of Performance Management is to achieve the best possible outcome for the Centre/House in terms of its vision and purpose and for the development of the employee.  Performance Management, which may include disciplinary procedures, will be guided by the Agreement, organisational policy and other relevant industrial instruments.
Where unsatisfactory performance or behaviour is observed or reported, the Centre/House commits to maintaining a fair approach. The Manager/Coordinator, or relevant supervisor, will communicate as soon as is appropriate directly with the staff member concerned. If a formal meeting is required the staff member is entitled to invite a support person.
Remuneration and Rewards

The Centre/House follows the provisions of the Agreement for salaries and allowances, and reserves the right to make “over-award” payments, as long as these are sustainable.  

The Centre/House acknowledges that in the not-for-profit sector financial remuneration is supplemented by the provision of a rewarding employment environment, including other kinds of supports and benefits, such as professional development.  Such an employment environment is recognised as a valued feature of the Adult Community Education sector and also of this Centre/House.
Professional Development 
The Centre/House expects that all staff are appropriately qualified for their roles. The Centre/House recognises that in some exceptional cases staff may be progressing towards these qualifications. 
Participation in relevant professional development activities provides benefits to the employee and to the Centre/House. The Agreement provides guidance regarding further study and attending courses, as well as attending conferences, workshops and seminars.
This policy is guided by the following general principles:

· where a qualification or certificate is an essential requirement to employment in a role, the responsibility for gaining the qualification, including fees and time management, lies with the employee
· where participation in a professional development activity is at the request of the Centre/House and for the specific benefit of the Centre/House, the responsibility for the activity lies with the Centre/House
· the Centre/House is committed to providing a rewarding professional environment .
The Centre/House Manager/Coordinator is responsible for the allocation of resources as provided by the Committee. Staff, including the Manager/Coordinator, must take into account the full costs of any professional development activity prior to approval of the activity.
Where appropriate, the Centre/House will seek to provide professional development activities within the Centre/House using external consultants.

Attending Activities

Employees Own Obligation

· attend in own time wherever possible
· employee to pay for activity themself

· no wages, allowances or reimbursements paid by the Centre/House
· Centre/House backfills staff (cost incurred)

· absences for training and examinations for approved courses of study will be taken in accordance with the Agreement
Requested to Attend by the Centre/House
During normal work hours:
· activity paid for by the Centre/House
· reimbursements for travel and meal allowances as per the Agreement

· Centre/House backfills staff if necessary (cost incurred)

· for administrative and childcare staff activity is counted as work time, therefore paid normal hourly rate (if workload requires additional work time, and is approved by the Manager/Coordinator, the employee is entitled to accrue this as TOIL or be paid at the normal hourly rate)
· in this scenario teachers will reschedule classes wherever possible, or arrange a replacement teacher, and are entitled to claim an allowance as follows: e.g. Half Day (up to 4 hours) $50; Full Day (over 4 hours) $80; this rate is subject to increase in the future.
Outside normal work hours:
· activity paid for by the Centre/House
· employee is entitled to claim an allowance as follows: e.g. Half Day (up to 4 hours) $50; Full Day (over 4 hours) $80; this rate is subject to increase in the future
· reimbursement for travel as per the Agreement 
Optional Activities
There are often opportunities for professional development that are useful but not essential to the operation of the Centre/House or the employee. In these cases the Manager/Coordinator will, taking into account the full cost of the activity, equity and organisational sustainability, use their discretion in supporting the activity. This may include special arrangements, made with the consent of the staff member, regarding payment relating to the activity and time allowances.

Meetings
The Centre/House holds regular staff meetings between different employees. When these occur outside an employee’s normal hours of work, an employee is entitled to claim payment at the Meeting Rate, currently ($??) per hour.

In cases where meetings and professional development activities occur together, the Manager/Coordinator will advise staff beforehand of the appropriate rate they are entitled to claim.
Professional Development and Training for the Manager/Coordinator 
The Centre/House recognises that, given the broad range of responsibilities of the position, Professional Development and Training for the Manager is a priority. The Centre/House Manager/Coordinator is responsible for the allocation of resources as provided by the Committee, however, additional professional development and support may also be added to the Manager/Coordinator’s package of remuneration and rewards at the discretion of the Committee.
Additional Information
The Centre/House will work collaboratively with staff, committee and volunteers to develop Role Descriptions that will accurately outline the expectations and responsibilities of that person’s position.
The Centre/House may, at its discretion, provide additional support to employees in situations of promotion or additional responsibility that require further training or qualification. 

Relevant Legislation
Neighbourhood Houses and Adult Community Education Centres Collective Agreement 2016
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HR: Time off in Lieu Policy
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