RANCH Inc.



PROCEDURE MANUAL
SECTION 2:  STAFF
PROCEDURE NO: 2.8
PROCEDURE TITLE: STAFF TRAINING and DEVELOPMENT


1.0
PROCEDURE

1.1
Identification of Training Needs

           RANCH Inc’s Administration Officer shall record the qualifications and skills of staff required for each position within the organisation on individual position descriptions.

1.1.1  The level of internal and external training required by staff shall be  
 established by the Committee of Management and shall  include  

 the requirements of position/s that the staff member currently   

 holds, or is likely to hold in the foreseeable future 
1.1.2
Staff member requests for attendance at a training course shall be submitted in writing to the President of the Committee of Management
1.1.3
  RANCH Inc. will provide financial assistance as follows:

· $120.00 per night accommodation and meal
· return rail ticket to training venue or equivalent rail ticket cost for fuel expenses
· parking expenses will be reimbursed upon receipt of the meter ticket.
All allowances will be paid in line with the most current Neighbourhood Houses and Adult Community Educations Centres Collective Agreement (hereafter referred to as ‘The Agreement’)

1.1.4
  Permanent staff members will receive their normal salary when  

           attending staff development programs.  

 2.0      DOCUMENTATION


    Documents:



FORMS

   The Agreement



Training Application Form *

   Staff Employment Agreements
Training Record Sheet * 

*to be developed

	
	


SCOPE


This procedure applies to all staff members of RANCH Inc.to ensure fair and equitable training and development
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