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Purpose

To encourage the professional development of employees through attendance and participation in approved meetings, seminars, in-house training programs and outside courses that are directly related to the employee’s job and that will help employees to improve job performance.

Policy

The employer shall assess the global training needs within the organization on an annual basis and develop an annual training plan.  The identified training needs will be prioritized in the following manner:

· Legislated and/or mandatory training courses.

· Specific job-related training needs as required by individual programs.

· Professional development as requested by individual employees.
Reimbursment for costs incurred for approved training will be processed once original receipts are submitted to the Program Director.
Procedures

1.0 Professional Qualifications
Employees are responsible for maintaining professional qualifications and any registrations with professional bodies required by their position as laid out in the job description.

2.0 Mandatory In-House Training 


Employees required to attend mandatory training beyond regular work hours will be compensated as each program budget permits.  Program Directors will advise employees of any compensation prior to each training session.
In-house training is provided at no charge for all employees.  The table below outlines various in-house training required of our employees for each program.
Employees failing to maintain their required certification or provide the employer with proof of same may be suspended without pay from their position until they have provided the employer with documentation indicating their certification is current.
	Training
	Frequency
	Adult Day Program
	Respite Program
	Day Care

	Abuse Prevention 
	Upon Hire
	X
	X
	X

	Abuse Refresher
	Annually
	
	X
	X

	Accessible Customer Service
	Upon Hire
	X
	X
	X

	Standard First Aid
	3 years
	X
	X
	X

	CPI
	Annually
	X
	X
	

	WHMIS
	Annually
	X
	X
	X

	Back Care
	2 years
	X
	X
	X

	Fire Safety
	Annually
	X
	X
	X

	Food Handler’s Certificate
	5 years
	X
	Recommended
	X

	Violence in the Workplace
	Upon Hire
	X
	X
	X


3.0 Specific Job-Related Training per Program Needs


The organization may, at its discretion, offer employees the opportunity to attend seminars, workshops, training programs or courses that are directly related to their job, for the purpose of professional development and improved job performance.



In this instance the organization will assume the financial responsibility for registration and associated costs as agreed upon prior to registration.
4.0 Employee-Initiated Professional Development 


An employee wishing to attend a seminar, workshop, training program or course for professional development shall first submit a Staff Development Application form (Appendix #1) to their Program Director. The Director will determine the appropriateness of the training as it directly relates to the employee’s job and the extent to which the organization is prepared to contribute financially to the overall cost.  The Director will review the decision with the employee. Decisions will follow OP 3113 (Appendix #2).

5.0 Training and Development will be approved or authorized as follows:

	Mandatory Salvation Army Training
	No approval required

	Mandatory Funder-Specific Training
	No approval required

	Training provided by a Funder at No Cost
	Approval by the Executive Director

	Train-the-Trainer Training (to reduce internal costs)
	Approval by the Executive Director

	Optional Training – Under $100 or up to 2 days
	Approval by the Executive Director

	Optional Training – Over $100 or more than 2 days
	Approval by the Divisional Commander

	Divisional Training/Conferences
	Approval by the Executive Director

	Territorial Conferences
	Approval by the Divisional Commander

	Education from an Accredited Post-Secondary Institution
	Approval by the Divisional Commander

	Any Training over $50 for the Executive Director
	Approval by the Divisional Commander
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Effective performance reviews are those that are conducted on a daily basis throughout the year. Supervisors and managers should observe their employee’s performance and provide immediate feedback for good performance as well as performance needing improvement. Besides better motivating the employee and/or allowing the employee to address required improvements immediately, it eliminates the chance of any surprises during the formal review sessions. To facilitate conducting the formal performance appraisal, supervisors should keep notes and observations of their employee’s performance throughout the year. This will help provide the employee with a balanced and objective formal appraisal. The supervisor

should also consult with clients and co-workers of the employee to obtain as much pertinent performance feedback as possible.

The formal performance appraisal is designed to promote understanding between supervisors and employees about job responsibilities and performance expectations/objectives. The primary goal of the appraisal is to solidify the commitment of both parties to achieve the best possible performance results and to identify developmental opportunities.

Meeting this goal is achieved effectively when:

· Individual employee performance over the review period is measured against established job standards performance expectations.
· Employee growth and development is encouraged through accurate feedback from observations collected throughout the year.
· Employee achievements are recognized.

· Specific, constructive recommendations are offered when performance improvement or development is required.
· Employee comments are encouraged.

· Clear objectives are mutually established for the upcoming review period.

· Career and succession goals and objectives are explored and stated.

· Necessary training or opportunities for training are explored, agreed upon and stated.

All Gateway of Hope employees (including management) will benefit from, as a minimum:

· A performance appraisal just prior to the employee reaching the first three (3) months of their employment (which is normally the conclusion of the probationary period).
· Where the probationary period has been extended an end of probationary period performance appraisal.
· An annual performance appraisal (March of each year).

Note: When possible

· A mid-probation performance appraisal will be undertaken for the employees benefit.

· A semi-annual performance appraisal (October of each year) will be undertaken for the employees benefit.

The above appraisals will be completed by and presented by their manager/director.

In the case of management or director level positions a copy of the completed performance appraisal will be submitted to the employee at least 3 days prior to the appraisal meeting so they will have the benefit of reviewing it prior to the meeting. Otherwise, recognizing for some employees this may cause unnecessary stress; it will be left to the supervisor’s discretion as to whether or not a copy of the completed performance appraisal will be submitted to the employee in advance of the appraisal meeting.
