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TRAINING DEVELOPMENT & APPRAISALS

POLICY STATEMENT
Our Service believes that educators are the most valuable asset to the quality of care provided and that employing and keeping high quality educators is imperative. 
The Service will give Employees adequate training to do their job safely and competently. Our service believes training is a two-way process. We encourage Employees to participate and to highlight any gaps in their own skills or knowledge they believe they have.
Educators receive clear guidelines regarding the expectations for their conduct and are encouraged and supported to further their skills via professional development opportunities.

CONSIDERATIONS

	Education and Care Services National Regulations
	147, 151, 168, 170

	National Quality Standard
	QA4, QA7, QA6

	Other Service policies/documentation
	· Staff Policies
· Code of Conduct 
· Professionalism

	Other
	· Child Protection Legislation
· Workplace Health and Safety Legislation
· Children’s Services Award 2010



PROCEDURES

a) In-service Training and Development:
· Management will ensure that sufficient funds are made available in the budget for all training and development.
· The Director will inform management of any specific training and development needs of the educators.
· There will be some mandatory training to be conducted at induction time so key processes and compliance is understood.
· Appraisals and the services requirements will be used to ascertain further training needs.
· The Director in conjunction with management, will access all training available and determine what will be attended and by whom.
· Where possible a mid-yearly plan of training will be made, including dates, educators attending, and costs.
· All educators will be given the opportunity to be involved in some form of training throughout the year.
· All educators will be given opportunities to upskill their qualifications in line with the National Quality Framework to gain a better understanding and strengthen knowledge.
· A variety of training methods will be used including:
· Internal workshops, which can be conducted by educators or outside presenters.
· External meetings with other service to exchange ideas.
· Time allocation made to educators to review any new resources that may be of value.
· External workshops, conferences and seminars.
· Accredited short courses provided by registered training organisations
· Webinars which can also be conducted at home
· Educators are encouraged to share relevant skills and knowledge they obtained from any training with the other educators in staff meetings or where more time is required in an internal workshop.
· Management will authorise some recommended training to be conducted at home on an ad hoc basis.
· The service will cover the costs of all authorised training. The individual however will cover tertiary study costs.
· The service will keep certificates on individual staff files and on the staff qualifications spreadsheet.

b) Appraisals:
· All educators will be informed of the appraisal system on acceptance of the position and given details in the orientation process.
· An initial induction process will be undertaken during the first month in the position.
· Check ins with educators will be sought at the end of the 3-month probation period to assist with any procedures and strengthen their knowledge.
· Appraisals will then be conducted on an annual basis around midyear in June.
· a date will be set, and educators will be required to come in 30mins before one of their typical shifts
· educators are asked to fill out a self-assessment on themselves one week before the meeting
· educators meet and review all areas in their assessment then look at building achievable goals to work on both personal and professional
· A follow up will be conducted in 6months time to see how they are tracking towards these goals.
· Educators and management will agree the format of the appraisal system, which may be updated to more suitable systems after review, discussion and endorsement by management and educators.
· All educators will be given at advance notification of an upcoming appraisal and will set a convenient time arranged for both parties.
· The appraisal system shall clearly state the expectations for each position and identify clear performance measures to set goals.
· The appraisal system shall ensure two-way feedback is given and is used as a positive avenue for reflecting and identifying strengths. 
· Feedback will be received from management, other educators, parents and children.
· The appraisal system can be used as a tool to identify future training needs of the educators.
· At the completion of the appraisal an action plan will be developed identifying areas of training, and action to be taken and goals set for each educator. This will be agreed to and signed by both parties.
· Where it is identified that the educator is not meeting the required performance measures then the following may be undertaken (and is subject to review and change):
· Action plan developed to identify areas for improvement. This will include a time frame for further review.
· Training areas identified and put into place as soon as possible.
· Support and guidance given to the educator to help them through the process and assist them in achieving the required standards.
· A record made of the above, dated and signed by both parties.
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AI-generated content may be incorrect.]Should no improvement be made by the next review then further action will be taken.
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