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1.0 INTRODUCTION 

 

The Professional Centre acknowledges that members of staff are its most valuable resource, and 

it is committed to investment in their training and development.  It recognises the importance of 

encouraging and supporting all employees to undertake training and/or professional 

development.  It favours the building of a high performance culture that encourages staff not 

only to meet the current needs of their employment at the Professional Centre (PC) but also to 

develop capabilities to meet the future needs of their employment.  Nonetheless, the main aim is 

to ensure that all employees are equipped with the knowledge, skills and attitudes required to 

meet the PC’s needs in relation to its vision, mission and strategic goals.   

 

Training and professional development are thus seen as necessary investments in order to 

improve on the quality of programmes and other services offered by the PC.  By investing in 

training and professional development, employees are afforded opportunities to achieve their full 

potential whilst fulfilling their need for job satisfaction.  The PC also recognises that training and 

professional development are not only vital to meeting future goals and targets but they also 

make an essential contribution to the development of responsible and supportive employees and 

a progressive institution. 

 

2.0 POLICY STATEMENT 

 

An institution which performs well is one that retains its employees and one where its employees 

are motivated and committed.  Therefore, the PC needs to have in place a policy for training and 

professional development of its staff.  

 

This Policy embraces the following objectives: 

 

i. to enable staff to acquire the knowledge and skills to enable them to perform effectively 

in their current roles  

ii. to enable staff to enhance their performance in their current roles  

iii. to enable staff to develop their careers effectively within the PC 



2 

 

iv. to establish a commitment amongst all staff concerning the contribution they make to, 

and the responsibility they have for, improving the quality of the PC’s programmes and 

services to learners in pursuit of a total quality culture.  

v. to develop a well-trained and flexible workforce responsive to continuous change and 

development 

vi. to promote maximum effectiveness of all PC’s staff to progress the PC’s key activities, 

for example, enhancing the learning experience of learners.  

vii. to establish a belief amongst staff that staff development is a lifelong activity, which is 

an essential and integral aspect of their job. 

 

3.0 DEFINITIONS 

 

Professional Development: Learning undertaken by employees through workshops, seminars, 

conferences and work attachments.  These do not lead to the attainment of a full or part 

qualification. 

Training: Learning undertaken by employees leading to the attainment of a full or part 

qualification. 

Appraising Supervisors: Members of staff who form part of the Management Team or lecturers 

with additional responsibilities. These include Head of Studies/Programme and other 

supervisors. 

Quality Assurance Department: This refers to the Principal Quality Assurance Officer and the 

Senior Quality Assurance Officer. 

 

4.0 ABBREVIATIONS 

 

For the purpose of this policy, the following abbreviations are used: 

PC - Professional Centre 

PSO – Public Services Order 2011 

 

5.0 LEGAL CONTEXT OF THE POLICY 

 

Human resource development and training is encapsulated at Order 148 of Chapter V1 of the 

PSO and it is stated that: 

 

 (a) The Management of the Public Service organisations are fully responsible for the attainment 

of organisational goals and the fullest development of the human resource available.  Training of 

employees is part of their career development, the enhancement of which enables jobs to be 

carried more efficiently, thereby enabling the Public Service organisation’s development 

objectives to be reached more quickly and more completely. 
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6.0 THE POLICY 

 

6.1 Scope 

This policy applies to all members of staff employed on a full-time basis at the PC including 

employees on probation. 

 

6.2 General Guidelines and Procedures 

 

6.2.1 Types of Training and Professional Development 

Training and professional development is interpreted to include the following types of activities 

which are by no means exhaustive or exclusive.  Other training and/or professional development 

activities may be considered: 

i. Induction for new staff 

ii. Training leading to the attainment of a full or part qualification 

iii. Updating to ensure compliance with requirements of relevant institutional bodies 

iv. Workshops, courses, seminars, conferences and opportunities for professional 

networking 

v. Workplace training aimed at the development of specific skills and competencies 

vi. Distance learning programmes, access to open and flexible learning materials 

vii. Mandatory training and/or Professional Development (to meet the minimum 

requirements of posts) 

viii. Work Attachment / secondment for development and skills updating relevant to 

duties and responsibilities. 

ix. Coaching by other members of staff on specific job skills. 

 

6.2.2 Training and Professional Development Committee  

The PC shall set up a Training and Professional Development Committee. The Committee shall 

report to the management of the PC and its main aims are to develop, monitor and promote 

training and professional development activities at the PC.  The roles and responsibilities of the 

Committee are as follows: 

 

i. Ensure that all employees receive the necessary induction, training and professional 

development to discharge their duties effectively; 

ii. Oversee the induction, professional development and training of employees; 

iii. Identify training and professional development needs of employees using 

information from appraisal, personal file and feedback from management and/or 

appraising supervisors; 

iv. Review nominations for training and professional development submitted by 

management and/or appraising supervisors; 
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v. Prepare and compile information from management and appraising supervisors for 

the training and professional development plan; 

vi. Monitor, review and evaluate the implementation of the training and professional 

development plan; 

vii. Review the training and professional development policy; 

viii. Support the development and implementation of training and professional 

development activities relevant to the vision, mission and strategic goals; 

ix. Liaise with management and employees in support of a coordinated approach to 

training and professional development; 

x. Advise management and submit recommendations on matters pertaining to training 

and professional development and; 

xi. Coordinate the professional development and training activities held on campus. 

 

6.2.3 Appraising Supervisors  

i. Appraising supervisors shall be responsible for assisting employees to identify 

professional development and training needs and review these on a regular basis.  

Appraising supervisors have a responsibility to monitor and evaluate the 

effectiveness of learning for employees who have undergone professional 

development and/or training.  They should also ensure that employees implement 

the knowledge and skills acquired and ensure that feedback on professional 

development and/or training is shared. 

 

6.2.4 Employees  

i. Employees are personally responsible for initiating participation in training and/or 

professional development programmes.  In some cases, the employee’s commitment 

may involve the voluntary upgrading of skills at personal expense.  

 

ii. All employees should:  

a) make productive use of the staff training and development opportunities 

available;  

b) take personal responsibility and initiative for their continued professional 

development.  

 

6.2.5 Induction  

i. Appropriate induction programmes shall be provided for all new staff within a 

reasonable period after their initial appointment.  This constitutes an essential first 

step in staff training and professional development as well as integration into the 

work environment.  
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6.2.6 Training and Professional Development Needs  

i. Training and Professional Development may be identified at different levels; those 

which apply to the PC as a whole; those which apply to a group or department and 

those which apply to employees as individuals.  It is imperative nevertheless that all 

training and professional development activities are aligned with the PC’s vision, 

mission and goals.  

 

ii. Central to the identification of needs at all levels is the performance appraisal 

process.  As part of this process, employees should ensure that they formulate clear 

plans and targets for the appraisal period and that these are discussed and agreed on 

with Appraising Supervisors.  By the same token, employees need to take into 

account the requirements of their job description whilst considering their long term 

career aspirations and identifying their needs arising from these. 

 

6.2.7 Formulation of Training and Professional Development Plan 

i. Appraising Supervisors shall submit training and professional development needs to 

the PC Deputy Director  

 

ii. All requests shall be examined by the Training and Professional Development 

Committee that will then compile and evaluate the training and professional 

development needs of each department and employee based on the needs of the PC.  

The Committee shall then formulate a Training and Professional Development Plan 

and submit to the PC Director.  The Plan shall be reviewed and updated annually. 

 

iii. The plans will then be submitted to the Director HR for PC for establishing viability 

of the training and sourcing of the trainings allocated annually. The Director Hr will 

also be responsible for sourcing of funding for the training and all processes 

involved thereafter.  

 

6.2.8 Training and/or Professional Development not part of the Training and Professional 

Development Plan 

i. All requests for training (although self–funded, which do not feature on the 

Training and Professional Development Plan) that necessitates employee’s release 

from official duties shall be submitted through the Appraising Supervisor who will 

then forward all requests to the Training and Professional Development Committee 

with his/her recommendations.  The Director’s approval or non-approval shall be 

subject to recommendations made by the Committee.  The requests shall then be 

sent to the DHR for processing. 
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ii. Ad hoc fully funded training and/or professional development received from donor 

agencies that do not necessarily appear on the approved training plan but which 

bear relevancy to the PC’s strategic objectives will be circulated to relevant 

departments/sections for nomination of eligible staff member(s).  

 

6.2.9 Record Keeping  

i. A record of training and/or professional development activities for each member of 

staff shall be maintained in their personal file.   

 

 

6.2.10 Study Leave 

i. Employees who are enrolled on a training programme locally shall be entitled to 

study leave and leave to prepare for examinations in line the regulations of the 

Public Sector Orders 2011. 

 

ii. Employees shall submit a written request for study leave to prepare for 

examinations to the Director at least 5 working days in advance of the date of the 

examinations.   

 

7.0 POLICY IMPLEMENTATION 

 

This Policy shall be applied in all instances when there are opportunities for training and 

professional development for PC members of staff.  

 

The implementation of the policy shall be guided by the following principles: 

 

i. that all staff should have access to appropriate opportunities for initial professional 

development/induction in their jobs 

ii. that all staff should have access to appropriate opportunities for continuing professional 

development in their jobs 

iii. that the training and professional development opportunities provided should be 

relevant to the needs of staff for their employment at the PC  

iv. that the training and professional development opportunities should determined through 

an annual performance appraisal, a training needs analysis or requests from employees 

v. that the training and professional development opportunities should be based on 

equality of opportunity; hence no employee should be excluded on the grounds of 

gender, age, marital status, disability, racial grounds, political affiliation, sexual 

orientation and religion and/or belief. 

 

8.0 MONITORING, EVALUATION AND REVIEW OF THE POLICY  
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Monitoring and evaluation of this policy will be carried out by the PC Management Team. 

 

This policy will be reviewed every 5 years to take into consideration any changes, new 

challenges and trends.  

 

9.0 RESPONSIBILITY 

 

The Human Resource Manager shall have operational responsibility for this Policy.  The PC 

Director shall have the responsibility to ensure its effective implementation.   

 

10.0 RELATED INFORMATION 

 

Professional Centre Documents: 

Induction Policy for New Staff 

Staff Performance Appraisal Policy 

 

Other Documents: 

Professional Centre Charter 

Tertiary Education Act 2011 

 

……………………………………………………………………………………………………… 

 

 

Professional Centre Statute Approved by Tertiary Education Commission Resolution in 

Meeting of 7-02-2019. 

 

 

 

 

Jean-Michel Domingue 

Chief Executive Officer 

Tertiary Education Commission 

 

 

……………………………………………………………………………………………………… 

 

 

 

 


