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Title:
Training and Continuing Development 

1.0
Scope
The Research Office supports staff to maintain their skills and knowledge at an optimal level and encourage staff to undertake relevant training and development programmes.

2.0
Procedure
Staff training and continuing development is supported through the University Performance and Development Review System (PDRS). 
On commencement of employment the unit manager of the new staff member will arrange a general induction programme for the person. This includes an introduction to the other staff, an outline of the processes used in the Research Office and appropriate ‘on the job’ training. New staff are expected to attend the University induction training organised by Human Resources (HR). 
As part of the PDRS a formal review takes place annually with each staff member and their line manager. Any training and development needs identified through the PDRS for the coming year are progressed by the line manager, within available resources, and in conjunction with HR where appropriate. At other times, Staff can discuss attendance at relevant training with their line manager. Leadership succession should be taken into account in the PDRS process and relevant staff should be afforded opportunities to develop leadership skills. Opportunities to undertake cross training between and across units can also be discussed during the PDRS.

Training may be delivered by existing staff members, Human Resources Office (HR) or external training providers, as appropriate. Regular investment of time in learning is seen as an essential part of continuing development. 
Any training completed is maintained with the staff member PDRS form.  Trainee feedback and evaluation is recorded with the PDRS form.
3.0
Records

Records management is in accordance with UL Record Management and Retention Policy. The following records relevant to this process are maintained:
· PDRS Form (+ copies of attendance at training)
4.0
Review
This process is reviewed in accordance with the Self-Assessment Process and any updates are included in the next revision.
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