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	Purpose:
	To create a system that will enhance the learning, motivation and job satisfaction of all employees at Wahroonga After School Care Centre Inc. and sets forth the general policy and principles to aid the Centre Coordinators to facilitate and manage training.



Policy Statement
We aim to provide a high standard of work performance and job satisfaction and ongoing learning for all Educators at the centre by monitoring agreements, performances and expectations of all Educators. We aim to provide all Educators with regular training and opportunities to support and encourage their development of skills as Educators in the Middle Childhood Educational sector.
Procedure
Appraisals
· The appraisal system will be agreed upon by The Parent Committee. 
· All Educators will be informed of the appraisal system on acceptance of the position and given details of the process during orientation.
· Formal appraisals will be conducted yearly.  The Centre’s Coordinators will be appraised by a member of The Parent Committee, either the President or a general member with Human Resources background. Each Educator will be appraised by Centre Coordinators. 
· Additional appraisals can be carried out at the request of an Educator or Parent Committee Member.
· All Educators will be given one week’s notice of an appraisal and mutual time arranged for both parties to meet.
· The Centre Philosophy, Job Description, Code of Professional Standards Policy and the National Quality Framework will be used as guides during the formal appraisal process. 
· The formal appraisal system will encourage open communication and be a positive avenue for improving Educator’s performance, setting their goals and identifying individual and team training needs.
· Where it is  identified that the Educator is not meeting the required performance measures then the following will be undertaken:
1) Action Plan will be developed to identify areas of improvement.
2) Training areas will be identified and put in to place as soon as possible.
3) Support and guidance will continue to be given to the Educator to help them through the process and assist them in achieving the required standards.
4) A record of the above will be made and signed by both parties and a date agreed upon for the next review.
· At the completion of the appraisal a written agreement will be developed by the Employer. The agreement will outline the goals, action and training areas required for the next 12 months. This agreement will be negotiated and signed by the Educators and Employer. Details of the appraisal will remain confidential between those parties involved. A copy of the appraisal is provided to the Employee and the original held in the Educator’s file at Wahroonga After School Care Centre.
 Development and Training 
· Discussion with Educators, either  with supervisors or the staff liaison officer throughout the year will maintain motivation and positive professional working relationships within the team and also allow for conversations to happen about areas needing development from both the employee and employers perspective and how best to plan for this.
· The Parent Committee will ensure that appropriate funds are made available in the budget to allow for Educator training and development, both mandatory training, and optional training where appropriate.

· The Centre Coordinator will maintain a list of mandatory training that is required to be undertaken by all staff Educators throughout the course of the year, to ensure that the centre complies with any regulatory or legal requirements.

· A variety of training methods will be used including 
1) Internal Workshops conducted by Centre Staff or outside Presenters 
2) External workshops, conferences, training seminars or meeting with other OOSH Centres to exchange ideas.
3) Accredited Short courses provided by registered training organisations
4) Time allocated to do online webinars and courses

· The Supervisors will seek to identify optional training opportunities for Educators. This includes using Educator appraisals, together with the general centre requirements as a guide for establishing the training needs within the centre.

· Optional training will be made available as fairly as possible across the Educators in the Centre, ensuring where possible that all Educators have the opportunity to attend courses relevant to the benefit of both the centre and the Educator. Educators may identify and make requests for specific training.

· Upon payment of course fees, the Educator should make all reasonable efforts to attend and pass the respective course. If an Educator does not attend the course the centre may request they reimburse the fees. If an Educator does not pass a course that has been paid for by the centre, this may impact the Educator’s opportunity to have the Centre pay for optional courses in the future.




Procedure for Educators Attending a Training Supported By the Centre
· Mandatory and optional training courses will be identified for relevant Educators as explained above. 
· The Educator and Supervisors will discuss the identified course and ensure that the course has relevance and value to the Centre and to the Educator. This should include an initial discussion capturing how the course will likely benefit the Educator and the Centre, and how the learnings might potentially be applied to the Centre. 
· Educators will be required to meet with a Supervisor within an acceptable and reasonable time frame after the course has taken place and reflects on the course information and ideas. This discussion should include how content/ideas from the training can be introduced into the Centre.
· Educators will be expected to share course learnings with other Educators through the Friday Reflections meeting, staff meeting or communication and through general daily interaction. 

[bookmark: _GoBack]Considerations:
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	· Code of Professional Standards
· Centre Hierarchy
· Job Descriptions 
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