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POLICY STATEMENT

Share and Care Community Services Group Inc (Share and Care) will ensure it adheres to the level of training/education levels required as stipulated in the Award. Share and Care Community Services Group Inc and associated programs will support the training and staff development of its workers within budget constraints.

Enhancement of skills and the sharing of knowledge is a vital part of a professional role.
AIM

Share and Care will provide services that adhere to best practice principles by making sure adequate training is available to workers on a systematic and ongoing basis. Minimum conditions of employment are aligned to the Social and Community Services – Western Australia Award (SACS) Award, other Awards and conditions may apply within individual programs.

Share and Care will ensure that adequate training is provided to staff on mandatory legal responsibilities. This would include OSH, reporting abuse, protective behaviors, first aid, fire safety, giving of medications and any other training as identified by the organisation.

Training opportunities will be provided in varied forms, including presentations, training manuals, seminars, computer based and team meetings.

PROCEDURES

1. Shared awareness

Each program that has training offered to them in any area, provided it is not client specific               (i.e. – confidential) will photocopy registration / information sheets and give to the Administration Manager for dispersal of all programs. 
2. Training Opportunities

Within the constraints imposed by funding levels, Share and Care will provide opportunities for employees to attend relevant training courses, seminars, workshops, etc. and to participate in developmental programs and activities. Training opportunities can be sourced from many providers, including government and other like organisations.
3. Training Standards

Program Managers are responsible for ensuring that staff completes a minimum of four training sessions per annum. Specified employees will be required to undertake and update first-aid training.
Where possible regular “in house” in-service programs will be conducted to enhance knowledge and improve skills of all employees.

4. Training Costs

Each program will be responsible for costs incurred by their attendance at training. An allocation of funds (with the amount determined by funding allocations) will be included in each annual budget of Programs to cover all costs of employer initiated in-service and training.

5. Training Feedback

Staff undertaking training are asked to provide a summary to their line manager of the knowledge gained and the benefit. This will maximize opportunities of effective training throughout the organization.

6. Training Records

Details of all Training and Development activities undertaken by a staff member and copies of any qualifications gained will be recorded in that employee’s personal files.
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