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1.0

Policy

St. Attracta’s Residence shall ensure that all staff are appropriately educated and trained and that any needs are identified and addressed. 
2.0 Definitions

Education/Training: 
The demonstrations and supervised practice necessary for an 
individual to acquire competence in a new activity / technique or maintain competence in current activities / techniques.

Training may be on-site or off-site. It may be given by St. Attracta’s Residence’s own staff or by external personnel.

Trainee: 

Any member of staff who requires training in a special activity or technique to attain or improve competence.

Trainer:  

An individual who is competent in a task/activity and who is competent to impart expertise to another individual.  The trainer may be an experienced member of St. Attracta’s Residence or may be external.  

Mandatory Training:   Training which must be undertaken as per legislative requirements               
(e.g. Manual Handling, Fire Training).  Mandatory training is typically paid training.  
Voluntary Training:         All other training (e.g. further qualifications)
3.0

Responsibility
3.1

All Staff – Attend mandatory training

3.2
Director of Nursing – Review, approval and implementation of education and training plans.
Procedure

4.0
Education & Training Plans
4.1  
The home has an annual Training Plan which is reviewed and updated on an annual basis. 

4.2
The Training Plan includes all mandatory training, and any additional training considered necessary and agreed with the Director of Nursing.  Each staff members training is reviewed during their appraisal and any additional training required shall predominantly be determined during the staff member’s performance appraisal.
4.3
The Training Plan shall be reviewed and agreed by the Director of Nursing and the staff member. 

4.4
The aim of the Training Plans is to ensure that all staff: 

· Get a comprehensive induction to the home, its residents, practices and procedures.  

· Meet the changing needs of residents 

· Fulfill the aims and philosophies of the residential care setting 

· Understand and adhere to the policies and procedures of the residential care setting and those of their regulatory body

· Are suitably competent to carry out their role. 

4.5

The Training Plan includes: 
· Induction Training (where the staff is a new appointee)
· Mandatory Training 
· Voluntary Training 

· Refresher training

4.6
Where an employee terminates their own employment within 1 year of commencing work their training costs including on the job training hours and induction training will be deducted from their final pay.  This includes the hours paid to them for attending training and if appropriate any external trainer costs.  This is documented in each employees contract of employment.  
5.0
Mandatory Education & Training


    5.1

Mandatory training elements shall be attended by all staff members. Typically mandatory training is paid for by the home.  If the training is unpaid this will be highlighted.  
5.2
These include (but are not limited to):
· Fire Safety and Evacuation Training shall be provided annually 
· Manual Handling Training shall be provided at least every three years however at St. Attracta’s we aim to refresh this every 2 years.  
· Protection of the Older Person training is provided every two years  
· Infection Control Training
· Dementia Awareness Training
· Any other mandatory training which may be deemed necessary by a professional body

5.3.
All training shall be organized by the General Manager/Director of Nursing.  Staff shall be informed of the dates and times of scheduled training.  The line manager shall ensure that sufficient staff numbers are available on the dates of the scheduled training to enable staff to attend. 

5.4
The Director of Nursing shall review attendance at training on an annual basis.  

5.5
Where a staff member fails to attend required training and has a valid reason this training will be rescheduled for them at the earliest opportunity.  

5.6
Where a staff member repeatedly does not attend mandatory training and does not meet the mandatory training requirements as required by HIQA and St. Attracta’s Residence they may be put off duty until such time as they have competed the training. This may require them to complete the training on their own time and at their own expense.  This will only occur if the DoN and General Manager feel this is appropriate.  

6.0
In-House Education & Training

6.1
In-house education and training shall be provided on an ongoing basis to continually update the knowledge of the staff. 
6.2
The in-house education shall be coordinated and scheduled by the Director of Nursing. This may be provided by staff members or external experts.  

7.0
Attendance at Conferences/Courses/Seminars

7.1
Employees wishing to attend conference/seminars must make an application, in the first instance, to the Director of Nursing giving details of the course, associated costs and any leave required.
7.2
The Director of Nursing shall identify with the employee the nature of the conference/seminar to identify the relevant benefits to the department/discipline/centre.
7.3
Approval for attendance must be obtained in advance of the conference/ seminar.  Under no circumstances will retrospective approval be granted.
7.4
Where employees attend conferences/seminars and the attendance was facilitated by St. Attracta’s Residence, they are required to submit a verbal brief report, outlining the relevance of the course/conference to their work.  This shall be coordinated in conjunction with their Line Manager, to allow all relevant staff to benefit from this feedback. 
8.0
Private Study Facilities



8.1
St. Attracta’s Residence will endeavor to facilitate and support staff who wish to undertake further education/training courses in their own time which are specifically or generally relevant to their development as an employee.


8.2
Nursing staff shall, where possible, may be facilitated to undertake a relevant post-registration qualification in the nursing and care of older people.
8.3
In the event that a staff member undertakes QQI/FETAC training while employed they will be considered for funding to assist them in gaining the required qualification.  
8.4
The following factors will be considered, in dealing with applications:

· The ability to give day release is dependent on the service needs.

· The relevance of study to the present work of the employee.

· The relevance of the study to the long-term development of the employee with St. Attracta’s Residence.
8.5
Applications for support (financial support and/or leave) shall be discussed with the Director of Nursing.  Approval for any financial support and/or leave to be given to an employee for further study shall be approved by the Director of Nursing. Approval shall be dependent on resources available. 

8.6
Where financial support is approved for an individual to undertake further study, this shall be refunded at the end of each academic year or corresponding course period and on receipt of confirmation from the college/institution that the employee has satisfactorily attended/participated in the course and, where applicable, has completed the relevant examinations or other prescribed tests/assignments. 

8.7
Employees on approved study courses should advise the Director of Nursing in writing at the beginning of the academic year of any anticipated study leave required.  Paid study leave is only given by exception and with the prior approval of HR and the Director of Nursing.  
8.8
Any staff member who is given approval for support (financial or time off) to attend a course of private study will be required to agree to an individual set of terms and conditions on which the support is based.  

8.9
Any staff member that is financially supported to attend a course and gain a qualification will be required to sign up to letter of terms which will govern the employee responsibilities in the event they do not pass the course, decide to leave the home etc.  

9.0
Training Evaluation 

9.1
It is intended that all training shall be evaluated.  

9.2
Where it is a mandatory or internal course, the trainer has responsibility for evaluating the course with the trainees. 

9.3
Where it is an external course, conference or personal study leave, it shall be evaluated by the Director of Nursing or their nominated delegate with the staff member.

9.4
The aim of evaluation is to determine the benefits of the training, the impact on the staff member’s role in the organisation (and care/ service provision) and to identify any opportunities for improvement for subsequent training course. 

9.5
Results of the evaluations shall be communicated to all relevant personnel and used to determine appropriate courses for staff, or required improvements for existing courses. 

10.0
Staff Training Records



10.1
All training completed will be recorded on a training record and held in each employee’s file. These records shall be maintained by the Director of Nursing and the Office Manager.  
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