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CONTINUING PROFESSIONAL DEVELOPMENT POLICY

1. Introduction

Continuing Professional Development (CPD) is essential for personal growth and career development as well as to ensure that Goalball UK raises its performance in achieving its strategic and operational objectives. Professional development is a shared responsibility, requiring commitment and resources from the employee, volunteer, Board and its committees (collectively “trainees”) and the organisation. 

CPD contributes to personal job satisfaction, productivity, reward and recognition. CPD and learning are necessary to attract and maintain the quality of high-calibre professionals. CPD relates to developing the skills, knowledge and experience gained both formally and informally to apply to the workplace. Employees, volunteers, Board and its committee members should undertake CPD as it is critical to the success of our athletes and operations.
2. Training and development
These terms are often used interchangeably. Training generally supports learning how to do something specific, relating to skill and competence e.g. using a computer application to becoming a pilot. Development supports learning relating to capability and competence from basic know-how to more advanced, mature or complex understanding.  It also helps develop a range of transferable skills like leadership, managing projects or organising information.
3. Scope

3.1 CPD covers the following beneficiaries:

· Employees

· Coaches

· Athletes

· Classifiers

· Technical officials

· Medical, sports science and technology officials

· Event organisers

· Volunteers
· Board and its committee members

3.2 CPD, wherever possible, should be accredited on the national qualifications framework and recognised across countries, and should contribute to a required number of CPD points for each category and includes, but is not limited to, the following formats:

· Online courses

· In person courses

· Workshops, seminars and conferences

· Staff exchanges, secondments and job rotation

· Shadowing and mentoring

· Delegation of responsibility with associated support and guidance

3.3 CPD, besides contributing to personal development, may be required as a result of legislative changes, the introduction of new technology or a change in role. 

3.4 This policy does not cover study leave.

4. Process

Within the budget available for CPD, the division will be decided annually  for volunteers, employees, the Board and its committees based on assessed need.
4.1 In relation to employees:

4.1.1 The supervisor will assess, as part of the employees’ annual appraisal/performance development plan, performance management and workforce planning process, the CPD needs of employees and identify the timeframes within which CPD should occur based on the performance targets set and the strategic plan objectives such that there are clearly defined outcomes.
4.1.2 Once all employees have their CPD requirements set, the CEO will be required to prioritise based on the outcomes identified, benefits to the organisation and the available budget.
4.1.3 The CEO may also decide if the employee should pay up to 50% of the course fee and/or whether this should be refunded once the employee is assessed as competent.
4.1.4 If an employee submits his/her resignation such that the employee will not be able to complete the CPD while an employee, he/she should refund the course fees, but obviously may complete the course, to enable the CEO to select another employee to undertake the course.
4.1.5 Where an employee undertakes CPD, he/she should undertake in writing that, where foreseeable, he/she will continue to work for the organisation for an agreed period of time failing which, he/she may be required to refund an agreed proportion of the course fees.

4.1.6 An application from the CEO for CPD will be decided by the Chairperson.

4.1.7 Where an employee undertakes CPD as part of the organisation’s needs, days out of the office should be offset against study leave.
4.1.8 Where an employee undertakes CPD as part of his/her own improvement where it is not directly beneficial to the organisation, this will be annual leave.

4.1.9 Requests for flexible working hours will be considered by the CEO where such requests will not affect the operational requirements of the organisation.

4.1.10 Should an employee wish to undertake full-time studies for a period longer than 2 months, the prior agreement of the CEO is required and leave without pay may be approved. The CEO may, in his/her discretion, discuss alternatives with the employee and/or decide to appoint a temporary contract employee for the required period of time.

4.1.11 The CEO may designate up to 5 days in any calendar year for employees as professional development days which may include health, safety and workplace behaviours in accordance with the relevant legislation, cross culture training, fire awareness and emergency evacuation, ergonomics in the workplace, equal opportunity and unconscious bias.
4.2 In relation to volunteers (including coaches, classifiers, technical officials, event organisers, medical, sports science and technology, athletes):
4.2.1 Where appropriate professional development will be delivered internally and draw upon the expertise of the employee team or from within the volunteer corps.
4.2.2 Candidates for CPD will be recommended by the relevant section head to the applicable committee for recommendation to the CEO. This should be based on workforce planning undertaken to build a strong support system for athletes.
4.2.3 Volunteers who undertake CPD at the cost of the organisation should commit to remaining an active volunteer for 2 years following completion of the CPD subject to exceptional circumstances which may be approved by the CEO.

4.3 In relation to Board and its committees:
4.3.1 A Board member wishing to undertake CPD in relation to their work on the Board must submit a short proposal (business case) to the Chair who shall approve after consulting the CEO within the available budget.
4.3.2 As a rule, Board members should undertake CPD to add value to their work of oversight and constructive challenge. This includes governance, being a non-executive director, finance for non-financial managers, risk, equality, diversity, inclusion and possible bias, safeguarding, legislative requirements for Boards including general data protection regulation and occupational health and safety.
4.3.3 Committee members are generally appointed based on their specific area of expertise. Where additional CPD may be required, a short proposal (business case) should be submitted to the committee chairperson who shall discuss with the Board Chairperson and CEO for decision based on impact and budget.

4.4 General (applicable to employees, volunteers, Board and committee members):
4.4.1 When attending an external course, a trainee must keep any expenses relating to the course to a minimum and reclaim any expenses on the required form supported by receipts. Should accommodation or significant travelling costs need to be incurred, the CEO should approve these prior to the course. Trainees may only travel 2nd class on trains, economy on airplanes and claim the relevant mileage if a car is used.
4.4.2 Opportunities for full-, part-time, fixed term contract employees should be based on equal opportunity and allocated transparently while taking cognisance of the need for the organisation to address marginalised groups.
4.4.3 Where an external service provider is required, normal procurement processes must be followed.

4.4.4 For CPD opportunities identified, the trainee should identify options which are cost-effective and meet the learning required.

4.4.5 The CEO or nominee must keep up to date records of CPD undertaken per trainee.

4.4.6 All CPD courses undertaken must be included in the Annual Report as part of a return on investment approach.

4.4.7 Each trainee should submit to the CEO a short report on the CPD and how what they have learned will be applied in the workplace.
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