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This Academy is committed to employing the right people with the right skills for the 

duties that they are required to undertake. Where necessary, we will arrange or provide 

training to ensure that staff are competent and confident to carry out their work 

responsibilities. We will also ensure that personnel are supervised in the performance of 

their roles so that they are appropriately managed and supported in carrying out their 

duties. 

 

This policy outlines the responsibilities of the practice towards its employees and the 

training and supervision that will be provided, as well as the responsibilities of employees 

who are undertaking training. Individual circumstances vary, however, and it is possible 

that not all training needs will be met by this policy.  

 

The Academy maintains records of all training undertaken by those who work here, 

including training provided by the practice (in whole or in part) and, wherever possible, 

training undertaken independently. This helps us to identify all the skills available within 

the practice, when update training may be required, and where skills may be lacking (and, 

therefore, when further training may be required). Everyone working at the practice has 

their own personal training log and it is their responsibility to provide full details of 

training undertaken, certificates (or other evidence) and reflective learning notes so that 

this can be properly maintained. Records of annual appraisal meetings are also 

maintained. 



NEW RECRUITS 

All new recruits to the Academy, both employees and self-employed contractors are 

required to complete the induction training programme for the practice. The induction 

programme aims to equip all new recruits with an understanding of: 

the Academy and the general day-to-day systems that are in place 

procedures specific to the role of the new employee or self-employed contractor 

essential health and safety requirements, including the Academy risk assessment and the 

procedures for foreseeable emergencies 

the confidentiality of trainee information 

other formal Academy policies. 

The induction programme is reviewed regularly and updated in line with current 

requirements. Induction training will take place over a period of time depending on the 

nature of the post and the existing skills of the new recruit. 

Records of training progress will be maintained by the Director, Laura Grint. 

 

VISITING TRAINERS 

Visiting trainers are required to complete a truncated induction programme before their 

first session working at the practice. This deals with essential issues such as: 

● fire safety and evacuation 

● medical emergencies & first aid 

● safeguarding 

and a range of other matters. 

 

 

 



IDENTIFYING TRAINING NEEDS 

Individual and Academy-wide training needs are identified and assessed at performance 

and development appraisals and at Academy meetings. 

Training may be required to meet the specific needs of an individual (usually arising from 

an appraisal), for a group of individuals or for the whole Academy. Depending on the 

training required, we will explore the most appropriate way of providing it – for example, 

at a staff meeting, a one-day or part-day seminar, or a formal training course involving 

assessments and/or examinations. 

 

PARTICIPATION IN TRAINING 

Training should improve or update knowledge and skills. Anyone participating in training 

must do so fully and make their best effort to complete the training successfully. 

All staff are expected to attend training sessions. Non-attendance at training may be 

treated as a disciplinary matter. 

 

TRAINING FEES 

In-house training provided by other members of the Academy team and training provided 

for the whole practice is free of charge to employees. 

Fees may be payable for training provided by external trainers. The Academy may agree to 

pay the necessary tuition fees, in full or in part, depending on individual circumstances. 

The amount paid by the practice may be recovered from the employee if the employee 

fails to complete the training course, or the employment contract is terminated (by either 

party) within 12 months of completing the training.  

 



PERSONAL DEVELOPMENT 

 
Individuals may identify other training in which they wish to participate and can request 

that the Academy pay in whole or in part for this training and for support in completing 

the training. Each request will be considered on its merits. If the training is essential to 

the requirements of the employee’s job, the Academy may agree to provide support, 

subject to the above conditions of participation and fees. Where training is identified by 

the employee but is not regarded by the practice as essential to the requirements of the 

employee’s job, the practice may, at its discretion, contribute towards fees or allow time 

off for the course, but is under no obligation to do so. All requests for non-essential 

training will be considered on an individual basis. 

 

OTHER TRAINING REQUIREMENTS 

All team members are expected to undertake the following training: 

● Safeguarding children, young people and vulnerable adults refresher training 

every 2 years 

● First Aid Training refresher training annually 

 

SUPERVISORS 

Trainers and Visiting Trainers are supervised by the Academy Director (Laura Grint). 

Supervision will take place monthly.  Supervision Meetings will be written up after the 

meeting and further action will be followed up before the next month’s supervision 

meeting. 


