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Training for Staff 
 
Introduction 
This note is to outline the basic procedures that will be followed in relation to training 
for staff.  A detailed policy on how the organisation addresses staff training has still 
to be approved by Board, but it is already clear that Atrium is committed to training 
its staff and recognises the additional value that targeted training can bring to the 
organisation and to the individual. 
 
The Process 
Staff wishing to attend a training course must complete a Training Request Form 
(TRF) to be passed along with any relevant booking form to their Line Manager.  
This applies to both external and internal training courses e.g IBS sessions, Board 
training sessions etc. 
 
As well as providing details of the course itself, the TRF requires the staff member to 
indicate the purpose of the training to them and their expected learning outcomes.  
This is an important aspect of ensuring you attend the proper training courses for 
your needs.  It involves you asking yourself some simple questions in the context of 
the course e.g   
 

Purpose of the Training 
What is the training for? 
Why do I need/want to attend this course? 
 
Expected Outcomes 
Will the course address my needs? 
What do I expect to get out of it? 

 
By addressing training courses in this way, staff are invited to take some 
responsibility for personal development. 
 
When the line manager receives the TRF, they will seek to ensure that it makes 
sense for the individual to attend the training course and that the training will have 
relevance to their job.  They may seek to help the staff member clarify purpose and 
expected learning outcomes, if appropriate.   
 
Training must take into account the needs of and have relevance to the organisation 
as well as to the individual in the context of their job.   Inherent in this approach is 
the understanding that staff may not always be able to attend every training course 
that they wish e.g. where the training is job or task specific but the individual wishing 
to attend does not do that job or task in their present role. 
 
 
 



Post Training Evaluation 
Immediately following a training course, the staff member will be asked to carry out a 
simple evaluation exercise to determine whether the course met their objectives and 
whether their expected learning outcomes have been achieved. 
 
Staff will pass this along with all course details including handouts to their line 
manager for circulation to colleagues. 
 
Links to Appraisal Process 
Part of the purpose of approaching training in this way, is that training delivered can 
be matched against training needs identified in the Staff Appraisal process.  As part 
of appraisal reviews, discussion can take place on progress made towards achieving 
personal objectives. 
 
As part of the following year’s Staff Appraisal process, staff will be reminded of 
training courses attended over the course of the previous 12 months and of their 
relevance to previously identified objectives. 
 
Implementation 
The new forms are available in  

H:\Standard documents\Training for staff 
and should be used for all courses requested from 1 January 2002. 


