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PROFESSIONAL DEVELOPMENT

Objective:

To establish clear guidelines that encourage continuous learning, professional growth, and skill
enhancement for all employees and volunteers.

Policy:

» Training Sessions:

= Regular training sessions and workshops shall be organized on relevant topics that align
with the organization’s mission, job roles, and emerging trends in the field.

* A mix of delivery methods, including in-person workshops, online webinars, and self-
paced courses, shall be ensured to cater to diverse learning preferences.

» Qualified facilitators, such as internal experts or external consultants, shall be engaged to
provide high-quality and up-to-date information.

= Participation in these sessions shall be mandated as part of the annual performance goals
for all employees and volunteers.

» Development Opportunities:

A mentorship program shall be implemented where experienced employees mentor new or

less experienced staff and volunteers to support their professional growth and career

planning.

=  Mentorship relationships shall be regularly assessed and resources provided to ensure their
effectiveness and success.

= Access to educational resources, including books, journals, and online courses, shall be
provided to support ongoing learning.

» A resource center within the organization shall be developed where employees can easily
access learning materials or digital content.

= Subscriptions to e-learning platforms like Coursera or Alison Learning shall be offered,
allowing employees to select courses that align with their professional goals.

= Opportunities for employees to attend industry conferences, seminars, and workshops shall
be provided to stay updated on best practices and gain new insights.

* Financial support for attendance fees, travel, and accommodation for relevant events shall
be offered.

» Support:

= Tuition reimbursement for employees pursuing relevant courses, certifications, or degrees
that enhance their skills and benefit the organization shall be offered.

= Study leave shall be allowed for exam preparation, attending classes, or completing major
educational projects.

» Flexible work schedules shall be provided to accommodate study commitments,
particularly during intensive educational periods.

= Personalized professional development plans for each employee shall be developed,
outlining career goals, necessary skills, and a roadmap for achieving them.

= Supervisors shall track the progress of each employee's development plan, providing
feedback and opportunities for growth.

Implementation:

= At the start of employment and annually thereafter, supervisors shall collaborate with
employees to develop a tailored professional development plan.

= The progress of each employee's development plan shall be tracked by supervisors, with
regular feedback and support provided throughout the year.

*  Annual performance reviews shall include a focus on professional growth, setting clear,
achievable goals for skill enhancement and learning new competencies.

* A continuous feedback loop shall be incorporated where employees can discuss their
development needs and receive ongoing support throughout the year.

Monitoring and Evaluation:

» The effectiveness of training sessions, workshops, and development programs shall be
regularly evaluated through feedback surveys and performance assessments.

» The professional development offerings shall be adapted and improved based on evaluation
results to meet the evolving needs of the organization and its employees.

* Employees who actively engage in professional development and successfully apply new
skills in their roles shall be recognized and rewarded.



