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TRAINING & DEVELOPMENT

1. PURPOSE
The Purpose of this process is to identify the training needs, Plan and Impart the training and assess the effectiveness of training in order to improve employee competence and performance.
2. PROCESS TRIGGER
Need basis request from HOD in beginning of FY
3. SCOPE AND APPLICATION
The scope of this procedure is applicable to all the personnel of officer’s category of VBHC
4. PROCESS OWNER
Head, HR
5. PREDECESSOR AND SUCCESSOR PROCESSES
Predecessor Process: None
Successor Process:  None
6. RESPONSIBILITY AND AUTHORITY
Preparation of training design		: 	Head HR/Functional Head
Approval of training design 		:	MD & CEO
Formulation of training calendar	:	HR Team

7. DEFINITIONS & ABBREVIATIONS
1. KRA: Key Result Area. 
2. HR: Human Resource 
3. RM/FH: Reporting manager/ Functional Head.

8. PROCESS DESCRIPTION
8.1. Following steps describes the process for identifying the training needs, implementation of training and evaluation of training.
8.2. Identifying Organizational, Departmental & Individual Need:
8.2.1. During management review meetings, the Head - HR identifies the latest training programmes that need to be provided to the employees of the company.
8.2.2. A list of training programmes is compiled and circulated at the time of yearly appraisal.
8.2.3. The employees select the training programmes that they wish to attend.
8.2.4. The Head of Department of the employee’s respective department can also recommend the training programs the employee should attend.
8.3. Training Calendar:
8.3.1. On the basis of the information collected as per Para 9.2.1 to 9.2.4 above, the HR dept. shall formulate training calendar as to when the training programs are to be conducted.
8.3.2. The training calendar shall be issued to all the respective Heads of Department.
8.3.3. The training calendar shall be revised and issued on quarterly basis.
8.4. Nominations to training programmes:
8.4.1. The list of eligible employees is sent by the Head- HR to the respective Heads of Department, for the different courses as obtained from the performance appraisal reports, to facilitate them to nominate the employees for the training programmes.
8.4.2.  Nominating criteria is enclosed along with the Training Calendar as well as the Training Programs.  Call letters to HODs will also contain the criteria for nominations.
8.5. Design of Training programmes:
8.5.1. Each training programme planned in the training calendar shall be designed with regard to criteria as specified in Training Design. 
8.5.2. The feedback received from employees about similar programmes conducted in the past shall be considered while formulating the training design of each training programme which is designed by HR dept. and approved by Head, HR.
8.6. Delivery of training programmes:
8.6.1. Each training programme shall be conducted in accordance with the       approved training design of that certified trainer of the arranged training. 
8.6.2. In case an adequate number of employees do not turn up on the scheduled commencement of the training programme, the Head – HR shall take a decision regarding conduct or cancellation of the programme.
8.6.3. In case the training is planned with an external agency/institute the Training department shall coordinate with the external agency during the conduct of the training programme.
8.7. Evaluation of the effectiveness of the Training Programmes:
8.7.1. After the completion of all internal training programmes, feedback from the trainees is obtained to judge the effectiveness of the training programme.
8.7.2. HR team analyzes the feedback obtained at the end of each training programme and summarizes the conclusions drawn from it to aid in design of similar training programmes in future.
8.7.3. Head – HR obtains a feedback from the immediate supervisor and selected colleagues of each of these officers regarding implementation of the training inputs in his job. 
8.7.4. Head – HR analyzes the feedback so received to evaluate the translation of training input to the job and the effectiveness of training. 
8.7.5. The analysis is discussed by Head – HR with TOP Management and is used to continually improve design and delivery of training programme by the training department. 
8.7.6. The analysis of effectiveness of any programme shall be completed within 6 – 9 months of its conduct.
8.8. Updation of Training Records:
8.8.1. HR team shall update the data pertaining to the list of trainees who have attended various training programmes for updating of the individual’s training records.
8.8.2. In case of long duration programmes running into a few modules, the above information shall be updated after completion of each module.

9. EFFECIENCY MEASURES AND EFFECTIVENESS MEASURES
Efficiency Measures: No of training hours/days per employee at the end of FY 
Effectiveness Measures:  
10. RISK ASSOCIATED WITH THE PROCESS
Competency of the Trainer scored by the HOD
11. FORMATS FOR MAINTAINING RECORDS GENERATED IN THE PROCESS
Performance appraisal form
Training Calendar 
12. RECORDS
ANNEXURE I
	Name of Format
	Code

	Performance appraisal form
	VBHC/HR/F/06

	Training Calendar
	VBHC/HR/F/07
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