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1. Purpose 

This procedure is to be accepted and observed by all members, paid and unpaid workers 
within Four Pillars. Breaches of the procedure may be regarded as gross misconduct. 
 

2. Ownership 

This procedure is the Training procedure of Four Pillars. The ownership of this Procedure is 
to that of the Four Pillars board of trustees, who discharges its implementation to the 
management of Four Pillars. The management may discharge duties to a nominated 
member of staff, or unpaid worker. 
 

3. Statement of procedure 

Our procedure is to provide guidance on recording training to employees, volunteers and 
service users. We also accept responsibility for all other people who may be affected by our 
activities. 
 

4. What do we mean by training and development?  

4.1 In general, we approve and encourage the following employee trainings: 
4.1.1 Formal training sessions (individual or corporate) 
4.1.2 Employee Coaching and Mentoring 
4.1.3 Participating in conferences 
4.1.4 On-the-job training 
4.1.5 Job shadowing 
4.1.6 Job rotation 
 

5. Staff/Volunteer Training 

5.1 Staff and Volunteers are further documented as employees 
5.2 Four Pillars uses an Individual Development Learning Environment (IDLE) program  
5.3 All employees and volunteers are eligible to participate in external training programs 

individually or in teams.  
5.4 Employees can choose to attend as many training programs as they want, provided it fits 

within their personal and professional goals and benefits both the individual and 
organisation. 

5.5 All trainings should consider what employees need and how they can learn best. This is 
why, we encourage employees and managers to consider multiple training methods like 
workshops, e-learning, lectures and more. 
 

5.6 Corporate training programs 
5.7 We might occasionally engage experts to train our employees. The company will cover 

the entire cost in this case. Examples of this kind of training and development are: 
5.7.1 Equal employment opportunity training 
5.7.2 Diversity training 
5.7.3 Leadership training for managers 
5.7.4 Conflict resolution training for employees 
5.7.5 Health & Safety training i.e. First Aid, Fire Warden & Mental Health First Aid 
5.8 This category also includes training conducted by internal experts and managers. 

Examples are: 
5.8.1 Training new employees 
5.8.2 Training teams in company-related issues (e.g. new systems or policy changes) 
5.8.3 Training employees to prepare them for promotions, transfers or new responsibilities 
5.9 Employees won’t have to pay or use their leave for these types of trainings. Attendance 

records may be part of the process. 
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6. Other types of training 

6.1 Both employees and their managers are responsible for continuous learning. Employees 
should show willingness to improve by asking their managers for direction and advice. 
Managers should do the same with their own superiors, while encouraging and 
mentoring their subordinates. 

6.2 Employees and managers are responsible for finding the best ways to CPD. They can 
experiment with job rotation, job shadowing and other types of on-the-job training 
(without disrupting daily operations). We also encourage employees to use their rights 
for self-paced learning by asking for educational material and access to other resources. 
 

7. General guidelines 

7.1 All eligible employees are covered by this procedure without discriminating against rank 

or protected characteristics. 

7.2 Training records will be kept by TRIP and the success of training efforts should be 

evaluated.  

7.3 All employee development efforts should respect cost and time limitations, as well as 

individual and business needs. 

7.4 Employees should try to make the most out of their trainings by studying and finding 

ways to apply knowledge to their work. 

7.5 Employees are encouraged to engage in training as much as possible. 

7.6 IDLE Process 
7.7 All employees are encouraged to seek out training for their own needs, once sourced 

this should be sent to TRIP for approval, before agreeing or commencing the training 
7.8 From time to time training opportunities will be emailed to you by TRIP staff and/or made 

available on IDLE 
7.8.1 If you would like to attend a training session sent to you, sign up for the opportunity 

and contact the TRIP team to update your training record. 
7.9 Inform your line manager so your hours can be recorded 
7.9.1 All training is done during work hours. Please ensure your shifts reflect any intended 

training sessions. 
7.9.2 The CEO can approve overtime if this is necessary for the training to be completed 

and minimum duties to be upheld (i.e. covering 4 Unity). This must be requested, in 
person, in advance of the session. 

7.10 Travel costs to and from training locations, not located within the workspace, will be 
reimbursed by Four Pillars, please discuss this with your line manager before confirming 
training. 

7.11 Four Pillars will cover the cost of any external training sessions by other providers 
(i.e. First Aid Training) where it benefits both your personal development and the 
organisations development. 

7.11.1 If you fail to attend an agreed paid training session Four Pillars will seek to reclaim 
any costs lost by us and/or associated with rescheduling the training session. 

7.12 Once the training has been completed, inform your line manager. 
7.13 If you leave the organisation within 6 months of completing a paid training session, 

Four Pillars may seek to reclaim costs from you. 
7.13.1 This will be discussed with you directly and an agreement made between you and 

your line manager. 
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8. Providing Training 

8.1 Initial Enquiries for Four Pillars Training should be directed to TRIP. 
8.2 Group bookings should be made at least two weeks in advance. 
8.3 Invoice generated – see invoice policy  
8.4 Book out time in TRIP calendar and book training room if required. 
8.5 Arrange volunteer to accompany TRIP with VAST. 
8.6 Send a welcome email to the contact at least 5 working days before the event, reminding 

them of the visit and what is needed for the session and confirming the venue. 
8.7 If external – plan visit (routes, times etc) 
8.8 On the Day 
8.8.1 If internal – Check Training Room is tidy & set up for expected numbers. 
8.8.2 If external, collect volunteer and make way to venue, arriving 20-30m before start 

time to allow setup. 
 

9. Responsibilities 

Overall and final responsibility for title on site is shared collectively by Four Pillars Trustees, 
 
Four Pillars trustees delegate the responsibility of following this procedure to the 
management team. 
 
The Committee will: 

• Arrange for the implementation of this procedure in consultation with staff and 
volunteers 

• Arrange for the adequate instruction and training of staff and volunteers in all matters 
related to this procedure 

• Arrange for the contents of this procedure to be known to all staff and volunteers 
 
The staff and volunteers of Four Pillars have a duty to: 

• Follow this procedure 

• Co-operate with the management to ensure that the requirements of relevant 
statutory provisions are complied with 

• Report potential or actual hazards as soon as possible 

 

10. Risk Assessment 

The trustees of Four Pillars will ensure that all risk assessments are undertaken for any part 
of the charities activities to which they are applicable, copies of these risk assessments are 
available upon written request. 

 

11. Premises 

The management team will ensure that for all premises used by Four Pillars whether owned, 
leased or rented are: 

• Health and safety compliant 

• A full risk assessment has been completed 

• Insurances are in place and displayed 

• Fences are erect and secure at all times, if applicable 

• Gates are manned at all times, if applicable 

• Any potential danger is reported to the management 
 

12. Reports 

The delegated manager/person in charge at each event shall be responsible for making any 
necessary reports relating to this procedure or ensuring that others make such reports. 
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13. Procedure Development 

Four Pillars board of trustees shall endeavor to progressively develop the charities 
procedure on training procedure use in response to risks and hazards identified. Specific 
procedures and policies so developed shall be appended to this document and form part of 
the committee’s statement on reporting recording training. 

 

14. Review 

The effectiveness of this procedure will be reviewed annually by a senior member of Four 
Pillars staff. If appropriate, action will be taken as necessary to update our procedure to 
ensure effective delivery on the objectives laid out at the start of this document. 
 
 
 
 
 
Procedure 
 
This procedure should be followed when employees want to attend external training 
sessions or conferences: 
 
1. Employees (or their team leaders) identify the need for training. 
 
2. Employees and team leaders discuss potential training programs or methods and come 
up with suggestions. 
 
3. Employees or team leaders contact HR and briefly present their proposal. They might also 
have to complete a form. 
 
4. HR researches the proposal, with attention to budget and training content. 
 
5. HR approves or rejects the proposal. If they reject it, they should provide employees with 
reasons in writing. 
 
6. If HR approves, they will make arrangements for dates, accommodation, reserving places 
etc. 
 
7. In cases where the company doesn’t pay for the training directly, employees will have to 
pay and send invoices or receipts to HR. HR will approve employee reimbursement 
according to this information. 
 
8. If an employee decides to drop or cancel a training, they’ll have to inform HR immediately. 
They’ll also have to shoulder any cancellation or other fees. 
 
9. In cases where training ends with examination, employees are obliged to submit the 
results. If they don’t pass the exam, they can retake it on their own expense. 
 
Generally, the company will cover any training fees including registration and examination 
(one time). They may also cover transportation, accommodation and personal expenses. 
This is left to HR’s discretion. If HR decides to cover these costs, they should make 
arrangements themselves (e.g. tickets, hotel reservations). Any other covered expense that 
employees have will be reimbursed, after employees bring all relevant receipts and invoices. 
 
If employees want subscriptions, they should contact HR directly or ask their managers to do 
so. HR will preferably set up the subscription. In some rare cases, they might give formal 
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approval to employees so they can do it themselves. Once employees make arrangements, 
they should inform HR of the cost and any other details in writing. Any relevant invoices 
should also be sent to HR. 
 
HR’s responsibilities also include: 
 
● Assessing training needs 
 
● Maintaining budgets and training schedules 
 
● Assisting with learning and development activities and strategies 
 
● Promoting corporate training programs and employee development plans 
 
● Calculating learning and development KPIs whenever possible and decide on 
improvements 


