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1. INTRODUCTION
1.1 The Company’s training and development policy has been written in line with the Company's overall vision and strategy. It reflects a belief to develop all Permanent and Fixed-Term employees.

1.2 Recognising that our employees are the most important element in the success of our Company and the source of sustainable competitive advantage, our Directors and Management are fully committed to the training and development of all our employees. 
1.3 Directors and Management further recognize that the opportunity to grow within the Company is a key element in achieving the status of an “employer of choice”.
2. AIM OF THIS POLICY

2.1 To explain the Company’s vision on Training and Development of employees.
2.2 To give guidelines on the process for the identification of the appropriate training.
2.3 To provide staff guidelines as to the steps they need to take to ensure that they are appropriately Trained and Developed.
3. SCOPE OF THIS POLICY

3.1 This policy applies to Permanent and Fixed-Term employees.
4. TRAINING AND DEVELOPMENT

4.1 The Company regards it as important that its Human Resources should be exposed to specialist training and development programmes to enable them to acquire the skills, knowledge, concepts, attitude and abilities necessary for successful execution of their responsibilities. 
4.2 The Company regards Staff Training and Development as mutually beneficial to both the employees and Management, as follows:
4.2.1 The employees acquire knowledge and skills which add to their development as human beings, enhance self image, increase employment opportunities and promotion potential, resulting in increased financial rewards and an improved quality of life. 
4.2.2 The Company obtains the workforce with the right skills and attitudes that is motivated and capable to successfully execute their responsibilities. This results in increased Company efficiency, productivity, profitability, Company growth and stability.
4.3 The Company regards all expenses spent on internal as well as external courses as an investment in its Human Resources for the benefit of both the Company and the employee.  In order to ensure the safety of this investment, the Company has developed a Training and Development Agreement (see Appendix T-1-1) which must be acknowledged by all employees before they undergo any Company-funded training courses.

4.4 The Company will objectively identify, select, and train those employees with the right personality attitudes, a stable work record, and general commitment to their continued association with this Company.
4.5 The Company reserves its rights to withhold training assistance to individuals with suspicious personalities, behaviours, bad attitudes, or insufficient work progress.
4.6 All employees are responsible for their own personal development and are required to actively participate in the Company performance management system, in order to fully understand what is required of them and to ensure that their skills and knowledge are continuously developed and improved.
4.7 Employees are therefore requested to consult with their Managers during their Performance Evaluation interview and to plan appropriate training and development for the upcoming year. 
4.8 The first purpose of the training and development plan is to ensure that all employees are adequately equipped to meet the requirements of their current position. 
4.9 The Performance Management System (see Appendix T-2-1) forms the foundation in establishing the roles required of employees, for setting the outcomes and performance standards, and the competencies required.
4.10 The combination of the departmental matrices forms the information for the Workplace Skills Plan, which is submitted annually.
4.11 Training identified must be included in the Skills Development Plan of the Company and will be appropriately scheduled.

4.12 Failure on the part of an employee to enter into a formal agreement with the Company by signing the applicable Training Agreement,  does not exonerate him/her  from the obligations contained in this agreement, in the event of the termination of his/her services within a period as determined by the Training agreement. This failure to complete the Training Agreement may be caused by a variety of reasons, including normal human errors or negligence by either the employee or the Management Representative.
4.13 The Managing Director will have the final approval of all courses. Only those courses that are relevant to the operations of the Company will be funded by the Company. 
4.14 Before any staff member can attend external training the Training and Development Agreement Form (Appendix T-1-1: Training and Development Agreement Form) must be completed. A copy of the Purchase order and Invoice must be attached to the Agreement Form and handed over to the Human Resources Manager.

4.15 The Agreement will run parallel to any other current Training Agreement(s) where applicable. The table below determines the period to be served by the employee after attending the training course:

	Cost of Training
	Period to be served

	Less than R2000
	3 months

	R2001 to R6000
	6 months

	R6001 to R12000
	12 months

	R12001 to R 24000
	18 months

	Above R24000
	24 months


4.16 As part of the agreement Esri South Africa undertakes to: 

· assist the employee to acquire additional skills as required for the successful execution of responsibilities by such an employee.

· carry the costs of employee training 

· ensure compliance to the terms and conditions of this Agreement by both Parties

4.17 The Employee undertakes to:

· do all the necessary preparatory training or studying as required.

· attend all classes, lectures and discussion groups, and do all the assignments and examinations (if any) as directed by the Trainer/Lecturer. 

· be a worthy representative of the Company during the course, and comply with the moral standards, discipline and ethics as required by the Company. 

· in the event of termination of the employee’s services for any reasons, except for death, disability or involuntary retrenchment, within the period commencing with the total cost of training, as outlined in point 5.2, to refund the Company the pro rata costs of training for the unexpired period.

· regard all course materials obtained either before the commencement of the course, during and after the course as the property of the Company.

4.18 Any disputes that may arise out of this Agreement will be resolved in terms of the existing Company Disputes Resolution Mechanisms and applicable legislation.

4.19 Both Parties agree to be bound by the terms and conditions of this Agreement.

5. PAYMENT OF FEES

5.1 The Company will be responsible for the full payment of Course Fees, irrespective of whether the course entails the writing of the examinations or not. 

5.2 The employee will only be bound by the terms of the Training Contract in the event of the termination of his or her employment with the Company after he has completed the training course. 

6. SKILLS TRANSFER POLICY

6.1 The Company strives to create an operational environment to share knowledge across “borders” (functional, divisional, regional and cultural) in order to improve business performance and to allow individuals to grow and to be multi-skilled without losing the necessary focus. 
6.2 The Company strives to have and facilitate continuous learning through the creation of forums (internal meetings, meetings with clients, technical sessions and conferences) to learn from colleagues, customers and other parties to improve products (training content, professional services and sales) and processes.
6.3 Employees within the Company learn from one another before, during and after activities to increase efficiency and effectiveness. Even when mistakes are made we reflect on mistakes and learn from them.
7. AMENDMENTS
The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.
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