SC Johnson Training & Development Policy

Policy Statement

SCJ aims to develop employees so that they are able to perform and achieve in their current work roles, and then be able to develop into their next work roles.

Purpose

The purpose of this policy is to ensure that the development and training needs of SCJ employees are identified provided and recorded appropriately.

Scope

This policy covers all employees for ANZ [Australia & New Zealand].

Exceptions

There will be no exceptions to this policy.

Authority and Responsibility 

This policy is the responsibility of Human Resources.

Procedure 

Assessing Development Needs

· Each individual is responsible for the identification of their current development needs, career plans and development needs for the next 2-3 years, in liaison with their manager.

· The manager, in conjunction with HR in each department is responsible for assessing the training and development needs of their employees by guiding and coaching them in determining appropriate training or development activities.

Tools used to identify training needs

PMP

· On an annual basis, employees meets with their manager to discuss training and development needs for the next year.  This assessment will focus on development needs in relation to enhancing the job currently performed and secondly, a career plan.  It is both the employees and managers responsibility to ensure that this training plan is carried out.

Other Training Needs

· Should the employees identify other training needs outside those detailed in their development planner, these are to be discussed with the line manager and then human resources as they arise.

Company Wide Training Needs

· Some specific training needs may be identified as necessary by SCJ eg. OGSM.

Competency Matrix

· The Competency Matrix covers those people that are employed in the factory or warehouse.  This matrix identifies the qualifications and training needs for all identified jobs and levels.

A training needs analysis is the process of reviewing job performance standards and identifying whether the individual has the skills, expertise or competency needed to perform their role to the required standard.  If there are any appropriate development needs, training and/or development activities are identified and implemented.

Sourcing of Training & Development Programs

· Human Resources

· Line Manager

· For SHE, MRPII and other Operations based training, in Outlook.

Obtaining Approval

· The development plan out the PMP process requires directors required approval before final sign off, so the separate approval is not required.

· Where an external program has been identified to meet a training need, the line manager must obtain approval from human resources (HR is accountable  for the training budget) prior to registration.  

· For an internal program an internal training attendance sheet needs to be filled in.

· In all cases final approval is also required from Human Resources

Organising Course Attendance

· The employee arranges to attend the course in liaison with HR.  All invoices are sent to HR for payment.

Recording Training Details

· Human Resources will ensure that all training details are recorded on the individuals training record, that they have attended the course.
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