
30 - Training Policy 
 
Statement of intent 

It is our intention that staff working at Thorverton Pre-School feel that they can 
undertake training that will be both beneficial to them in their capacity as an employee 
of the Pre-school, as well as for the purposes of advancing their own professional 
development and careers. It is also important that we have appropriately trained staff 
so that our children can enjoy the maximum benefit from their time here, as well as 
doing so in a safe and appropriate manner. The Pre-school recognises the significant 
role of professional and continual training. Consequently it commits a significant 
proportion of the annual budget towards staff training.  
 
Aim 

• To ensure staff understand the opportunities available to them to undertake 
training 

• To ensure that management has a clear understanding of what training staff can 
undertake, and when they should be encouraged to do so 

• To give clarity regarding staff payment for undertaking of training 

• To give clarity to staff with regards to the expectation of repayment of fees spent 
by the Pre-School on training where staff leave its employment 

 
 
Qualifications, policies and procedures 
 

• We provide regular in-service training to all staff - whether paid staff or 
volunteers  - through the Pre-school Learning Alliance and external agencies. 

• It is the policy of the Preschool that every manager will hold at least a level 3 
NVQ Childcare qualification (or equivalent). It is also the policy of the preschool 
that all staff have, or be working towards a level 2 NVQ. 

• Where staff do not meet these criteria, the manager should agree with them 
during their onboarding/termly review that they will pursue such a qualification 
and support them in the selection of that qualification. 

• We provide staff induction training in the first week of employment.  This 
induction includes our Health and Safety Policy and Procedures, our 
Emergency Evacuation Plan, our Equality and Diversity Policy and our 
Safeguarding Children and Child Protection Policy amongst others. 

• It is the manager’s responsibility to ensure that their team members (particularly 
non-qualified staff) are conversant with childcare standards, rules & regulations 
and their roles & responsibilities within the team.  

• Although the preschool is responsible for the training of employees in the 
application of preschool policies & procedures, it is incumbent on all employees, 
regardless of qualification to be conversant with the policies and implement the 
procedures stated by the preschool 
 

 
Staff opportunities 
 



Definitions: 
 
Mandatory training: A course that for legal, regulatory or compliance reasons, must 
be undertaken by staff members 
 
Developmental training: A course that does not fall under the definition of mandatory 
training, and which will enhance the capabilities of the staff member 
 

• All staff will have termly reviews and annual appraisals 
• As part of their termly review and annual appraisal, staff training requirements, 

both mandatory and developmental, should be reviewed with the manager. 
Where mandatory training is identified as being required, this should be 
undertaken by staff at the soonest opportunity. Where training that is 
developmental is identified, timings for this should be agreed mutually between 
manager and staff member (after the committee has approved this training). 

• Should a staff member identify a particular ‘developmental’ training course that 
they wish to undertake outside of their termly review/annual appraisal, they 
should raise this with the manager. 

• If any training needs/requests are identified through the two routes noted above, 
the manager will notify the committee of the training sought, and the costs of 
that training. The committee will review the training and costs and will decide 
whether to give approval  

 
 
Claiming for training 

• Staff are entitled to claim the hours for any training that they undertake, as long 
as that training has been approved by the manager. 

 
Costs 

• Where a staff member has undertaken training that is NOT mandatory, and 
above £200 in cost, and where that staff member has left the employment of the 
Pre-School, they will be expected to repay that training either in full or in part, 
based on the length of time elapsed since they have completed the training as 
below:  

 
- Within a year = 100% repayment 
- Between 1-2 years = 50% repayment   

 

• It will be agreed between the manager and staff member as to whether the 
training is developmental or mandatory before the training is paid for, with an 
email sent by the manager to the staff member confirming the nature of the 
training and if applicable, that they agree to repay any training costs in line with 
the timeframes outlined in this policy should they leave the employment of the 
pre-school 
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