TRAINING TERMS & CONDITIONS:

TRAINING IS A DEFINITE PART OF OUR COMPANY’S MISSION AND SKILLS DEVELOPMENT PLAN. THIS PLAN ENDEAVORS TO FACILITATE THE EMPOWERMENT OF STAFF TO INCREASE PERFORMANCE AND TO ENSURE PERSONAL GROWTH IN TERMS OF KNOWLEDGE AND EXPERIENCE TO BECOME SPECIALISTS IN THEIR FIELDS OF EXPERTISE.

The company is prepared to invest in its people on the basis of the following rules being understood and applied by each trainee:

1. The time allocated for training is usually in official working hours. This means it’s not time off for any trainee. You need to attend and be on time for every session on each day’s training program. The company reserves the right to exclude trainees from attending a particular course should the trainee arrive late.  

2. Any trainee attending the course may not disrupt the training program. This means you are not pardoned during the course except for a crisis. The trainers are paid to give training with full impact so that the results will show on the profit for the company in due time.

3. Trainees need to have enough rest after each day’s training if it is more than one day’s course. This means in effect that no late night “parties“ or any other casual activities will be allowed during training. The reason is for trainees to concentrate, understand and apply 100% what they have been taught on the training courses.

4. If you fail any official tests because of a lack of interest or commitment, you will be liable to pay the company in return for your total training costs including travel and accommodations costs.

5. In the event of the employee terminating his/her employment service within eight [8] months after attending any training courses externally, the employee agrees to repay the full value of the total expenses on the course which also includes travelling and accommodation costs.

6. The trainee needs to be 100% prepared, motivated and committed before attending any courses. It is the responsibility of the employee [trainee] to take note of the following:

6.1. Where is the venue for me to attend the course [Do I need a map]?

6.2. On which dates do I need to attend the course?

6.3. What times is the course starting daily?

6.4. If applicable: At which over night accommodation would I be sleeping?

6.5. Do I need to take my own stationary with?

6.6. Do I need to pay for my own petrol/toll gate fees, lunches and claim back?

7. The Line Manager/ Divisional Manager must approve the trainee’s training as per budget after selecting the trainee. This means the Line Manager has to evaluate the employee on his/her commitment to the company, his/her ability to grasp and to apply the training gained within his /her job description. Further more being on the level for the requirements for each separate course, example: a office automation rep cannot apply for a level 3 course on sales training if he/she did not successfully complete and passed the level 1 course.

8. All trainees will be assessed/evaluated formally by the Line Manager after each training course to determine the efficiency of the training and also to discern if the trainee is applying the information into his /her working environment.   

9. If the Manager or employee wants to cancel the training it must be confirmed two [2] weeks before the official training date or if the employee cancels the training during the duration of the course, the employee will be liable to pay the full training cost. If not, the Employee/ Manager will be liable to pay the full training costs and be deducted from the trainee’s salary or departmental budget.

10. Trainees not attending the booked training or canceling training on his/her name would also be charged the full training costs, which will be deducted from their salaries.

11. The trainer’s responsibility is to adapt themselves to thorough training and not to be the messenger for any telephone calls or any other messages except in a crisis situation.

12. All cell phones must be switched off during the training course.  

I DO UNDERSTAND THE TRAINING TERMS & CONDITIONS AND I AGREE TO ADHERE TO IT.
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________________

Employee/Trainee:



Date:

________________



________________

Line Manager 
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________________

HR Manager




Date:

