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Introduction
Amar Shaheed Kanchan Singh Autonomous P.G College, Shivpuri Fatehpur, is committed to
fostering an environment that promotes continuous learning and professional development for
all its staff members. This Staff Development and Training Policy aims to enhance the skills,
knowledge, and competencies of the college's staff to ensure they can effectively contribute to
the institution's mission and objectives.
Objectives
The primary objectives of the Staff Development and Training Policy are:
1. Enhance Staff Competence: To improve the skills, knowledge, and competencies of staff
members to enhance their performance and job satisfaction.
Support Career Development: To provide opportunities for professional growth and
career advancement for all staff members.
Promote Continuous Learning: To foster a culture of confinuous learning and
development within the college.
Ensure Organizational Effectiveness: To align staff development and training activities
with the college's strategic goals and objectives.
Comply with Legal and Regulatory Requirements: To ensure compliance with all relevant
laws, regulations, and policies related to staff development and training.
Scope
This policy applies to all full-time, part-time, and temporary staff members at Amar Shaheed
Kanchan Singh Autonomous P.G College, Shivpuri Fatehpur.
Policy Framework
1. Staff Development and Training Programs
1.1 Orientation Programs
e Comprehensive orientatfion programs for new staff members to familiarize them with the
college's policies, procedures, culture, and expectations.
e Infroduction to the college's mission, values, and strategic goals.
1.2 In-Service Training
e Regular in-service training programs to update staff on new technologies, teaching
methodologies, administrative practices, and regulatory changes.
Workshops, seminars, and short courses on relevant topics to enhance job-specific skills
and knowledge.
1.3 Professional Development
e Support for staff members to pursue professional development opportunities, such as

certifications, diplomas, and advanced degrees.

Financial assistance and study leave for staff members pursuing further education and

professional qualifications.

1.4 Leadership and Management Training




Leadership and management fraining programs for current and aspiring leaders to
develop their managerial and leadership skills.
Workshops and seminars on topics such as strategic planning, team management,
conflict resolution, and decision-making.
1.5 Technical and IT Training
e Technical fraining programs to enhance the IT skills of staff members, including the use of
software, hardware, and digital tools relevant to their roles.
Regular updates and fraining on new fechnological advancements and digital
resources.
1.6 Soft Skills Training
e Programs focused on developing soft skills, such as communication, teamwork, problem-
solving, and customer service.
Workshops on stress management, time management, and work-life balance to improve
overall well-being and productivity.
2. Training Needs Assessment
2.1 Identification of Training Needs
e Regular assessment of fraining needs through surveys, interviews, performance
appraisals, and feedback from staff and supervisors.
Analysis of job requirements, skill gaps, and future organizational needs to identify
training priorities.

2.2 Individual Development Plans (IDPs)

e Development of Individual Development Plans (IDPs) for each staff member, outlining

their training and development needs, goals, and planned activities.
Regular review and update of IDPs in consultation with supervisors and the Human
Resources Department.
2.3 Departmental Training Plans
e Preparation of annual training plans for each department, based on the identified
fraining needs and strategic goals of the college.
Allocation of resources and budget for the implementation of departmental training
plans.
3. Implementation and Delivery
3.1 Training Methods
e Use of a variety of training methods, including classroom training, workshops, seminars,
webinars, online courses, mentoring, and on-the-job fraining.
o Selection of appropriate training methods based on the nature of the tfraining content,
learning objectives, and preferences of the staff.

3.2 Internal and External Trainers




Utilization of internal trainers, including experienced staff members and subject matter
experts, for in-house training programs.
Engagement of external trainers and consultants for specialized training programs that

require external expertise.

3.3 Training Resources

Provision of necessary fraining resources, including fraining materials, facilities,
equipment, and digital platforms.
Access to online learning resources, libraries, and databases to support self-directed

learning and continuous development.

3.4 Training Schedules

Development of training schedules that accommodate the operational needs of the
college and the availability of staff members.
Flexibility in training delivery to ensure that all staff members have the opportunity to

participate in fraining programs.

4. Monitoring and Evaluation

4.1 Evaluation of Training Programs

Regular evaluation of training programs to assess their effectiveness and impact on staff

performance and organizational goals.
Use of evaluation methods such as feedback surveys, tests, performance assessments,

and follow-up interviews.

4.2 Training Records

Maintenance of comprehensive records of all training activities, including aftendance,
fraining content, frainers, and evaluation results.
Use of training records to frack the progress of staff development and support the

planning of future fraining activities.

4.3 Continuous Improvement

Regular review and update of training programs and methods based on evaluation
results, feedback from participants, and changing organizational needs.
Encouragement of staff members to provide feedback and suggestions for improving

fraining and development activities.

5. Roles and Responsibilities

5.1 College Administration

The college administration is responsible for providing overall leadership and direction for
staff development and training activities.
Allocation of resources and budget to support the implementation of the Staff

Development and Training Policy.

5.2 Human Resources Department




The Human Resources Department is responsible for coordinating the staff development
and training activities, including needs assessment, planning, implementation, and
evaluation.
Development and maintenance of fraining records and provision of support to
departments and staff members in their training efforts.
5.3 Department Heads and Supervisors
e Department Heads and Supervisors are responsible for identifying the fraining needs of
their staff members and supporting their participation in training programs.
Development of departmental fraining plans and ensuring the alignment of training
activities with departmental goals and objectives.
5.4 Staff Members
o Staff members are responsible for actively participating in training programs and taking
ownership of their professional development.
Identification of their own fraining needs and working with their supervisors to develop
and implement Individual Development Plans (IDPs).
Monitoring and Evaluation
6.1 Perfformance Monitoring
e Regular monitoring of staff performance to assess the impact of training programs on job
performance and overall organizational effectiveness.
Use of performance appraisals, key performance indicators (KPls), and other metrics to
measure the outcomes of training activities.
6.2 Feedback Mechanisms
e Establishment of feedback mechanisms to gather input from staff members on the
effectiveness of training programs and areas for improvement.
o Use of feedback to confinuously improve training content, methods, and delivery.
6.3 Reporting
e Regular reporting on staff development and fraining activities to the college
administration and governing body.
Inclusion of tfraining outcomes, evaluation results, and recommendations for future

fraining activities in the reports.

Communication and Training

7.1 Communication
e Clear and effective communication of the Staff Development and Training Policy to all
staff members.
Dissemination of information on available fraining programs, schedules, and procedures
through the college’s website, newsletters, and other communication channels.

7.2 Training for Trainers




Provision of training for internal tfrainers to ensure they have the necessary skills and
knowledge to deliver effective training programs.
Continuous professional development for trainers to keep them updated on best
practices and new developments in fraining and development.
Risk Management
8.1 Identification of Risks
¢ Identification of potential risks associated with staff development and fraining activities,
such as budget constraints, scheduling conflicts, and resistance to change.
Assessment of the likelihood and impact of identified risks on the effectiveness of training
programs.
8.2 Mitigation Strategies
e Development of strategies to mitigate identified risks and ensure the successful
implementation of staff development and training activities.
e Confingency planning to address potential challenges and uncertainties.
Conclusion
The Staff Development and Training Policy at Amar Shaheed Kanchan Singh Autonomous P.G
College, Shivpuri Fatehpur, is designed to enhance the skills, knowledge, and competencies of
all staff members. By adhering to the principles and procedures outlined in this policy, the
college can promote continuous learning, support career development, and ensure
organizational effectiveness. This policy will be reviewed and updated regularly to ensure ifs
confinued relevance and effectiveness in meeting the college’s staff development and training

needs.
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