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Purpose 

This policy establishes Velocity Air’s commitment to fostering a culture of continuous learning 
and professional growth. Our goal is to provide employees with opportunities to enhance their 
skills, knowledge, and career development, ensuring they remain engaged and capable of 
meeting both personal and organisational goals. 

Scope 

This policy applies to all employees, including full-time, part-time, and contract staff, across all 
levels of the organisation. 

 

Objectives 

• Equip employees with the skills needed to excel in their roles. 
• Promote personal and professional development to support career progression. 
• Enhance the overall performance and productivity of the organisation. 
• Foster a culture of lifelong learning and innovation. 

Policy Statement 

Velocity Air is committed to: 

1. Providing Learning Opportunities 
• Offering structured training programs, workshops, and seminars. 
• Supporting online learning platforms, certifications, and educational resources. 
• Providing on-the-job training and mentorship programs. 

 
2. Encouraging Professional Growth 
• Allocating time for employees to pursue learning activities during work hours when 

feasible. 
• Supporting employees’ career aspirations through individualised development plans. 
• Promoting leadership development programs for high-potential employees. 

 
3. Financial Support for Learning 
• Reimbursing tuition or fees for approved courses related to employees’ roles or career 

paths. 
• Covering costs for certifications, licenses, or industry memberships relevant to the 

HVAC sector. 
• Providing access to shared resources, such as books, subscriptions, or learning tools. 
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4. Aligning Development with Organisational Goals 
• Conducting regular skill gap analyses to tailor learning programs to organisational 

needs. 
• Encouraging cross-functional training to build versatile teams. 
• Aligning employee development goals with business objectives and future trends. 

 
5. Recognising Learning Achievements 
• Celebrating employees who complete training programs or earn certifications. 
• Offering opportunities for advancement based on skills and competencies gained. 

 

Roles and Responsibilities 

Leadership Team: 

• Set an example by participating in learning programs and encouraging team growth. 
• Allocate resources for training and development initiatives. 

Managers: 

• Identify skill gaps and recommend training opportunities for team members. 
• Monitor and support employees’ progress in development programs. 

Employees: 

• Take ownership of their learning and development journey. 
• Participate actively in training programs and apply new skills on the job. 

Human Resources: 

• Design, implement, and monitor learning and development programs. 
• Track the effectiveness of training programs through feedback and performance metrics. 

Implementation Process 

Needs Assessment 

• Conduct regular performance reviews and employee surveys to identify development 
needs. 

Training Plan Development 

• Develop and communicate an annual training calendar, including mandatory and 
optional sessions. 

Approval Process for External Training 

• Employees must submit a request for external training approval, outlining its relevance 
to their role. 

• Managers and HR will review and approve requests based on budget and alignment with 
organisational goals. 
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Monitoring and Evaluation 

• Evaluate the impact of training programs on employee performance and business 
outcomes. 

• Collect employee feedback to improve future learning initiatives. 

Financial Support Guidelines 

• Employees may apply for reimbursement of course fees subject to: 
 Pre-approval by their manager and HR. 
 Successful completion of the course. 
 A commitment to remain with the organisation for [Insert Timeframe], if applicable. 

Continuous Learning Culture 

Velocity Air encourages: 

• Knowledge Sharing: Employees are invited to share insights from training sessions with 
their teams. 

• Innovation: Employees are encouraged to suggest new learning initiatives or training 
topics. 

• Career Growth Conversations: Regular discussions between employees and managers 
to align career goals with learning opportunities. 

Reporting and Compliance 

• Employees must document and report training participation to HR for record-keeping. 
• Non-compliance with mandatory training requirements will be addressed through 

performance reviews. 

Policy Review 

• This policy will be reviewed annually to ensure it remains relevant and effective in 
meeting the needs of employees and the organisation. Updates will be communicated 
to all staff. 

Acknowledgment 

By signing below, you acknowledge that you have read, understood, and agree to abide by this 
policy. 

 

 

David Fields 

General Manager 

Date:  29/01/2024  

 

Conclusion 

Velocity Air believes in empowering its employees through continuous learning and 
development. This policy is a cornerstone of our commitment to building a skilled, engaged, 
and future-ready workforce. 


