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Start

Inform Line Manager to complete 
Staff Development Plan as part of 

annual appraisal process

Complete's annual appraisal 
and agrees training to be 

taken during the year

Send Staff Development 
Forms and guidelines or link 
to the forms on Sharepoint

Completes Staff Development 
Plan with the concerned staff 
and selects from the annual 

training calendar

Sends Staff Development 
Plan to HR for record 

keeping

Selects training session and 
obtains Line Manager 

approval

Is selected training 
in the Staff 

Development Plan?

Yes

Approve training

No
Discuss with line 

manager and select 
relevant training

Attend training on 
planned date and 

time

Complete Training 
Feedback form 

within 7 working 
days

End
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