
TRAINING & DEVELOPMENT 
  
Scottish Orienteering recognises that the provision of effective training is an integral part 
of equipping volunteers and employees to contribute fully to the success of orienteering. 
Scottish Orienteering is committed to making sufficient resources available to ensure that 
volunteers and employees are adequately trained to fulfil their role, to increase job 
satisfaction and continuously improve performance. Scottish Orienteering recognises the 
important contribution made by voluntary members and seeks to support members 
through training and personal development opportunities.  
The Training and Development Policy aims to ensure that procedures are established to 
identify the training needs, both of the organisation and of individuals within orienteering, 

and to ensure the drawing up and implementing of training programmes linked to the 
strategic objectives of Scottish Orienteering.  
In order to develop orienteering there is an on-going audit of skills which commenced in 
August 2007 to identify how individual volunteers and employees contribute to achieving 
the strategic objectives for orienteering. The performance review process will form a part 
of this audit. Individual development needs will be agreed for all roles and training 
programmes drawn up by mutual agreement.  
The Staff Appraisal system will provide all employees with the opportunity to discuss and 
agree with managers how their role fits into the Operational Plan, what targets they are 
working towards achieving and how their performance will be appraised. Whilst Scottish 
Orienteering recognises the need for the individual development of staff members, 

Scottish Orienteering seeks to place the primary emphasis on the needs of the 
organisation. This will involve a wide variety of training provision to meet the individual 
and organisational training needs identified.  
All training will be evaluated to assess the suitability of the material, competencies, the 
provider and primarily, how the training can contribute to the improved performance 
within the volunteer’s or employee’s role, team performance and the success of Scottish 
Orienteering.  

 
Identifying Training Needs  
Performance review  
Volunteers will be questioned at various points in their development to determine their 
training needs and the feedback they are provided with. Employees will take part in 

regular performance reviews that will be part of an agreed performance management 
system. This will include an assessment and review of learning needs, which will in turn be 
fed in to an overall training plan.  
 
Other methods include: 
 
•  One to one review sessions  

•  Team briefings and working with colleagues across orienteering  

•  Identification from policy development or procedural change  

•  Identification from changes in working practices/changes in directives  

•  Identification from changes in the use of I.T. or other equipment  
 



Responsibilities for Training  
 

Volunteers  

• Volunteers should make the most of opportunities to discuss their development 
with their mentors, trainers or ‘line manager‘ ie the person responsible for their particular 
role, this may be the Chair of Rules Group, the Coaching Manager or Chair of Coaching 
Committee.  

• Volunteers should identify any training and development needs that would enable 
them to perform their role more effectively and communicate them to the person 
responsible for their area of ‘work’.  

•  Some volunteers, for instance coaches are issued with action plans and portfolios 

in which a record of all forms of training, development and learning can be kept. This is 
an important developmental tool, as it will be used to help in discussions with mentors, 
assessors etc at review meetings.  
 
Employees  

•  Employees should make the most of opportunities to discuss their personal 
development with their line manager at each review.  

•  Employees should identify any training and development needs that would enable 

them to perform their job more effectively.  

•  Employees are issued with individual Staff Appraisal Forms to keep a record of all 
forms of training, development and learning. This is an important developmental tool, as 
it will be used to help in discussions with line managers at annual appraisal reviews.  
 
Line managers – people with responsibility for others  
Developing volunteers and employees to enable Scottish Orienteering to meet its strategic 
objectives should be an integral part of the management process.  
It is the responsibility of each line manager to:  

•  Meet with their volunteers and/or employees to identify training needs, agree how 

these will be met and how the training outcomes will be incorporated into their 
role/responsibilities.  

•  Ensure people are aware of developmental opportunities open to them.  

•  Ensure all training undertaken by volunteers and employees has a clear objective 
and the expected benefits it will bring both to the individual and Scottish Orienteering are 
identified before the training takes place.  

•  Ensure volunteers and employees maintain their action plans/portfolios and their 

individual Staff Appraisal Form respectively. All training activities should be evaluated, 
with the individual, after they have taken place.  

•  Provide support and encouragement to people to enable them to recognise and 

achieve their own potential.  
 
Senior Management Team (The Board and Senior Staff)  
Directors, Chief Operating Officer and Senior Staff should:  
•  Demonstrate commitment to the Training and Development Policy.  

•  Create a learning culture that is supportive of the policy.  

•  Ensure ‘line managers’ (both paid and unpaid) have the required skills and 
knowledge for their role in the process.  
• Produce the training plan and budgets each year. 
•  Ensure Scottish Orienteering thoroughly evaluates its investment in training and 

determines the contribution this has made upon performance.  
 



Chair of Scottish Orienteering  
Development of the Board is an integral part of strategic policy and the Chief Operating 
Officer and Chair of Scottish Orienteering should:  
•  Ensure Board members are aware of the developmental opportunities open to 

them.  

•  Ensure all training undertaken by the Board members has a clear objective and the 
expected benefits it brings both to the individual and Scottish Orienteering are identified 
before the training takes place.  

•  Ensure all training activities are evaluated, with the individual, after they have 
taken place.  
 

Meeting Training Needs  
Volunteer and employee training needs will be met in a variety of ways, including:  
•  Structured Induction programmes  

•  Training courses (internal and external)  

•  On task training/coaching  

•  Individual learning using various resources e.g. Scottish Orienteering’s library of 
books, publications and audio-visual materials  

• Professional or vocational training  

• Spending time with specific members or employees (shadowing)  

• Secondments  

• Attending Conferences and Seminars  

 
Training Plan  
A framework of training will be produced that is informed by the review and appraisal 
process and analysis of the future needs of orienteering in line with strategic objectives. 
Identified training needs will be developed into an annual training plan for the ensuing 

year, taking into account financial and other resources available.  
The training plan should include clear and measurable objectives against those training 
activities that can be evaluated.  

 
Training Budget  
An overall budget for training will be agreed by the Board as part of the annual budget. 
The total budget will be divided across the ‘work’ areas of volunteers and employees on 
the basis of the proportion of people involved in each work area, whilst being mindful of 
particular training needs arising from new activities or equipment.  
A proportion of the training budget may be ring-fenced for professional training or other 
specific purposes.  
The Executive Officer Administration will monitor the training budget.  
 
Evaluation of Training  
It is important for pre and post training briefings to take place between the person and 

their line manager or person responsible for their ‘work’ to ensure that training 
undertaken is effective both in terms of time and expense. This will take the form of:  

 
Pre-course discussion   

• Why they are attending  

• What they hope to achieve from the training  

• How they hope to use their skills on return to the role  
 
 Post-course discussion  



• The results of the course  

• How they will use their new skills or knowledge  

• What support they will need  

 
 
The effectiveness of all training will be evaluated to establish whether the training met 

the identified need; this will be done using a two stage evaluation process to identify what 
has been learned, any behavioural changes and the results of what has been achieved. The 
two evaluation stages are:  
• Immediate post course evaluation – _to assess what has been learnt and how any 
new skills or learning can be used in the role.  

• Performance review – to review over a longer period what impact the training has 

had and what (if any) further development may be required.  
 
Additional evaluation methods will be considered and applied where appropriate.  

Professional or Vocational Training  
Criteria for professional or vocational training  
For specific training posts where Scottish Orienteering has determined that it wants the 
post holder to undertake professional or vocational training (e.g. NVQ), Scottish 
Orienteering will grant study leave and pay for all the costs described below.  
Scottish Orienteering will fund professional or vocational training that has been identified 
by the volunteer or employee and agreed with the person responsible for the role, 

providing the benefits of the training to Scottish Orienteering can be identified. Funding 
for part or the whole of such training will be available to all roles but must be agreed in 
writing prior to the expense being committed.  

 
Study leave  
Where professional training has been approved for employed staff, paid study leave may 
be provided up to a maximum of 30 days per training year (1 Jan to 31 Dec) to attend 
professional or vocational training, relevant to Scottish Orienteering' work or, in 
exceptional cases, to undertake private study relating to a professional or vocational 
qualification. The 30 days entitlement is not a right, but a maximum subject to work 
commitments, and any requests in excess of 20 days will be the exception rather than the 
rule. The relevant line manager will agree with the employee how the study leave will be 
taken during the training year and consider each case individually. Study leave days 
cannot be transferred from one training year to the next and will be pro-rata for part-time 
employees.  
Employees undertaking relevant professional examinations will be permitted to take 
additional leave of a maximum of ½ a day per examination to sit the examinations 
themselves plus 1 day's revision leave for each examination up to a maximum of 6 days in 
total. Employees will be required to make up any loss of hours in excess of this additional 
leave out of their own time (e.g. flexi time, TOIL, annual leave).  
 
Scottish Orienteering may provide financial support for training, subject to: 

• Travelling costs will only be paid if they are greater than the person’s costs of 

travelling to work.  

• No meal allowances will be paid.  

• Any books required in Scottish Orienteering for the training will be purchased by 
Scottish Orienteering for use in its library and authorised by the Executive Officer 
Administration.  

• for use in its library and authorised by the Executive Officer Administration.  



• People undertake to repay all or part of the cost if they cease to fill the role to 
which they have committed or in the case of employees leave the employment of Scottish 

Orienteering.  

• Employees who drop out of professional courses may be required to repay the 
course fees; this decision is at the discretion of the Chief Operating Officer and will 
depend on the reasons given by the employee concerned.  

• Employees undertaking professional training do so on the understanding that their 

job performance must not suffer as a result. If, in the view of their Manager, performance 
is suffering as a result of study leave, the matter will be brought to the attention of the 
Chief Operating Officer who has the authority to terminate the study leave arrangements.  

• Line managers will make themselves aware of the course of study being undertaken 

and review progress with the employee on a quarterly basis.  

• Applications for study leave for the re-sitting of courses or examinations that have 
previously been failed will be considered on their merits, but will only be approved in 
exceptional circumstances.  
 
Applying for professional or vocational training  
Applications for professional or vocational training will be considered based on training 
needs identified through discussion by the employee and line manager. All applications 
will require the submission of an Application for Professional Training and Agreement 
form. This will include a statement from the applicant stating the anticipated benefits of 
the training for both the individual and the organisation. The form also requires a 

supporting statement from the applicant’s line manager. The Executive Officer 
Administration must receive all applications for professional or vocational training as early 
as possible to allow consideration in time for inclusion in the training budget commencing 
1 January. Information required for each application will include:  
• Name of course  

• Place of study or distance learning details  

• Brief statement of why training is relevant (learning objectives, link to team and 

organisational objectives, how any learning will be applied to the job/role etc.)  

• Total indicative costs for the full course of study and actual costs for the current 
financial year  
 
The applicant’s line manager will be required to provide ongoing support during study, 
including monitoring and evaluation of improvements in knowledge, skills and behaviour.  

 
Equal Opportunities  
All applications for training will be considered regarding Scottish Orienteering's Equal 
Opportunities Policy. However, the Chief Operating Officer has authority to refuse 
requests for study leave if in his/her view, the operational effectiveness of Scottish 
Orienteering may be affected. This is likely to be considered because of the proportion of 
total time being taken up by study leave. 

  
Expenses  
Travelling costs to and from courses are met out of the training budget.  
For day courses, Scottish Orienteering will fund travelling expenses at current mileage 
rates. Wherever possible, training venues close to the National Office will be chosen, to 
minimise costs where this can be done without compromising on quality.  

No subsistence allowance will normally be paid, except where people are attending 
courses that require them to stay beyond normal working hours or where normal meal 
arrangements are not possible. Agreement to subsistence payments should be by prior 
arrangement with the individual’s ‘line’ manager where possible. Subsistence costs for 
courses are met out of the training budget.  



Volunteers or employees with childcare responsibilities attending training courses outside 
normal working hours may apply for child care costs to be reimbursed.  
 
Repayment of Training Costs  
 
Where Scottish Orienteering provides financial assistance towards professional or 

vocational training, volunteers and employees will be required to complete a signed 
undertaking at the time of application to repay the cost of the training if they leave the 
role or, in the case of employees, employment of Scottish Orienteering. This will only 
normally occur when a considerable investment has been made in technical or professional 
training. 
 
Should an employee leave Scottish 
Orienteering during the training, any 
non-recoverable sums paid over the 
preceding 12 months will be repayable 
by the employee as follows: Leaves 

during course of study or within 3 
months of completion:  

100%  

Leaves after 3 but before 6 months of 
completion:  

90%  

Leaves after 6 but before 9 months of 
completion:  

75%  

Leaves after 9 but before 12 months of 
completion:  

50%  

Leaves after 12 but before 18 months of 
completion:  

25%  

Leaves after 18 months of completion:  No refund required  

 


