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Policy Statement

GSF UK (GSF Sandylight Ltd and GSF (LONDON) Ltd) is committed to the continuous development of knowledge and
skills of all our people to achieve our business objectives. We will ensure that all our staff receive adequate training
so that they are able to carry out their duties safely and without risk to themselves or others.

We want all our people to enjoy their work, be able to do a good job, and receive acknowledgement and
recognition of good performance.

We are committed to providing an environment in which individuals can fulfill their potential for advancement and
personal development.

Purpose
Training and development has two main purposes:

- to help us achieve our business objectives through maximizing customer satisfaction and improving our
productivity and efficiency.

- toensure our people have the opportunity to develop their career and abilities.

Definition

Training and development covers four main areas: competence, skills, knowledge and attitudes.

Equal Opportunities

The provision of this policy covers all groups of individuals irrespective of age, gender, length of service, ethnicity,
religion, physical ability, etc and hours worked.

Our Responsibility

The company undertakes responsibility to:
- Maintain up to date training records for all employees

- Define the company’s broad training and development needs on a regular basis and communicate these to
you

- Continually develop company’s training programmes and modules

- Help you to identify your own personal training and development needs

- Initiate the development of structured training and development activity to meet these needs
- Fund these activities according to available resources and priorities

- Agree with you on the learning targets / standards prior to activity, evaluate outcomes, and help you apply
skills / knowledge in your job

- Make you aware of training and development opportunities, and encourage you to take advantage of
them
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We want our line managers to become actively involved in their people’s development through on the job training,
coaching, regular performance review and feedback, etc. These responsibilities are included in the written Job
Focus of each managerial and supervisory staff.

The Managing Director is ultimately responsible for the provision of competent staff. He is particularly responsible
for the training and development of senior managers.

The Branch Managers are responsible for the training and development of their line management, supervision and
cleaning staff.

The Finance Director is responsible for the training and development of administration staff.

The Quality Manager is responsible for devising and partly delivering suitable quality and health & safety training
activities for all employees.

We have a responsibility to ensure training and development is managed so that the company receives maximum
value for money. We will therefore regularly evaluate the benefits derived, and share these with you so that
everyone becomes aware of the contribution, which a focused and well-managed training programme can make to
our ongoing business success.

Your Responsibility

We see training and development as a partnership between employer and employee. You must consider your own
preferences regarding personal learning styles.

Ultimately, people must take responsibility for their own personal development and career progression.

How Training needs are identified
Staff training needs will be related to the company’s business objectives.

On an individual level, needs will be identified through a combination of formal and informal processes such as
during appraisals, separate training needs analysis and skills audits, observation on the job, employees asking for
training or any other applicable situation.

Induction

Providing early training to new employees, or for those whose job changes, is vital, and is provided for through our
induction programmes. All new starters will receive induction based on our health and safety management system
on their first day in the workplace.
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