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	Introduction


	Learning Performance Link policy for the selection of full time ETD practitioners or administrators is subject to the individual either being competent for their roles or on a development process to become competent for their roles. In line with the organisation’s Mission and Strategic Objectives there are basic roles to be carried out within LPL. These roles are set out in the table below, which also indicates responsibility, key selection criteria and accountability for selection. 



Key roles and responsibilities

	Role description
	Responsibility
	Key selection criteria
	Accountability

	Marketing
	· All staff
	Relevant marketing competencies
	CE

	Administration
	· Database coordinator
· NLRD registration administrator

· NLRD certification administrator
	Relevant administration competencies
	Training Manager

	Education, training and development facilitation
	· Facilitators
· Assessors

· Moderators

· Developers
	Relevant occupationally-directed ETD competencies as updated from time-to-time
	CE

	Quality assurance
	· Quality assurance manager
	Developing, maintaining and implementing quality assurance systems
	CE

	Personnel development
	· HRD/SDF
	Relevant HRD/SDF competencies
	R&D Manager

	Financial management
	· External auditors
· Accountant

· Debtors clerk

· Creditors clerk
	Outsourced to Chartered Accountant
	Training Manager


	
	To further clarify the roles and responsibilities of the full time ETD staff and administrators, LPL has developed detailed procedures for the ongoing development of its human resources. These procedures will implement the following organisation policies:
· All full time ETD staff and administrators will be selected, recruited and appointed on the basis of pre-determined criteria and of agreed Performance Contracts that will describe all the controls, functions, responsibilities and remuneration levels of the relevant contracted member.

These contracts will be limited to:

a) performance contract for full time ETD staff;

b) performance contract for LPL administrators.

It is the policy of LPL to avail these contract only to persons nominated by the CE, as the contracts contain sensitive information.

· LPL will use an open and fair disciplinary procedure for all ETD staff and administrators and will give all ETD staff and administrators the opportunity to use the grievance procedure.

· LPL will continually evaluate all individuals engaged in facilitation, assessment and moderation roles in order to continue to develop their personal skills as ETD practitioners and to ensure that they integrate theory and practice in the delivery of all programmes.

· LPL will expose full time ETD staff and administrators to ongoing forms of professional development and encourage them through self-improvement to become ‘lifelong learners’.

· LPL will ensure that full time ETD staff and administrators are informed of LPL mechanisms of review, research, monitoring and programme feedback in order to develop facilitating and learning methods.

· LPL will ensure that all staff are competent to carry out assessment activities in ways that are both applied and integrated as well as according to the principles embedded in the NQF.

· LPL is committed to the establishment and maintenance of practices and procedures for the protection of clients and staff from accidental injury and safety will take precedence over short cuts or expediency at all times.

· LPL will ensure excellent customer care by appointing staff who play an important role in helping satisfy customer needs – both training and non-training related.

· LPL staff are responsible for safety in areas under their supervision as well as for observing safe work and learning practices, rules and instructions pertinent to their activities.

· LPL is committed to complying with all relevant regulatory requirements.
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