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PROCESS FOR TRAINING – FLOW CHART 
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Receive & Compile data on individuals in the Personal Files

Do a gap analysis and document/establish the training needs

Identify training  topics and Plan for the 
training/other activities and prepare training plan 

Identify faculty, venue and  material for the training

Identify courses for external training

Schedule and organise training or other activities 

Conduct Training

Yes

Update training records & store  

Is  
the training 
Effective? 

Establish/modify criteria for each post/cadre covering Knowledge & Skills 
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