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Training and Development Regulation

Chapter 1 General Rules
Overall. Staff Training and Development Policy aims to keep with the trend of
strategic HR management. We would provide variety of resources and
opportunities for staff members to realize their individual interests and
capabilities, to improve their working skills, to assess their own strengths, to
identify direction for development, to understand their career motivators, and
eventually to strengthen the core competitiveness of the university.
Principle. Adhere to people-oriented, pragmatic, and all employees training, to
improve the overall quality of the contingent of scientific research, teaching,
management, optimizing the team structure, enhancing competitiveness and lay
the good foundation for the sustainable development of the university.
Trainee Coverage. The full time Chinese staffs are covered. Foreign faculty
members’ training & development programs shall refer to by Kean University

and the appointment letter, except onboard orientation and internal training.

Chapter 2 Types
Types of training programs. Orientation, pre-post training, specialized training,
internal training, short-term academic development, master and doctoral studies.
Orientation. This training is organized by HR and supported by other
departments, aiming to help new employees to fit in WKU and take on their job
as soon as possible. There will be one or two training opportunities organized
annually for new employees according to the employment. The trainings will
include introduction to WKU, university’s development, Kean spirit campus
culture, management system, campus facilities and future prospects etc.
Pre-post training. This training is organized by each department according to
each position need, aiming to help new employees to know their specific job
requirements. The training will include introduction of work flow, internal
policies, etc.
Specialized training. These trainings are organized by each department, aiming
to improve on-job staffs certain aspect of professional quality and skills,
including short-term on-job training and specific skill training within 2 weeks
(include holiday and weekends). Each department shall make should make

overall, practical and feasible training plan combined with university,
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departments, and personal development needs, and get approved by leadership

after reported to HR Office.

All staff training. This training is organized by HR Office, aiming to improve

staff quality and ability, theoretical level, Chinese-foreign cooperation

management, etc.

Professional and technical personnel continuous education. In order to

promote professional and technical personnel continuous education, constructing

lifelong education system, improving the capacity of professional and technical
personnel in university, ensuring the promotion channels of professional and
technical personnel, employees shall check the provinces and cities related
continuous education training regularly and apply to attend the training in time.

Short-term training. This is a training aiming to strengthen academic

communication, cooperative research and acknowledge of the updates in working

fields. Employees is entitled to apply domestic or overseas short-term academic
training or seminar. The period shall be from 2 weeks to 6 months including
holidays and weekends(in summer or winter breaks in general).For financial
details, please refer to the updated financial policy.

Cadre Training. This is a training organized by government, aiming to improve

staffs’ political understanding, and strengthen younger and backup cadre’s

training. HR Office will focus such training program and make the arrangement.

Degree education.

* In order to encourage the staff to study further during employment, staffs are
entitled to apply the on-job or off-job Master and doctoral study. Applicants
shall work in university for at least 2 years and get evaluation score of B or
above, with good professional moral and sprit. Service period is required
after diploma acquired.

*  Those who are approved to remain the employment relation with WKU and
work in Kean University for WKU during their full time study in Kean
University with their own pay will get full paid including salary, subsides,
bonus and other benefits, and their promotion ladder will not be affected. The
tuition is non-reimbursable.

*  Those who are approved to remain the employment relation with WKU
during their full time study in other universities will not be paid but keep the
social insurance and public accumulation funds. The tuition is

non-reimbursable.
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If the employee needs to extend the study period, a new application shall be
submitted. The compensation during the new period refers to a new
agreement. The extension is up to 2 years in general. The paid social
insurance and public accumulation funds during the extension shall be
returned according to the certain situation and the employment relation will
be reconsidered after the extension.

Those who are approved to attend the part-time degree study, will be get full
paid will get full paid including salary, subsides, bonus and other benefits,
and their promotion ladder will not be affected. The tuition is
non-reimbursable. HR will take the absence as personal leave of absence.
Those who terminate the employment for degree study will be recruited with
priority if they apply for the fitting position once they get the degree in 5 year

for masters and 8 year for doctors since they leave university.

Chapter 3 Training Management

Application and authorization.

HR will collect the training plan from each department in the end of year and
get approved by leadership in charge. Training plan shall be made according
to the university overall faculty and staffs team, development planning of
management team, annually plan and budget of each department. The
short-term training and degree education shall be approved by Joint
Committee again.

Staff shall apply for the training on OA at least 1 month in advance of the
training program (those who apply the short-term training and degree
education shall submit related application, enrollment or invitation letter),
and approved by director of department. The application will be approved by
directors based on the applicants’ work ability and skills together with
personal and department development needs, and get final approval from
leadership in charge through HR Office. Staffs could attend the training
program only after the final approval.

The all-staff training and cadre training organized by HR Office will be
applied by HR and approved by director, leadership in charge step by step.
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*  Staffs shall attend the training program according to approved training plan
strictly. Those who fail to enroll the courses or attend the program as
scheduled, the approval will be invalid and new application shall be
submitted again.

Training budget management. The training budget is managed by HR Office,

with the principal of ¥ 5000/year/person for academic-related departments and
¥ 3000/year/person for non-academic-related departments. Any training program

with more than ¥ 10000/person shall be reported to Joint Committee again. In

general, each staff shall attend no more than 2 programs each year. The training

budget standard will be adjusted according to annually overall budget.

Management and evaluation

* HR will take training leaves automatically to those submit the training
application on OA.

* Those who attend the short-term training (more than 3 months) and degree
education shall submit study report to director as reference of annual
evaluation.

*  Trainees shall finish the training feedback in 2 weeks after the completion of
training program. Those who attend the short-term training and degree
education shall submit the copy of transcript, diploma certificate, as part of
the reimbursement materials to HR.

e Trainees shall study well during the training period, and accomplish the
requirement of the program. Once the trainee fails the exam, training expense
is non-reimbursable, and only travel expense is reimbursed, while the annual
evaluation is failed and travel or training expense is non-reimbursable if there
is disciplinary offence.

Agreement, length of service and liability of breach. Staffs who attend the

short-term training (no less than 3 months) and degree education should sign

relevant agreements with the university. After their return, an agreed length of
service shall be fulfilled. The mandatory service length for Masters and Doctors
are 3 year and 5 year respectively, for short-term trainee is no less than training
length. Anyone in breach of the agreement shall refund the awards, salary during

the training , various fees including social insurances paid by the university, the

_11_



amount of which should be calculated in the following way: all expenses/mandatory

service months*unfulfilled service months.

Chapter 4 Supplementary Articles

xvii.  Please refer to the university’s related regulations if the issues are not mentioned
by this regulation.
XViil. The Office of Human Resources is responsible for the interpretation and

explanation of this revised regulation.
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