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For G7-8 or equivalent experienced middle managers and employees with a key pivotal role in influencing both
ways in the organisation.

Completion will help employees build key management and leadership skills to influence and inspire others across
West Dunbartonshire Leisure.

You can access the modules on the i-Learn platform and complete the training at a time suitable to you.

As you complete items on your passport, it is expected that you will discuss your learning with your manager at
your regular 1-2-1/supervision meeting and review how you can use this learning and apply it to your day-to-day
role. You may need to complete specific modules on policies e.g. Recruitment and Selection Policy and Procedure
if you are involved in the recruitment process.

You can add any other relevant training to your passport including online training, day release courses,
teambuilding training and events, conferences and seminars, first aid and health and safety training.

Employee Name

Employee Number

Issue Date Valid Until




Recommended learning

Recommended Frequency

Date completed

WDLT Alcohol and Substance Misuse Policy 2 years
WDLT Antibribery Policy / Fraud Awareness 2 years
WDLT Assistance Dogs / Guide Dogs 2 years
WDLT Business Continuity Management Annually
WDLT Carers Policy 2 years
WDLT Child Protection Policy 2 years
WDLT Code of Conduct 2 years
WDLT Disability Awareness 2 years
WDLT Disciplinary Policy and Procedure 2 years
WDLT Domestic Violence / Gender Based Violence Policy 2 years
WDLT Equality and Diversity in Employment 2 years
WDLT Flexible Working Procedure 2 years
WDLT Grievance Procedure 2 years
WDC Homeworking 2 years
WDLT Respect at Work Policy 2 years
WDLT Right to Disconnect Policy 2 years
WDLT Social media Policy 2 years
WDLT Scheme of Special Leave 2 years
WDLT Switch - Redeployment Policy 2 years
WDLT Supporting Employee Wellbeing Overview Annually
WDLT Supporting Employee Wellbeing Manager Guidance Annually
WDLT Health and Safety Policy 2 years
WDLT RPO Guidance 2 years
WDLT Electricity at Work 2 years
WDLT Managing Stress an Employee Guide 2 years
WDLT Incident Reporting and Investigation 2 years
WDLT Working at Height 2 years
WDLT Slips, Trips and Falls 2 years
WDLT Moving and Handling 2 years
See, check and Notify (SCAN) Staff Awareness 2 years

Use this space to record other training completed or qualifications attained.

You can record seminars, conferences, courses.
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