
TRAINING & 
DEVELOPMENT
The Top Oil training approach is strongly influenced by the 70/20/10 model of training whereby 70% of your 
training occurs ‘on the job’ and represents the work challenges, opportunities and successes/failures that are 
experienced daily. The 20% refers to the engagement you will have with your immediate colleagues, managers, 
customers and the wider company, with 10% of training resulting from formal structured programmes.

1. On The Job Training (70%)

We encourage our employees to reflect after key development experience on what they have learned from 
significant challenges, opportunities or projects so they have the time and opportunity to reflect on what they’ve 
completed and learned before moving on.

To support our employees in this process we have designed a “Skills Assessment Worksheet” to help you reflect 
on the learning’s you’ve taken and ensures that optimum learning occurs by continually focusing on ‘on the job’ 
experiences and challenges.

You are encouraged to discuss this with your line manager on a regular basis and in your annual review. As you 
progress in your role, with management support the focus will move to strengthening the skills and knowledge 
you’ve acquired to date and taking them to the next level.

2.  Connecting With Others (20%)

A key part of your learning in the Company is the engagement you will have with your immediate colleagues, 
your manager, your customers and also the wider company. In order to assist you in connecting with others the 
Company has a number of initiatives and support systems in place:

-  Project Involvement; you will have the opportunity to become involved in local and national projects   
 through GPTW Company initiatives, SPSO Committee and various business projects

-   Buddy Relationship; you will be assigned a buddy from the same or neighbouring peer group who can assist 
in your initial integration with the company

-   A Day in the Life; to assist greater understand and strengthen business relationships you will be offered the 
opportunity to spend time with colleagues from other sectors of the business that may impact you or your 
team 

-    Engagement and team meetings; you are continually encouraged to consider the impact you make within 
your team or with other teams through the structured regular team meetings 

-  Performance management process: your line manager will help you understand what is expected of you  
 and what you can expect from the Company

-  On-going feedback

-  Our values; our values underpin the behaviours that impact the results we achieve with our customers and  
 our teams

-  Intranet – we hope to develop an intranet which will encourage better communication and  
understanding between departments and depots within the business 



3.  Structured Learning (10%)

We are committed to providing you with opportunities to attend structured training programmes that support your 
personal and professional development. 

Training programmes range from:

-  Induction programmes which introduce you to what you can expect from Top Oil, and what Top Oil expects   
 from you and in terms of the Company values

-  Technical training covering all you need to know about joining your specified depot/department and the tools  
 and resources necessary to perform your job

-   Performance Management sessions: ensuring you make the most out your time in Top Oil, encouraging you to 
take ownership of your career, understand your training needs and drive your success

-  Professional Skills training covering a range of topics across key competency areas, including time    
 management, communication skills, presentation skills, running productive group meetings, Microsoft Office  
 training etc.

We have developed practical guidelines which are available from HR department:

- Guidelines to Training and Development

- Buddy System

-    A Top Oil Day in a Life

-    Top Oil Trainer

- Skills Assessment Worksheet

Advice and support is readily available from the HR department on any or all of the above.  We actively engage 
with our people daily in supporting the delivery of team and business goals.  Regular training is also provided so 
check-in with the HR team for updates.


