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POLICY STATEMENT

Salford City Council is committed to creating the best possible quality of life for the people of Salford and recognises that to achieving its mission.

The council is committed to investing in the training and development of all it’s staff and believes that all staff should have access to Lifelong learning, continuous professional development and appropriate training and development activities to enable them to acquire the knowledge, skills and competencies required to achieve organisational objectives, priorities and targets, and achieve their personal career aspirations.

Therefore:

· A planned and structured approach to training and development needs to be taken across the organisation

· Access to training and development will be transparent and equitable 

· Legal provisions for positive action will be exercised as appropriate.

· Training and development, wherever possible, will link to nationally recognised standards and qualifications.

· Training and development will be adequately resourced within available budgets.

· Staff will be encouraged to identify their own development needs and participate fully in training and development activities.

1.
INTRODUCTION

1.1 This policy applies to all staff employed by Salford City Council and aims to provide Salford City Council with a fair and consistent approach to training and development, which meets the needs of both the organisational and individual staff members.

1.2 The policy also implements the relevant sections of the National Agreement on Pay and Conditions of Service.

1.3 This policy provides the framework for training and development within which each directorate will operate.

2.
CATEGORIES OF TRAINING AND DEVELOPMENT 

2.1  
Training can fall into different categories:

2.2
Post Entry Training refers to all kinds of training at all levels and includes:

· Induction Training

All new members of staff will be provided with the information and initial training needed to carry out their jobs. All new staff joining the council should complete the corporate e induction programme.  Directorates should support this corporate programme with their own induction programmes, which should also be provided to staff transferring from other directorates.  

· Statutory Training

Statutory training needs will take priority and staff must attend and undertake the training.  

· Corporate Training

All staff, on occasion, may be required to attend corporate training to ensure that corporate policies procedures and targets are achieved. Target groups of employees will be identified and information given on why the training is being provided.  Examples of corporate training are Equal Opportunities and Human Resources policies and procedures.
· Individual (job related) development

All staff must receive the training they need to carry out their job effectively and improve performance and competence.  This could be knowledge, such as policies and procedures, or skills based and should include update training and re-training. This also includes CPD (Continuing Professional Development) activities which people may need to undertake to remain competent in their job or professional role, maintain membership of professional bodies, and to be able to “practice” (carry out their role).

· Personal development

Requests for personal development from individual staff members to further enhance existing skills or develop skills and competencies relating to future career aspirations and develop to their full potential should be considered in the light of resources, operational needs, benefits to the individual and benefits to the organisation.

2.3
Qualifying training is any training leading to a nationally recognised qualification, awarded by an accredited awarding body.  

For the purposes of clarity and consistency the term Qualifying Training will be used to mean all training leading to a nationally recognised qualification awarded by an accredited awarding body and which is acknowledge as being appropriate to the applicant’s job role or which will help to enhance the applicant’s performance.

Where the request for training leading to a qualification falls outside of this definition will be treated as personal development. 
3.
IDENTIFYING TRAINING AND DEVELOPMENT NEEDS

Training needs exist at different levels.

3.1
Corporate training and development needs relate to the achievement of key corporate goals and targets.  A corporate training plan will be produced highlighting the key priorities for the year and how they are to be met to link to the Workforce Development Plan and Human Resources Strategy.
3.2
Directorate training and development needs relate to the achievement of   the directorates goals and priorities as documented in their business plans.  All directorates should produce a plans which includes the directorate and individual training needs and set out needs, numbers, methods, costs, delivery times and approaches to evaluation.  This will link to the directorates Workforce Development Plan.

3.3
Individual training and development needs relate to improving individual performance, skills, and competence and developing potential. Individual training and development needs should be identified:

· At induction

· Through the annual appraisal meeting

· When jobs change 

· When staff are given additional responsibilities or duties

· When there are changes to systems, processes, procedures

· In redeployment cases

Staff should also proactively identify needs

3.4   All staff will have an annual personal development plan setting out their training and development needs for the next 12 months in relation to their role and organisational priorities.  The Personal Development Plan forms part of the Salford City Council Appraisal Scheme, which is available on the HR web pages.

3.5
All identified training and development needs will:

· Link in with directorate and service business plans / scorecards

· Be prioritised

· Take account of operational constraints

· Be delivered by methods appropriate to the needs of the learner, resources available and the nature of the subject matter 

A full guide on Identifying Training and Develop Needs is available on the HR web pages. 

4.
TRAINING AND DEVELOPMENT PLANS

4.1
To ensure that the maximum is achieved for the investment, training activity needs to be carefully planned.  To do this annual training plans will be drawn up, as part of the business planning process at the organisational (corporate level), the directorate level, the individual level (Personal Development Plans)

4.2
The purpose of the plans is to:

· Establish clear priorities for training and development

· Enable identified needs to be prioritised

· Identify resources needed to deliver the plan and nay resource gaps

· To ensure transparency and equity

· To ensure the best use is made from training budgets and other resources

5. DELIVERY OF TRAINING AND DEVELOPMENT ACTIVITIES

5.1  A flexible approach to the delivery of training and will include in-house provision, external provision and partnership arrangements. 

5.2 Where possible, all training must be linked to national standards, qualifications and accreditation.

5.3 Where training is provided in-house, for example, Introductory Certificate in First Line Management or IT Skills, external training providers should not be commissioned without consultation with the Head of HR or IT (as appropriate) to ensure that quality and value for money are achieved and maintained.

5.4  Full use should be made of the different training and development methods available and will include internal/external training, workplace (on-the-job) training, e-learning, projects, coaching, shadowing etc. A full list of training and development activities is available on the HR web pages.
6.
ACCESS TO TRAINING AND DEVELOPMENT OPPORTUNITIES

6.1  All training and development provisions will conform to the Council’s equal opportunities policies and practices.

6.2 All training and development provision should be planned, delivered and monitored on the basis of equality of access for all, including part-time staff.  Consideration will have to be given to particular working arrangements and places of work together with any individual’s circumstances outside of work.

6.3 Resources for training and development should be shared equitably across all categories of staff and occupational groups.

6.4 Training and development activity needs to be agreed by Strategic Directors, or their delegated officers to ensure that priority needs are met within available budgets

6.5 Information on training and development activities should be communicated to all staff

7.
TIME OFF AND EXPENSES 

7.1 Full time staff who are undertaking short courses, workshops and conferences, where it has been agreed, are entitled to time to attend the activity and will receive full pay.  Where a course etc extends beyond the standard day extra hours can be claimed but overtime will not be paid.  

7.2 If a part-time member of staff is required to attend a course, which requires extra hours, that this will be paid at plain time rates, or time off in lieu or an amendment of flexi-time for the period of the course etc. Whichever option is chosen must be agreed before attendance.

7.3 All staff attending agreed training will be reimbursed the course fee (where it is not paid directly by the council)

7.4 Travelling expenses will be paid in accordance with the councils travel guidelines and will only be paid beyond usual home to workplace costs.
7.5 Subsistence allowances are payable in line with the council’s subsistence guidelines.
7.6 Staff undertaking qualifying training are also entitled to other relevant expenses arising (such as books or equipment) subject to approval by directorates.  

7.7 Where membership of a professional body is required, this fee will need to be paid by the individual who can also claim tax relief for this expense.

7.8 All claims will need to be supported by original receipts.

7.9 Where access to training is granted for personal development reasons the Council has discretion to provide all, part or none of the above resources.

8.
ROLES AND RESPONSIBILITIES

8.1
Role of HR Cabinet Working Group

The role of HR Cabinet Working Group is to approve the corporate training and development plan, resource training and development for the council and to review the effectiveness of training and development.

8.2
Role of Trade Unions 

Training and development is included in the National Agreement on Pay and Conditions of Service. The Agreement states that training and development should be placed at the forefront of authorities service delivery plans. The Council and recognised unions shall co-operate to establish and implement training and development plans.

8.3
Role of Union Learner Representatives

Union Learner Representatives are a new type of Union Representative who are recruited from within the workforce and are trained in advising members on learning needs and opportunities.

The role of Union Learner Representatives is to:

· Raise awareness of training and development across the membership learn

· Provide information and advice about learning or training matters

· Promote the value of training 

8.4
Role of Head of Human Resources

The role of the Head of Human Resources, or delegated officer, is to:

· Monitor the implementation of and the effectiveness of this policy and reporting to HR Cabinet Working Group on matters concerning the overall policy

· Secure resources for corporate training
· Prioritise, develop, deliver and evaluate the Corporate Training Programme
· Advising directorates on problems and Best Practice

· Maintain links with external training providers and other organisations such as North West Employers’ Organisation and the North West Improvement Network

· Respond to individual requests from directorates

· Advise on training and development activity to avoid duplication and waste of resources

· Monitor, coordinate and evaluate training activity across the organisation

8.5
Role of Strategic Directors

The role of Strategic Directors, or their delegated officer, is to:

· Produce an annual directorate training plan

· Report on an annual basis the number of applications for training (met and unmet), which they receive from employees to conform with the Statutory Code of Practice in relation to the Race Relations (Amendment) Act 

· Implement this policy within their area 

· Allocate resources within their directorate

· Monitor the level, efficiency, effectiveness and impact of training and development activity in improving individual, and directorate performance

· Ensure that people take advantage of the training opportunities provided

· Maintaining continuity of service when staff are released to attend training

· Ensure relevant people are trained in people management and staff development and appraisal
· Ensure equality of access to training and development opportunities for all staff
· Approve applications for approved qualification courses 

· Ensure that training takes place

8.6
Role of Service Managers
The role of Service Managers is to:

· Identify training and development needs through appraisal and regular supervision or one-to-ones 

· Ensure individual and service training and development needs are identified and prioritised

· Ensure equality of access to training and development activities

· Communicate and disseminate training and development information

· Create learning opportunities

· Ensure that agreed training takes place (people should not normally be prevented from attending agreed training and development courses due to operational reasons and should not be contacted except in emergency situations) 

· Provide continued learning support through coaching and mentoring

· Meet training and development needs in the most appropriate and cost effective way

· Evaluate the learning and impact of the learning against performance

8.7
Role of Staff Members
All staff must:

· Share the responsibility to help identify and meet their job-related development needs.

· Identify their own training and development needs to carry out their roles effectively

· Take advantage of learning opportunities

· Be punctual when attending training and comply with the conditions of the training course / workshop

· Comply with the attendance management policy if absent from a course, workshop, seminar etc due to sickness.

· Evaluate their own learning and discuss progress with their line manager or others with responsibility for training and development to review progress 

9.
CREATING A LEARNING ENVIRONMENT

9.1
The Council is committed to achieving the Investors in People award across the whole of the organisation with the aspiration to gain a “whole council” award next year.  To do this we need to develop a learning culture where learning is seen as an everyday activity, moving away from the traditional thinking of training being training courses, and think of new and innovative ways to develop people including, job swaps, secondments, projects, mentoring schemes, e-learning and action learning sets

10.
MONITORING AND EVALUATION

After training and development delivery and to ensure standards and quality, training and development will be monitored and evaluated at: 

10.2
The Individual Level

· Line managers must have a discussion with staff members before the training and development activity to ensure that there is clarity about why the training is being undertaken and the staff members expected learning.  A discussion should also take place after the training and development activity to ensure that the learning has taken place and to support the transfer of learning back into the job.  

· Training and development needs and activities should be reviewed on an on-going basis, as part of supervision and one–to-one meetings.

· Individual training records will be kept on SAP (when functional).

· Formal evaluation of the training and development activities should take place during the appraisal meeting when the personal development plan is discussed.

10.3
The Directorate/ Service Level

· Directorates need to undertake evaluation to consider the impact of the training on the delivery of the directorate’s service and the directorate’s performance.

10.4
The Corporate Level

· A corporate evaluation programme will be put in place to evaluate the impact of training and development activities across the authority.

· A programme to evaluate corporately provided training will be put in place and reports will be produced to inform future planning.

11.
APPROACH AND SUPPORT

11.1
Salford City Council demonstrates its commitment to training and development by:

· Allocating dedicated training staff to co-ordinate, monitor and evaluate training activity

· Allocating a dedicated staff development and training budget

· Prioritising the use of resources according to the service needs of the council

· Utilising internal capacity and skills

· Working co-operatively with other organisations to maximise training opportunities

· Providing space and time for agreed staff development activities

· Creating a learning environment

11.2
Salford City Council recognises the importance of being able to experiment with new approaches and is working towards developing a learning culture where learning and continuous improvement are recognised as the way to do the job.

12.
IMPLEMENTING THE POLICY

12.1
This policy is intended to be a common framework for the provision of training and development throughout the City Council.  The principles of this policy should be reflected in any directorate training strategies or plans.

12.2
All directorates are expected to implement this policy into their own area taking account of their specific circumstances and working environments.

13.
DISAGREEMENTS  

13.1
It is expected that the line manager and employees, with the intervention of a more senior officer if necessary, can resolve most disagreements. Additionally, regular monitoring of the training plan and training statistics in directorates should alleviate most issues. However, employees who remain aggrieved by the scheme should be advised to follow the grievance procedures.  
14.
REVIEW OF THE POLICY

14.1 
This policy will be reviewed in accordance with the HR Policy Review Cycle to ensure that it is fair and fits with the needs of the organisation and individuals.
Appendix 1

QUALIFYING TRAINING PROCESS

Applying for qualifying training

The line manager and individual will discuss the approved qualification training under consideration and agree the most appropriate method of study to obtain the qualification (NVQ, part time – day release, evening study, open learning etc).

After discussion with the line manager, the individual should complete an application form in appendix 2 requesting authorisation for approved qualifying training.

The completed for should be signed by the line manager and submitted to the strategic director who will decide whether the request will be granted.   The decision will be made taking into account the individuals reasons for wanting to undertake the training, the business needs, resources, and expected benefits to both the individual and the organisation,

Authorisation can be given for a stipulated period the Strategic Director is prepared to support.  (e.g. year 1 or foundation)

Where the training is supported, the individual should be notified and asked to complete a training agreement.

 Where the training is not supported, the Strategic Director, or their delegated representative, must put the reasons why the application has been refused in writing.

Qualification Training Agreement

Once the individual has received initial notification of authorisation, they will need to complete a Training Agreement (see appendix 3).  Staff have the right to consult their union representative or union learner rep before completing the training agreement. 

On receipt of the training agreement, the individual will be issued with a letter of approval together with a letter for the training provider to confirm fees will be paid by the authority.

Support for qualifying training 

Support for qualifying training will include:

· Paid time off (leave) to attend the training or reasonable time to complete open learning materials.  However, no wages will be paid for attendance outside of normal working hours (i.e. evening attendance at college

· Payment of course fees and examination fees

· Payment of travel expenses to the course in excess of normal travel expenses

· Payment of subsistence if attendance is required on the course beyond 8.00pm

· Assistance with approved core text books

· Paid leave to sit examinations (if taking place in normal working hours)

· Additional leave, of up to ½ a day, for revision for exams may be granted at the discretion of the directorate.  It may also be appropriate to grant this additional leave for the completion of assignments for courses where the assessment is by assignment rather than exam.

· Reasonable other expenses may also be paid (e.g. books, equipment

Receipts must be produced for all claims.

Failure to show progress

If a member of staff, without good reason, fails to make satisfactory progress, fails to sit examinations, fails to submit assignments, or discontinues their approved training, the directorate may immediately withdraw the support granted and reclaim a proportion of the financial assistance already given. Travel expenses, paid time off and payment of any other expenses will not be reclaimed

Second Attempts

Second attempts are not normally supported, however, Strategic Directors can authorise financial support for re-sits if there is a good reason for the member of staff failing their examinations.  If the member of staff fails the re-sits, the financial support will be reclaimed.

Times off (leave) travel and subsistence expenses are not payable for second attempts unless the second attempt is supported.

Stage 2 of qualifying training

Assistance will only be granted if the authority is satisfied that the employee has passed the appropriate exam or made satisfactory progress 

Employees leaving the authority 

Employees who leave the authority whilst undertaking the qualification or within 2 years of completing the qualification may be required to repay a proportion of the financial support given.  Employees who leave the authority but remain in the public sector will not be required to repay any financial support. Employees who are on a fixed term contract will not be required to repay any financial support. 

Appendix 2

APPLICATION FOR SUPPORT FOR QUALIFYING TRAINING

	Name
	

	Staff Number (found on payslips)
	

	Directorate
	

	Service
	

	Job Title
	

	Course / Qualification applied for
	

	Course Qualification provider (name and address)
	

	Dates of study 
	

	Type of study (day release, evening, open learning etc)
	

	Cost / fees
	

	Is this a continuation of study already completed? If so, please give details
	

	Reasons for undertaking qualification (please insert personal and organisational benefits 
	

	Applicants signature
	

	Line managers signature
	

	Authorised – Director
	

	Date of authorisation
	


Appendix 3

QUALIFYING TRAINING AGREEMENT

I agree that in the event of my successfully completing the approved qualifying training, I will:

· Remain in the employment of Salford City Council for a period of two years from the date the awarding body notifies me that I have been successful in achieving the award. 

· Refund Salford City Council, in full, the financial assistance granted and claimed by myself to complete the approved qualifying training if I leave within the two-year period.

· Repay the financial assistance granted to me and claimed by me (excluding salary) if without good reason, I fail to: sit an examination, submit assignments, show satisfactory progress, or complete the approved qualifying training course or programme.

	Name


	

	Employee number


	

	Directorate


	

	Signed


	

	Date
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