
TRAINING AND DEVELOPMENT POLICY

This policy applies to all North West Leicestershire District Council employees, unless stated otherwise, and will be applied fairly and consistently without discrimination on the grounds of marital status, gender, age, disability, sexual orientation, race, nationality, ethnic or national origins, trade union membership or activity, political or religious belief and unrelated criminal conviction.

1 Introduction

During an employee’s time at North West Leicestershire District Council skills and knowledge may be identified, either by the employee or their manager, that need developing in order for the employee to perform more effectively in their job.

If employees are interested in gaining further qualifications or want to develop skills they first need to raise it with their Team Leader using the appropriate processes which can be found on iNet.

2 Types of Training

2.1 
Training can fit into 4 categories: 

· Ad Hoc Training and CPD
· Conferences, 

· Long Term Training
· Corporate Training. 

3. Ad hoc training

This is any training that is identified as part of the induction programme, appraisal process and personal training plans, and ongoing programme of maintaining a knowledge base. Team Managers are responsible for the management of this through regular one to ones and appraisals with their employees. 

3.1 Team Managers will only use external one off training providers following discussion with Human Resources and the confirmation that there is no wider identified corporate training need or the possibility of delivering a relevant programme in house. 

3.2 Where a training need is identified and training sourced and approved, the Council will meet the whole cost of course fees. There is no expectation that these fees will be paid back if an employee leaves the employment of the council.

3.3 The Council will reimburse any subsistence expenditure at the nationally agreed scale of subsistence.Employees will be paid travelling expenses at second class public transport rates or a petrol allowance for mileage in excess of normal travel to work miles as specified by national agreement.
4.
Conferences

A conference will generally be planned in advance (annual conferences) and relate to the service in which the employee works. 

4.1       Employees will apply to the Team Manager who will be responsible for approving employees for conference attendance.

4.2      Where the request is approved the Council will meet the whole cost of conference fees and any residential fees involved. There is no expectation that these fees will be paid back if the employee leaves the employment of the Council.

4.3      The Council will reimburse any subsistence expenditure at the nationally agreed scale of subsistence outlined in national agreements.
4.4       Employees will be paid travelling expenses at second class public transport rates or a petrol allowance for mileage in excess of normal travel to work miles as specified by national agreements.
5.
Long term training 

This is training that has been identified via appraisal and is either in excess of a 5 week commitment and / or leads to a qualification. 

5.1
The District Council wishes to offer every encouragement to staff in obtaining appropriate recognised qualifications and any financial support will be in line with national agreement.
5.2
Applications for long term training must be made to the relevant Head of Service on a twice yearly basis only. Heads of Service will approve applications each year based on impact of service and budget.

5.3
As a gesture of good will the Council will not require employees to pay back any long term training expenses or fees, except in the case of driving courses – see addendum
5.4       Financial support will be approved for first main approved qualification. Any applications for support for further qualifications will be considered on the merits of the individual case by the Head of Service through the approved process.

5.5      For approved courses, the Council will pay in full, the cost of course and examination fees and other pre-approved educational expenses (e.g. purchase of equipment, registration fees etc.)

5.6      There will be no reimbursement of meal expenditure. Any other subsistence expenditure actually incurred will be reimbursed in accordance with the National Agreement on Pay and Conditions of Service (Green Book).

5.8
Employees will not be paid travel expenses to and from the place of study.

5.9      Employees attending approved long term training will receive full salary during attendance at 
classes held during working hours.

5.10       Subscription fees to a professional institute will be paid whilst studying where it is a requirement for attendance on a course. Subsequent years' subscriptions will be the responsibility of the officer, unless it is specified on the employee specification that the subscription is an essential requirement of the job. In this case, the Council will pay the subscription for subsequent years.

5.11      The Council will reimburse the cost of essential text books which cannot be otherwise provided through the college library, the Library Service or the respective departmental library. Approval should be sought from the Team Manager prior to ordering.

5.12       A half day paid leave will be granted per approved examination. Pre-examination leave may be granted to students on the basis of one half-day for each half-day examination but this is not an automatic privilege and any application for this leave must be approved at the application stage by the Team Manager and Head of Service.

5.13       Where an officer, without good reason, fails to sit an examination within a reasonable period, or fails to show satisfactory progress, or discontinues the course, the Council may withdraw any time off and financial assistance granted under this policy. The Head of Service will determine if a proportion of the financial assistance is to be repaid on the pro rata basis shown in 5.3.

5.14 
Should the employee fail or fail to sit an examination the Council normally limits assistance to 2 attempts but will consider applications for further assistance on their merits. This will be the decision of the Head of Service.

6.
Corporate Training
The key Council wide priorities such as IT, equality and diversity, health and safety, customer service as well as in-house specific priorities will form the Council’s corporate training programme.
6.1
The corporate training programme will be coordinated centrally by Human Resources and publicised so that Team Managers can nominate employees for attendance.

6.2
A corporate annual training plan will ensure that the delivery of training is consistent, timely, and where possible delivered in-house using our own expertise. 

6.3
This will link into the delivery of the corporate induction programme.
Addendum to Training policy

February 2022

Point 5.3 states “As a gesture of good will the council will not require employees to pay back any long term training expenses or fees.”

It is proposed that an exception is made to this, as follows:

In order to address resourcing problems and aid staff retention, where the training leads to a qualification relating to driving (i.e. standard driving licence or HGV licence) the staff member will be expected to commit to remaining with the NWLDC for a period of two years. If they were to leave before this period they would have to pay back the cost of the training on the following basis

0 to 6 months – 100%

6 to12 months – 75%

12 to 18 months – 50%

18 months to 2 years – 25%

The two year period would start from when the person gained the qualification. If they were to leave before the training had been completed they would be required to repay the outlay to the date of their leaving.

Exemptions from this would be considered in exceptional circumstances, such as ill health retirement.

This addendum will be reviewed on a two yearly basis.

Please ensure the form below is completed and sent to HR to save on the personal file.

North West Leicestershire District Council

Driving training agreement
Name ………………………………………………..  Section………………………….

Job Title 


Course (please delete as appropriate)

HGV Driver                      Motor vehicle                               Other (please state)

Course Duration 


Course start date ………………………….  Expected completion date …………...

Provider 


Estimated Costs  


I understand that any training grants made to me will become payable in accordance with the following scale should I leave the service of the Authority within two years of completion of the above training:

0 to 6 months – 100%

6 to12 months – 75%

12 to 18 months – 50%

18 months to 2 years – 25%

I confirm that the Council shall be entitled to deduct from my final salary, the relevant amount of any repayment or charge owing to the Council under this agreement.


Signed ………………………………………………    Dated ………………
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