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[bookmark: _Toc166657723]Introduction
[bookmark: _Toc166657724]Purpose
The councils are committed to encouraging and supporting staff to access appropriate development opportunities recognising that this brings benefits to the individual and the services we provide. 
It is recognised that to support the councils’ goals and objectives, as well as providing a high quality of service provision, it is important to develop all employees effectively. 
There is also a recognition that there is a finite budget to support this activity and that not all learning and development activities have a financial cost attached.
The purpose of this policy is to define the councils’ commitment to learning and development; to define everyone’s responsibilities in identifying, requesting, accessing and evaluating appropriate learning.
[bookmark: _Toc166657725]Scope
This procedure applies to all permanent and temporary employees (fixed term/casuals) of the councils. However, caution must be taken if considering requests for learning of temporary employees where claw-back is included (see section 4). The employee must be made aware of the potential requirement to repay any funding should their employment end within the claw-back period (unless they leave prematurely through compulsory redundancy).

Providing training for agency workers is permissible, but only where there is a clear benefit to the councils or their team i.e. if all the team need a certain skill or certification. It will not be possible to claw-back training costs where the individual is not directly employed by the councils.

The councils reserve the right to revise, withdraw or replace this procedure at any time and to introduce new procedures from time to time to reflect the changing needs of the organisations. 

This document supersedes any previously existing or alternative procedures, agreements or arrangements relating to training requests at the councils.

Any learning arrangements previously agreed will be honoured in line with the previous policies and procedures.
[bookmark: _Toc166657726]Contractual status
This is a non-contractual document and procedure. We reserve the right to make minor changes to the procedure but will liaise with UNISON and SMT should any significant amendments be required.
[bookmark: _Toc166657727]Alternative formats
Please do not hesitate to contact a member of the People and Culture Team if you would like this policy in an alternative format.  

Email: equalities@southandvale.gov.uk
 

[bookmark: _Toc166657728]The councils’ approach
[bookmark: _Toc166657729]The Aim
The councils’ aim is to create a continuous learning and development culture with their employees, to develop multi-skilled employees capable of operating flexibly and responding rapidly to changes in organisational needs or skill requirements, as well as supporting employees to reach their career aspirations.
The councils set aside a budget for learning and development annually which covers; 
· Compliance (Statutory) training requirements, which the councils are required to provide to staff (such as having trained first aiders, ensuring all staff are aware of all health and safety practices), 
· A platform to host learning resources, to ensure core learning requirements can be delivered regardless of location and accessed at any time, 
· Dedicated learning and development budgets for each service area to support the development of its teams and employees as individuals, to ensure it can provide a high-quality service, where employees have the right skills and knowledge within their roles. 
[bookmark: _Toc166657730]Our Approach
The councils broadly focus on three key areas; 
· Compliance – Ensuring we meet all our statutory obligations by providing compliance training to all staff. 
· Skills for now – Ensuring the right skills are in place to competently deliver roles to a high standard.  
· Skills for the future – Understand the skills that are needed for the future of the organisation, but also focusing on the career aspirations of employees. 
To achieve compliance each service area and relevant subject matter experts will support the councils in defining, engaging with, and monitoring our mandatory requirements. The learning and development advisors will provide advice and guidance on mandatory training requirements, be responsible for holding a central record and providing access to reports and information to relevant individuals to assist with monitoring activity and expenditure.
To achieve skills for now and the future the utilisation of the ‘Let’s Talk’ process is a key tool for managers. Managers should be assessing the needs of their teams by considering the following areas: 
· Skills and knowledge needed to achieve the organisational objectives. 
· Skills and knowledge needed within roles. 
· Succession planning, future focuses, horizon scanning, and individual career aspirations. 
This will help to identify the required learning and development, at both team and individual levels, for service areas to consider priorities to be achieved within the year against their set budget.  
The councils also operate an early careers programme, which support the councils in preparing for future needs. More information on these can be found by emailing learning@southandvale.gov.uk.
The Learning and Development Advisors are on hand to support managers and service areas in; 
· Providing advice, guidance and tools to identify skills and knowledge requirements within roles. 
· Advise on the required learning interventions across the organisation and the most efficient and effective way to deliver them.
Learning and Development is most successful if provided in a multitude of ways – the model below outlines the three main ways of learning. The councils strongly encourage all employees to explore various options (when considering their needs) to identify an intervention that is fit for purpose and to consider their own learning style. 
[image: A diagram of a learning process

The 70, 20, 10 model indicates that 70% of learning and development come from on-the-job learning. 20% of learning and development come from learning through others. 10% of learning and development come from formal training.]
The councils provide a platform for employees to access various different areas of learning, as well as hosting a number of different learning initiatives internally, which are regularly reviewed. If you have any feedback or suggestions in relation to our learning and development offer, you can contact: learning@southandvale.gov.uk   
Employees and managers are encouraged to share knowledge and support the learning of others. The Learning and Development Advisors are always on hand to offer support and provide training and advice on how best to do so. 
[bookmark: _Toc166657731]Learning Styles
There are a variety of learning methods and styles of learning, and we all learn and retain information differently. Understanding how we learn can help us to identify which approach will help us to learn.
Visual or spatial learners retain information best by viewing pictures or images and respond well to colours and mind maps. 
Kinaesthetic learners are all about doing things physically. Role playing, using things like flashcards or carrying out the action physically can help them learn things better. 
Aural or auditory-musical learners retain the most information after hearing it. 
Social, or interpersonal learners work best when they participate in study activities with other people such as quizzing each other or having a study group. 
Solitary, or intrapersonal learners work best alone. Making notes and reciting them back are useful activities when studying by yourself. 
Verbal, or linguistic learners respond well to written or spoken words, using tools like rhymes and acronyms.
Logical, or mathematical learners use logic and structures in order to learn effectively. 
Further information can be found in appendix 2.


[bookmark: _Toc166657732]Formal Learning Requests Procedure 
[bookmark: _Toc166657733]Overview 
The councils recognise that external expertise may sometimes be required to support and develop employees.

When approving learning requests, managers should always consider the following;
· What is already available within the councils (resources, expertise, online learning)? 
· Would a council-wide arrangement be beneficial?
· Equity and fairness amongst employees with the utilisation of the budget.
· How many people need to attend the learning intervention – this should be a maximum of two attendees per learning intervention who then commit to sharing learning with peers (unless there are specific requirements for all staff to attend or gain certification) 

Each service area is allocated a proportion of the corporate learning and development budget each year based on the full-time equivalent headcount for the service area, and can request to utilise their budget, in line with the below procedure. 

As the corporate learning and development budget sits with the People and Culture Manager, each service area must liaise with Learning and Development Advisors to raise the required purchase orders and pay the subsequent invoices. Each service area is responsible for organising and booking their own learning interventions.

Each service area must monitor their expenditure within their allocation and take responsibility to ensure they do not exceed their budget allocation. Information will be provided to Heads of Service at least quarterly to help monitor the budget.

Conferences, and networking events are not covered by the corporate learning and development budget and will need to be covered by individual service area budgets. 

If any provider states a learning intervention can be funded by utilising the apprenticeship levy, the manager should liaise with the Learning and Development Advisors to discuss this further.

All requests should be submitted in a timely manner (giving at least two weeks’ notice), allowing for the relevant approvals to take place and subsequent purchase orders.
Study leave can be granted to attend authorised formal learning at a rate of 10% of an employee’s contracted hours for the duration of the learning. This should be included in the application form and the allocated protected hours must be agreed with the manager. If additional time is required to complete the learning, this must be taken outside of the employees contracted hours.
If attending half/full day release for studies (for example, if you are completing an apprenticeship), this will supersede the statement above.
To ensure the councils are supporting employees that may require reasonable adjustments or whom have additional needs to consider, these cases can be discussed with HR and advice will be discussed accordingly.
[bookmark: _Toc166154489][bookmark: _Toc166154538][bookmark: _Toc166657734]Categories
To achieve the most simple and efficient process to access formal learning interventions and to manage the finite budget available, the following categories have been introduced, each with their own request procedure and associated level of required approval:

	Category
	Total Amount 
	Approval requirement 
	Claw-back 

	General 
	£1 - £500
	Line Manager 
	No

	Enhanced 
	£501 - £999
	Service Manager 
	No 

	Advanced 
	£1000 +
	SMT 
	Yes 



The procedure is set out below, please see each category section below for specific details.

Step 1. The formal learning request is completed by the employee
Step 2. Relevant approvals are obtained – if these are not obtained then the employee/manager must explore alternative opportunities and can consult L&D Advisors
Step 3. The formal request form is then passed to the L&D Advisors (learning@southandvale.gov.uk)
Step 4. The L&D Advisors will request a Purchase Order (PO), which will be shared with Corporate Services to raise
Step 5. The employee/manager is provided with the PO and can go ahead and book the learning intervention requested.
[bookmark: _Toc166657735]General Formal Learning Requests 
	Approval Level:
	Line Managers 

	Documentation:
	Formal Learning Application

	Claw-back:
	No



The line manager will consider the importance of the qualification to the employee’s role and also factors such as: 
· Likely development of the employee 
· Value of the learning intervention to the councils, including requirements for service and/or project delivery
· Cost of the course and budget available
· Fairness/consistency of requests across the team 

The line manager may decide to fully or part-fund an application from the corporate learning and development budget and whether any remaining funding required should be paid via the employee’s service area budget or would require the individual to contribute. 

Any approved requests will be taken from the service’s allocated proportion corporate learning and development budget for the financial year, so line manager must ensure there are sufficient funds to support this and the wider service needs.
[bookmark: _Toc166657736]Enhanced Formal Learning Requests 

	Approval Level:
	Service Manager

	Documentation:
	Formal Learning Application

	Claw-back:
	No




The Service Manager will consider the importance of the qualification to the employee’s role and also factors such as: 

· The employee’s historic performance and conduct
· Likely development of the employee, as discussed during quarterly Let’s Talk reflection conversations that is approved by their line manager
· Value of the learning intervention to the councils, including requirements for service and/or project delivery
· Cost of the course and budget available
· Fairness/consistency of requests across the team 

The Service Manager (in discussion with their Head of Service) may decide to fully or part-fund an application from the corporate learning and development budget and whether any remaining funding required should be paid via the employee’s service area budget or would require the individual to contribute. 

Any approved requests will be taken from the service’s allocated proportion corporate learning and development budget for the financial year, so the Service Manager must discuss with their Head of Service to ensure there are sufficient funds to support this and the wider service needs.
[bookmark: _Toc166657737]Advanced Formal Learning Requests

	Approval Level:
	Relevant SMT member

	Form:
	Formal Learning Application 

	Claw-back:
	Yes





SMT will consider the following criteria when reviewing applications:

· [bookmark: _Hlk47453207]The employee’s historic performance and conduct
· Likely development of the employee, as discussed during quarterly Let’s Talk reflection conversations that is approved by their line manager
· Value of the learning intervention to the councils, including requirements for service and/or project delivery
· Cost of the course and budget available
· Fairness/consistency of requests across all services

SMT may decide to fully or part-fund an application from the corporate learning and development budget and whether any remaining funding required should be paid via the employee’s service budget or would require the individual to contribute. 

Should funding be granted, a claw-back agreement will be included (see section 4).

It is expected that SMT will collate and review such requests on an ad hoc basis.

Any approved requests will be taken from the service’s allocated proportion corporate learning and development budget for the financial year, so SMT must ensure there are sufficient funds to support this and the wider service needs.


[bookmark: _Claw-back][bookmark: _Toc166657738]Claw-back
Where a claw-back agreement is in place, this means, should an employee leave the councils of their own accord during the course or during a specified period after completing the course, they will be expected to reimburse all or some of the course costs.

Set out below are the circumstances in which repayment is required:

1. When the learning intervention/study is not fully completed due to voluntary withdrawal from the course
2. The employee fails to obtain the qualification
3. Dismissal from the course
4. Termination of employment or resignation (with the exception of compulsory redundancy)

For points 1, 2 and 3 above, full repayment would be required. 

In cases of termination or resignation, reimbursement is based on the following sliding-scale:

	 Timeframe
	Payment
Requirement

	Up to 6 months
	100%

	From 6 to 12 months after completion
	75%

	From 12 to 18 months after completion of course
	50%

	From 18 to 24 months after completion of course
	25%



Please note, this reimbursement also applies if the employee ceases employment before attending the learning intervention, but the councils have already paid, and it cannot be refunded/reassigned to another employee. 

Claw-back will apply in all cases but discretion can be applied with the agreement of the employees Head of Service.

[bookmark: _Appendix_1:_Business][bookmark: _Toc166657739][bookmark: _Hlk167785240]Appendix 1: Formal Learning Application 
[bookmark: _Hlk47708465]Please ensure you have read the Learning and Development Policy in full before making an application. For General Category requests Parts 1 and 2 need to be completed. For Enhanced and Advanced requests Parts 1, 2 and 3 need to be completed. 
If the request is for group training, you are not required to complete the form for each employee, just include everyone’s details in part 1. 
[bookmark: _Toc166657740]Part 1 – Employee Completion
	Date of request:
	Click or tap to enter a date.
	Name:
	

	Email address:
	

	Job title:
	

	Payroll Number:
	

	Service Area:
	Choose an item.
	Team: 
	

	Which category does the learning intervention fall under:
	Choose an item.
	Type of learning intervention:
	Choose an item.
	Title of learning intervention:
	

	Field of learning:
	

	Summary / overview of learning intervention:
	

	Learning provider:
	

	Duration of learning intervention:
	

	Method of learning (e.g., one off 3 hour, weekly or monthly attendance, distance learning, residential):
	

	The cost of the learning intervention:
Please be clear on whether this is includes or excludes VAT and whether VAT is payable, otherwise the PO could be delayed or incorrect and unusable.
If your learning will take place across several years or will be required to be paid in instalments, please set out clearly date, amounts and total overall costs
	

	Start date of learning intervention:
	Click or tap to enter a date.
	End date of learning intervention:
	Click or tap to enter a date.
	Is there a requirement for study leave or additional support:
In addition to financial support, you may need other assistance, such as study leave for exams, writing dissertations, attending residentials etc. If this support is required, you should discuss and agree this in advance. Details of what the councils offer to support can be found in Section 3 of the policy.
	

	Why would you like to attend this learning intervention/ How will you benefit:
	

	How will the council and your colleagues benefit from you undertaking this learning intervention:
	

	How will you apply the knowledge and skills gained to your work and how will you share any learning with others:
	

	What qualifications or certifications will you gain from attending this learning intervention:
	

	Please confirm you have explored the market ensuring this is an efficient, effective, and reasonably priced learning intervention?
	Choose an item.
	Can this learning intervention utilise the Apprenticeship Levy?
	Choose an item.
	You are signing to confirm acceptance of the terms outlined in the Learning and Development Policy for your funding, including the councils’ right to recover fees and clawback under Section 4 of the policy where applicable.

	Name:

	Signature:                                                              Date:Click or tap to enter a date.


[bookmark: _Toc166657741]Part 2 – Line Manager Completion 
	[bookmark: _Hlk166656946]Date:
	Click or tap to enter a date.
	Name:
	

	Email address:
	

	Job title:
	

	Please describe the business case for supporting this application (i.e., value to the councils, your team, how the knowledge / skills will be used etc.):
	

	How will you support the individual during their studies:
	

	Has this request has been in accordance with the criteria detailed within the policy:
	Choose an item.
	What is the outcome of the request (at this stage, where part 3 approval is required):
	Choose an item.
	If the request is only being partially funded or rejected, please provided the details on this decision:
	

	Please sign below to confirm that this request has been reviewed and is approved in accordance with the criteria detailed within the policy.

	Name:

	Signature:                                                       Date:Click or tap to enter a date.


[bookmark: _Toc166657742]Part 3 – Approver Completion (where this is not your line manager) 
	Date:
	Click or tap to enter a date.
	Name:
	

	Email address:
	

	Job title:
	

	Please describe the business case for supporting this application (i.e., value to the councils, your team, how the knowledge / skills will be used etc.):
	

	How will you support the individual during their studies:
	

	Has this request has been in accordance with the criteria detailed within the policy:
	Choose an item.
	What is the outcome of the request:
	Choose an item.
	If the request is only being partially funded or rejected, please provided the details on this decision:
	

	Please sign below to confirm that this request has been reviewed and is approved in accordance with the criteria detailed within the policy.

	Name:

	Signature:                                                       Date:Click or tap to enter a date.



Please return the form to learning@southandvale.gov.uk
[bookmark: _Toc166657743][image: ]Appendix 2: Learning Styles
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