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Executive Summary 

This policy sets out the Trust responsibility for planning and enabling learning and development 
activities. It defines study leave and specifies the types of learning programmes which can be 
supported through paid study time and funding. The responsibilities of staff for completing study 
and applying their learning for the benefit of patients and the Trust are laid out including provision 
for the Trust to re-claim funding in circumstances of failing to attend or complete programmes. A 
study leave committee is empowered to ensure that corporate funding for education and 
development is allocated where it is needed and in line with the principles set out in this policy and 
by funding bodies. 
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1 INTRODUCTION 
 
1.1 The Trust invests in learning, education and training to enable staff to achieve the 

Trust’s strategic goals and objectives and to assist staff to reach their full potential. 
Continuous learning and development supports staff to deliver excellent care for 
patients and contributes to excellent patient and staff experience. 

 
 1.2 ASPH makes a significant investment in its staff by offering financial support and paid 

time for study as well as supporting on the job learning.  We recognise that learning and 
development is supported through a number of activities including work shadowing, 
reading and reflecting on our work. In addition we provide internal facilities including the 
education centres, library facilities and in-house education and training staff.  We 
support staff to attend programmes with education partners where places are funded by 
Health Education England.   

 
 
2 SCOPE 

 
2.1 This policy specifies the corporate responsibility for planning and enabling learning and 

development activities and in this respect covers all employees of the Trust.  All staff 
may apply for study leave (full time, part time, permanent or fixed term employees).  
Study leave is for learning events that prevent the member of staff undertaking normal 
duties for a significant period of time (half or more of a working day / shift).  

 
2.2 This policy does not apply to contractors, agency /bank workers, staff on honorary 

contracts, volunteers, those on training contracts including junior doctors and students 
of any type for whom there are separate policies.  The study leave and professional 
leave policy for consultants sets out the specific provision of study leave for consultants 
and as such the study leave provisions in this policy do not apply to consultants. 

 
 
3 PURPOSE 

 
3.1 The Trust Board has overall responsibility for ensuring that staff are competent and 

capable of undertaking their roles.  In addition each member of staff is responsible for 
maintaining and developing themselves in order to perform their role safely and 
effectively.  This policy identifies how the Trust allocates leave to attend education and 
development events and the process for granting financial assistance.  This policy sets 
out how the Board will specify the priorities for learning and development so that: 

 All staff achieve training essential to their roles and are offered opportunities to 
apply for further relevant development.  

 Access to learning opportunities is equal and fair. 
 The Trust makes best use of the scarce resources committed to supporting 

study including time and funding. 
 Staff who are supported with time and or funding to take part in learning 

activities do so in order to benefit patient care and ASPH. 
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4 EXPLANATION OF TERMS USED 
 
4.1 STUDY LEAVE  
 

Leave required for a training or learning event including examinations that will prevent 
the individual member of staff from undertaking their normal duties for a significant 
period of time (half or more of a working day / shift).  The vast majority of learning takes 
place outside of formal programmes of study.  For the purposes of this policy, work 
based or on-the-job development, such as coaching, mentoring, shadowing, reflective 
practice, clinical supervision or e-learning etc. are not included in the allocation for time 
off.  This workplace or on the job development should be agreed with the line manager 
and planned so as to minimise the impact on service delivery and ensure equity of 
access for staff. 

 
4.2 PRIORITY ONE TRAINING 
 

Training without which staff could not satisfactorily perform their role.  The training is 
primarily of benefit to the service and may be required to meet basic job requirements 
or requirements of accreditation.  This includes training aimed at maintaining safety / 
reducing risk, training that meets legislative requirements or that is essential to service 
delivery e.g. induction, mandatory and statutory training are priority one training. 

 
4.3 PRIORITY TWO TRAINING 
 

Training that will enhance the role and or performance of the individual and or enhance 
career or personal development.  In the longer term this training may be necessary in 
order to develop practice within a speciality.  This may include attendance at short 
courses (defined as a course of up to and including five days duration within one year), 
conferences or seminars, academic and vocational training.  Academic / vocational 
training is defined, for the purposes of this policy, as training that is usually longer term 
(five days + per annum) and leads to a qualification that may be of benefit to the service 
and or to the individual’s career and personal development. 

 
 
5  DUTIES AND RESPONSIBILITIES  
 

5.1 RESPONSIBILITY OF THE INDIVIDUAL EMPLOYEE 
 

5.1.1 All staff have a duty to develop themselves in order to meet the requirements 
of the service.  Staff must be compliant with statutory and mandatory training 
and any other priority one training for their role, as well as have a valid 
appraisal recorded before any other type of study leave or funding will be 
considered.  It is the responsibility of individual employees to: 

 
 Attend a corporate induction on joining the Trust. 
 Undertake local orientation arrangements agreed with their line 

manager. 
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 Attend regular statutory and mandatory training as specified in the 
mandatory training matrices on the Trust intranet. 

 Actively seek development to meet the requirements of their job role 
including required competency and to contribute to the continuing 
development of the service. 

 Actively participate in meetings, appraisal and personal development 
reviews with their line manager. 

 Attend and participate in learning and education agreed with their line 
manager as applicable.  

 Maintain their professional registration where applicable. 
 

5.2  LINE MANAGERS RESPONSIBILITIES 
 
5.2.1 It is the responsibility of line managers, in discussion with their staff, to identify 

and agree appropriate training and to facilitate the arrangements to allow staff 
to take advantage of these.  Learning and development should be discussed 
and identified during the annual appraisal meeting; one outcome of which 
should be an agreed personal development plan.  Learning and development 
needs may also be identified in regular supervision discussions between 
manager and staff including during the recruitment process, as a result of 
capability issues and to support service development / change or achieve new 
initiatives / targets. Line managers should: 

 Familiarise themselves with the Education, Learning and Development 
policy and support its implementation throughout the Trust. 

 Identify and plan their own development needs in line with the 
leadership and management development framework for the Trust. 

 Ensure they undertake staff appraisals and comply with the appraisal 
and personal review process and timescales. 

 Ensure all new staff undertake corporate and local induction 
appropriate to their role and setting. 

 Ensure all staff attend mandatory training as specified in the mandatory 
training matrices. 

 Have an understanding of the job tasks and key responsibilities of their 
employees and how they are applied to meet the Trust’s objectives. 

 Ensure that learning opportunities are equitably accessible for 
members of their team. 

 Ensure there is adequate cover while an individual is attending study 
leave. 

 Use appropriate forms and monitoring systems (ESR) to ensure 
records of all learning, education and development activities are 
maintained. 

 Investigate and take appropriate action, following notification of 
absence from training. 

 Ensure that learning activities are reviewed and that staff are supported 
to transfer their learning to their workplace including disseminating 
learning to colleagues where appropriate. 
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5.3 DIVISIONAL/DEPARTMENTAL MANAGERS 
 

5.3.1 In addition to line management responsibilities Divisional / departmental 
managers have a leadership responsibility to: 

 Develop, at least annually, a Learning Education and Development 
(LED) plan within the context of the divisional business plan including 
identifying resources required to support learning, education and 
development in line with the Integrated Education Strategy. 

 Review and update the LED plan in line with the development plans for 
all staff within the division. 

 Liaise with the learning and development team to support the 
development of a corporate learning and development plan. 

 Approve study leave and funding for programmes of study for their own 
division in line with the principles identified in this policy. 

 
5.4 LEARNING AND DEVELOPMENT TEAM 

 
5.4.1 The learning and development team will: 

 Provide appropriate support and guidance for managers and 
employees in determining training and development needs. 

 Work with other education practitioners within the Trust to co-ordinate 
corporate learning plans where appropriate.  

 Maintain mandatory training matrices to ensure staff can comply with 
statutory and mandatory training requirements. 

 Publish material advertising relevant learning and development 
opportunities for staff. 

 Inform managers of any staff non-attendance on the day of an in-house 
event and provide support for investigation of absence. 

 Provide information, advice and guidance to staff to support personal 
and professional development needs. 

 Monitor and evaluate quality and value for money of any centrally 
commissioned courses. 

 Monitor spend in relation to HEE funding and compile returns where 
appropriate.  

 Provide guidance on the corporate training budget and facilitate the 
study leave and financial support committee. 

 
5.5 STUDY LEAVE AND FINANCIAL SUPPORT COMMITTEE 

 
5.5.1 This committee ensures that the corporate budget for CPD is allocated where it 

is needed and in line with the principles set out in this policy and funding body 
requirements.  The study leave and financial support committee has this 
responsibility for all registered healthcare professional staff and all support staff 
Bands 1-9. 
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6 POLICY  
  
6.1 ACCESS TO LEARNING AND DEVELOPMENT OPPORTUNITIES 

 
6.1.1 In all circumstances priority one training takes precedence for training 

resources; both funding and time. 
 
6.1.2 Managers are responsible for deciding the study leave allocation for individuals 

in their team.  Managers should ensure that priority two training for staff 
members is not approved unless they are able to demonstrate that priority one 
training needs have been met. 

 
6.1.3 In all circumstances study leave must be approved in advance of the learning 

event taking place and be planned to minimise disruption to service.  In 
agreeing study, the budget holder/department manager will need to balance 
approving the leave with service demands.  This may limit the number of staff 
able to access training in any one period.  Managers should plan learning and 
development and should monitor the take up of learning opportunities in order 
to ensure that decisions in relation to access to study leave are fair. 

 
6.1.4 The table (appendix 1) gives guidance as to the maximum leave that is likely to 

be supported per staff member.  This does not give a minimum entitlement to 
training days per annum.  Specific training and development requirements vary 
from one professional group to another so this policy sets out boundaries 
within which local guidance can be developed.  Any such guidance must fall 
within the parameters of this policy. 

 
6.2 FINANCIAL SUPPORT 

 
6.2.1 Programmes of study are supported financially from department budgets, from 

the corporate training budget and through the allocation of places with 
Education Providers commissioned through HEE funding. Allocation of funds 
will vary from year to year and the Learning and Development team will provide 
guidance on access to funding held centrally in the corporate training budget. 

 
6.2.2 Divisions / departments are expected to make provision as part of their annual 

LED plan to meet training requirements including study leave and funding. 
 
6.2.3 A corporate training budget will be held each year to provide  

 Centrally commissioned programmes in line with Trust priorities 
including induction and other learning programmes specified in the 
corporate LED plan for example the Institute of Leadership and 
Management programmes. 

 There may be a small corporate budget available to support individuals 
pursuing higher cost programmes of priority two study.  This will be 
allocated to individuals applying to the Study leave committee subject 
to funding available each year. 
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6.2.4 Managers and staff should always consider in-house provision before applying 

for external courses where the learning goals are comparable.  Programmes of 
study must be directly relevant to the individual’s current role and provide 
identifiable benefits to the Trust / patient care.  Where a programme of study is 
primarily for career or personal development it is highly unlikely that the Trust 
will be able to offer financial support. 

 
6.3 INDIVIDUAL STAFF CONTRIBUTION TO STUDY TIME AND OR FUNDING 

 
6.3.1 The Trust is committed to supporting staff to participate in learning activities, 

however, limited resources mean that funding and paid leave are unlikely to be 
fully met by the Trust unless the learning is priority one.  This applies to both 
departmental and corporate training budgets. 

 
6.3.2 Individuals undertaking learning that fits in the priority two category will 

therefore be expected to make a personal contribution towards the time and or 
the financial costs of the learning activity.  The Trust will endeavour, as far as 
is possible within available funds, to minimise the financial contribution 
required from the staff.  Individuals will be expected to make a financial 
contribution where a programme: 

 Is delivered wholly or substantially by an external training agent. 
 Leads to a personal qualification for the staff member. 
 Is in the category of priority two training e.g. vocational or academic 

programmes and 
  

6.4 APPEALS / GRIEVANCES 
 

6.4.1 Where a member of staff is unhappy with the decision made by their study 
leave manager / budget holder they should first try to resolve this through 
discussion.  They may seek advice from the relevant professional development 
lead and the training and development team to identify alternative programmes 
of study or alternative sources of funding.  If the staff member remains 
unhappy they may choose to consider raising a grievance under the Trust 
grievance procedure. 

 
6.5 FAILURE TO COMPLETE A PROGRAMME OF STUDY 

 
6.5.1 The Trust needs to ensure best value for the resources invested in education 

and training.  Staff are expected to attend agreed learning opportunities and to 
undertake the work necessary to complete programmes of study and 
qualifications, including tutorials and assessment meetings.  Where an 
individual does not complete a programme of study e.g. through failing to 
attend or failing to submit work their manager should discuss this with them to 
establish the reason.  There will be an expectation that the individual reimburse 
the Trust for funding and time unless there are special circumstances such as 
illness or bereavement.  Where a staff member fails to complete a programme 
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of study the manager may decide to limit future study leave support to priority 
one training only.  

 
6.5.1.1 Did not attend (DNAs).  A minimum 70% attendance will normally be 

expected, unless otherwise stated in the learning programme. 
 
6.5.1.2 Non submission of course work.  If an individual fails to submit work 

at the appropriate time or has failed to submit sufficient work to 
complete the course they will be considered to be failing to complete.  

 
6.5.1.3 Failure to pass/complete exams.  If an individual fails to pass or 

attend exams this will be considered as a failure to complete.  
 

6.6 OTHER STUDY EXPENSES 
 

6.6.1 Financial assistance will not normally be provided by the Trust for study aids 
and books.  Travel costs associated with learning events must be agreed in 
advance with the division/ department budget holder and will be provided in 
line with staff terms and conditions.  

 
6.7 PAYBACK OF FEES 

 
6.7.1 Staff must be able to complete any funded development during their 

employment with the Trust.  Where a staff member leaves Trust employment, 
having completed a funded training event within the previous 24 months, there 
may be a requirement to pay back all or part of the costs.  This will usually only 
apply where the individual is leaving the Trust and where the course costs in 
excess of £500.  This arrangement works as follows: 

 
Staff member leaves within 6 months 
of completing a course 

Up to 100% of fees to be repaid 

Staff member leaves between 6 – 12 
months of completing a course  

Up to 75% of fees to be repaid 

Staff member leaves between 12-24 
months of completing a course  

Up to 50% of fees to be repaid 

 

6.8 APPLICATIONS TO STUDY LEAVE COMMITTEE 
 

6.8.1 The maximum amount granted will be decided by the Study Leave Committee 
in line with the budget allocation which will vary each year.  There is no 
entitlement for any individual.  The intention is to provide a contribution towards 
the cost of academic and vocational programmes which: 

 Lead to a recognised qualification for an individual. 
 Are for single programmes of study in excess of 5 days per annum. 

 
6.8.2 Neither financial assistance nor leave will be granted unless the following 

conditions have been met: 
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 Priority one training has been completed within the required time scale. 
 An appraisal conversation has been completed within the last 12 

months. 
 The individual is not subject to any ongoing capability, conduct or 

absence management conditions, unless the education or development 
is required to address the capability issue, in which case the leave and 
financial assistance will be agreed based on the individual 
circumstances. 

 The application is accurate; the amount of finance and time requested 
is specified – there is no scope for amending this after submission. 

 Mandatory and statutory training is all up to date.  
 
6.8.3 The Study Leave Committee will assess the applications in relation to the 

individual’s funding history in previous years and may stipulate a lower level of 
funding if the individual has had significant funding.  Study Leave funds are not 
normally available to fund internal programmes of education / learning. 

 
6.8.4 On this committee will sit: 

 Assistant Director of HR, Learning and Organisational Development 
(Chair). 

 Director of Finance or their nominee. 
 Head of Learning and Development. 
 Lead Nurse Professional Education. 
 Head of Therapies. 
 Other relevant leaders as determined by the committee to support 

decision making. 
 
 
7 TRAINING  

 
7.1 The learning and development team will provide support and guidance on the policy. 

The policy will be referenced in the appraisal training programme when exploring 
creation of personal development plans. 

 
 
8 STAKEHOLDER ENGAGEMENT AND COMMUNICATION  

  
8.1 The policy is an update to the existing policy and has been developed in consultation 

with the Director of Workforce Transformation, Director of Finance, Head of Therapies, 
HR Business Manager, Learning and Development team and Associate Director of 
Nursing.  
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9 APPROVAL AND RATIFICATION  
  
9.1 The policy is submitted to TEC for ratification. 

 
10 DISSEMINATION AND IMPLEMENTATION  
  

10.1 The policy will be available on the intranet and managers will be notified through the HR 
team and Aspire 

 
11 REVIEW AND REVISION ARRANGEMENTS  
  

11.1  The policy will be reviewed in March 2023 and thereafter every three years.  
  
12 DOCUMENT CONTROL AND ARCHIVING  

  
12.1 This is a Trust-wide document and archiving arrangements are managed by the Head 

of Regulation & Accreditation and Information Content Manager who can be contacted 
to request master / archived copies. 

   
13 MONITORING COMPLIANCE WITH THIS POLICY  

  

 Measurable  
Policy  
Objective   
  
  

Monitoring/ 
Audit method  

Frequency of 
monitoring  

Responsibility for 
performing the 
monitoring  

Monitoring 
reported to which 
groups/ 
committees, inc 
responsibility for 
reviewing action 
plans  

The policy will be 
reviewed at least 
annually to 
ensure it remains 
valid and in date 
 
 

Specific 
provisions 
within the 
policy 
including 
applications 
for funding and 
study leave 
support  
 

Annual  Head of Learning 
and Development 

Study leave and 
finance committee 
TEC 

  
14 SUPPORTING REFERENCES / EVIDENCE BASE  
 

14.1 Learning Education and Development policy 2010. 
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APPENDIX 1: GUIDANCE ON THE MAXIMUM ALLOWABLE STUDY LEAVE AND FUNDING 
 

 Study 
Leave 

Trust Funding Individual 
Contribution 
of time and 
or funding 

Guidance 

Priority 
One 

100%  100% 0% Evidence for this might be 
found in statutory 
guidance/critical incident 
action plans/mandatory 
training matrices. 
 

Priority 
Two 
(a) 

Up to 5 
days per 
annum 

 
 Up to 
100% 

Up to 100%  
 

Funded by the 
division/ 

department in line 
with business plans 

0% - 25% Evidence on Personal 
Development Plan 
(PDP)/business or service 
development plans for the 
unit/clinical area/service. 
 
These programmes should 
be funded by the division 
funds where the line 
manager and budget holder 
approve. 
 

Priority 
Two 
(b) 

Greater 
than 5 
days 
 
Up to 
100% 

Up to 100%  
   

Funded by the 
division/department 

in line with 
business plans.  

 
May be submitted 
to the study leave 

committee  

0% - 50% A course that develops the 
knowledge and skills of the 
individual and contributes to 
the Trust/patient care.  
 
e.g. higher education 
qualifications, degrees, post 
graduate study or masters 
programmes. 
 
Applications may be made to 
the Study Leave Committee 
for financial assistance 
where corporate funding may 
be available occasionally. 
The line manager and 
budget holder must support 
the application and make a 
case for corporate funding. 
 



 

 

Section 1 
Organisational  

Policy 

Current Version 
is held on the 

Intranet 
First ratified: 
August 2010 

Review date: 
March 2020 

Issue 
3 Page 14 of 24 

APPENDIX 2: FINANCIAL AND STUDY LEAVE APPLICATION FORM & LEARNING 
AGREEMENT 

(ET1 FORM) 
 

Ashford and St Peters Hospitals NHS Foundation Trust are committed to supporting 
employees in undertaking continual professional development in order to improve the skills 
and knowledge required for the position they have, or wish to develop into. 
 
This form is for you to apply for support towards both paid or unpaid time off as appropriate, 
and a contribution towards the fees of the recognised qualification which may benefit both 
you and the Trust.  
 
This form is to be submitted to the Trust Finance and Study Leave Committee, who are 
responsible for approving applications for funding. This Committee has representatives from 
the Education Teams across the Trust, representing all staffing groups as well as senior 
management and financial representatives.   
 
Supporting Statements for Applications 
 
The attached form ET1 should be completed by the applicant and their Study Leave 
Manager.  It should show: 
 
1. Clear evidence as to how the study path benefits the Trust / patient care as well as the 

individual. 
2. Evidence of support from the relevant manager / Professional Lead. 
3. Evidence from the applicant of a commitment to complete the course, and that if they fail 

to do so they are responsible to reimburse the Trust for all or some of the financial 
assistance they have been granted, as per the Appendix One.  

4. Evidence of a commitment to remain in the Trust for the duration of the studies and for at 
least two years after completion, and acknowledgement that if they leave before this time 
they are responsible to reimburse the Trust for a proportion of the financial assistance 
they have been granted, as per Appendix One.. 

5. Evidence of a plan to formally disseminate / feedback learning in either a report or 
presentation to their team as appropriate. 

6. Study leave can be personally demanding and may impact on an individual’s capacity to 
work.  Those who are considering extra study should demonstrate that they are fully 
prepared for the demands and the commitment required.  

 
Multiyear courses 
 
When learning takes place over more than one financial year e.g. a degree / masters course, 
a new form will have to be submitted yearly as funding cannot be guaranteed.  
 
However, this does not include re-sitting of any learning or examination.  You will also need 

to outline the results of the previous year’s study and how the study has benefitted the 
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SECTION ONE:  APPLICANT DETAILS  (this form must be FULLY completed prior to submission) 
 
 
Name:………………………………………. Job Title: …………………… Band: …………… 
 
 
Department/ Ward: …………………………   Contact Number: ………………………………. 
 
 
Start date with Trust: ………………………………….  Start date of current role: ……………………... 
 
 
Date of last study: ……………………………………..  Level of last study: …………………………… 
 
 
Title of last study: ……………………………………...   How was last study funded? ………………….. 
 
 
For second / multi-year applications, please state previous results and how the study has benefitted the 
Trust so far: ................................................................................................................................................ 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
 
SECTION TWO: COURSE DETAILS  
 
 
Title of course applying for:……………………………. Provider: ………………………………………… 
 
Type of study (please circle):    Full time           Part time         Distance Learning 
 
Annual costs of course: ……………………………..  Total cost of course: ……………………………… 
 
Total length of course:………………………………..  Course start / end dates: ………………………… 
 
If this is a multi-year course, which year are you applying for: …………………………………………………. 
 
The course is: PRIORITY ONE (essential to the job)/PRIORITY TWO (personal/professional development) 
(circle as appropriate) 
 
 
Was the course that you are applying for identified as a development need at appraisal?  YES / NO  
(circle as appropriate)  
 
 
PLEASE NOTE YOUR APPLICATION WILL ONLY BE CONSIDERED IF YOUR APPRAISAL AND ALL 
MANDATORY AND STATUTORY TRAINING IS UP TO DATE, DO YOU CONSIDER YOURSELF TO BE 
IN DATE WITH BOTH:   YES / NO (circle as appropriate)   
 
  



 

 

Section 1 
Organisational  

Policy 

Current Version 
is held on the 

Intranet 
First ratified: 
August 2010 

Review date: 
March 2020 

Issue 
3 Page 16 of 24 

 
SECTION THREE:  
 
Please outline how completion of this course will enable you to contribute to the Trust’s Values 
(4Ps): 
 
Patients First: 
 
 
 
 
Personal Responsibility: 
 
 
 
 
Pride in our Team: 
 
 
 
 
Passion for Excellence: 
 
 
 
 
 

 
 
SECTION FOUR: LINE / STUDY LEAVE MANAGER APPROVAL  
 
Name of manager:………………………………..Job Title:………………………………………………………… 
 
I confirm the following for the applicant: 
 

 I have checked their appraisal and mandatory and statutory training is all up to date 
 I have checked / undertaken an up-to-date appraisal  
 I have discussed how their learning will be evaluated and how it supports the needs of the service 
 I have identified how the knowledge and skills acquired can be utilised within the current role 

including sharing their learning with others.  
 I support this application.  

 
 
Signed: ……………………………………………. 
 
SECTION FIVE:  FINANCE AND STUDY LEAVE COMMITTEE ONLY  
 
Date application considered:  ………………………………. 
 
Funding approved at £……, other funding suggested:…………………………………… 
 
Leave approved at……………………… (days paid)      MaST Confirmed:
  Yes  / No 
 
Application approved:    YES / NO  
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APPENDIX 3: GUIDELINES ON PERCENTAGE OF PAYING BACK STUDY FEES IF 
APPLICANT LEAVES WITHIN TWO YEARS OF COMPLETION 

 
 
 

Month 
% 
Repayment 

1 100.00 
2 95.83 
3 91.67 
4 87.50 
5 83.33 
6 79.17 
7 75.00 
8 70.83 
9 66.67 

10 62.50 
11 58.33 
12 54.17 
13 50.00 
14 45.83 
15 41.67 
16 37.50 
17 33.33 
18 29.17 
19 25.00 
20 20.83 
21 16.67 
22 12.50 
23 8.33 
24 4.17 
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APPENDIX 4: FINANCE AND STUDY LEAVE COMMITTEE TERMS OF REFERENCE 
MAY 2015 

 
1 PURPOSE OF THE COMMITTEE  
 

i. To ensure the corporate budget for education learning and development is allocated 
where it is needed; in line with the corporate LED plan and the principles of the 
Education and Development policy. 

 
ii. To ensure equity of access across the Trust for programmes or places that are 

commissioned centrally e.g. Institute of leadership and management qualifications. 
 

iii. To consider applications from individuals seeking time and or financial support for 
programmes of study where these fall into the category of priority two training for 
programmes of study of greater than five days per year.  This will be subject to funds 
available and will be considered where the division / department supports the 
programme of study and can make a case for corporate funding (rather than division 
funding).  

 
iv. To agree Trust contribution of study time and or funding for individuals applying to 

the committee ensuring that this will deliver benefits to the Trust / patient care and 
enable equity of access to funding across the Trust. 

 
2 MEMBERSHIP OF THE COMMITTEE  
 
 Assistant Director of HR, Learning and Organisational Development (Chair). 
 Director of Finance or their nominee. 
 Head of Learning and Development. 
 Lead Nurse Professional Education. 
 Head of Therapies. 
 Other relevant leaders as determined by the committee to support decision making. 
 

3 FREQUENCY OF MEETINGS  
 
Meetings will be held twice a year. 
  
4 REVIEW 
 
TOR to be reviewed by the Committee on an annual basis. 
 
 
 



 

 
 

 
 Learning and Development need agreed 

with line manager (appraisal or review 
meeting) 

Priority One Training 
 
Evidence in mandatory / statutory 
training requirements 
Job role 
Critical incident reviews etc. 
 

Priority Two Training 
 
Desirable to enhance the service / 
patient care and individual 
development 

 

Check SkillsNet for 
internal 

programme 

Apply to 
Finance and 
Study Leave 
committee for 
exceptional 

consideration 

Budget Holder 
approve 

Budget holder 
does not approve 

Apply for programme 
 
Attend 
 
Review learning with manager 
post attendance 
 
Apply new skills / knowledge at 
work 
 
Disseminate learning with 
colleagues 
 

Applications may be 
deferred, alternatives 
offered   or be rejected 

Programme of 
five days or 
fewer 

Programme of 
more than five 
days 

APPENDIX 5 – LEARNING & DEVELOPMENT PROGRAMME 



  
 

 
 

 
 

Corporate 
commissioned 
programmes 

including 
mandatory and 

statutory training 
application via 

skillsnet 

Commissioned Higher Education Programmes 
 Complete ET1 form and Application form 
 Submit to line manager 
 Refer to professional  development team for guidance on application process for individual 

institutions 

Letter received 
stating funding 

approved 

Yes No 

University 
confirmation letter No 

Contact 
Professional 
Development 

Team 

Yes 

Receive course 
dates, confirm 

attendance with 
programme provider 

Discuss other 
funding options 

with PDT / 
training and 
development 

Agree study time with line 

Pass course No Yes Contact CPE Congratulations 

Priority Two 
Programmes 

Greater than five 
days where budget 

holder does not 
approve funding 

Complete ET1 and send to 
Learning and Development 

for consideration by 
Finance and Study Leave 

Committee 

Application 
approved 

Yes 

No 

Secure place 
on 

programme 

There is no guarantee 
that funding will be 
approved if the 
process if not 
followed and the 
individual pre-books 
themselves onto a 
programme of study 

Applications will be 
returned if all 
details are not 
complete 
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APPENDIX 6: EQUALITY IMPACT ASSESSMENT  
 
Name and title:   Helen Corrigan, learning and development consultant 
Policy:  Education and development Policy 
  

Background  
• This assessment was undertaken by Helen Corrigan, learning and development consultant  

  

Methodology  
• A brief account of how the likely effects of the policy was assessed (to include race and 

ethnic origin, disability, gender, culture, religion or belief, sexual orientation, age)  
• The data sources and any other information used  
• The consultation that was carried out (who, why and how?)  

 
Consideration of the impact of the policy has been included during development and consultation. 
Director of Workforce Transformation, Director of Finance, HR business partner, a staff side 
representative and members of the learning and development team have been consulted during 
the development of the policy.  

Key Findings  
• Describe the results of the assessment  
• Identify if there is adverse or a potentially adverse impacts for any equalities groups  

 
The policy aims to address inequalities and to support the development of all groups of staff. There 
are no adverse impacts anticipated for any equality groups. 

Conclusion  
• Provide a summary of the overall conclusions  
 

The policy provides fair, consistent guidance on access to paid time and financial support for 
learning and development activities.  

Recommendations  
• State recommended changes to the proposed policy as a result of the impact assessment  
• Where it has not been possible to amend the policy, provide the detail of any actions that 

have been identified  
• Describe the plans for reviewing the assessment   

 
 No changes are recommended.  
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APPENDIX 6: CHECKLIST FOR THE REVIEW AND APPROVAL OF DOCUMENTS  
  
To be completed (electronically) and attached to any document which guides practice when 
submitted to the appropriate committee for approval or ratification.  
Title of the document:  Education and Development Policy 
Policy (document) Author: Helen Corrigan, Learning and Development Consultant  
Executive Director: Louise McKenzie, Director of Workforce Transformation 
  

    
Yes/No/  
Unsure/ 
NA  

Comments  

1.  Title      

  Is the title clear and unambiguous?   Yes   

  
Is it clear whether the document is a 
guideline, policy, protocol or standard?  

 Yes 
  

2.  Scope/Purpose      

  
Is the target population clear and 
unambiguous?  

 Yes 
  

  Is the purpose of the document clear?   Yes   

  Are the intended outcomes described?   Yes   

  
Are the statements clear and 
unambiguous?  

 Yes 
  

3.  Development Process      

  
Is there evidence of engagement with 
stakeholders and users?  

 Yes 
  

  
Who was engaged in a review of the 
document (list committees/ individuals)?    

Executive Directors, education and 
development staff, staff side 
representative, Trust managers. 

  
Has the policy template been followed (i.e. 
is the format correct)?  

 Yes 
  

4.  Evidence Base       

  
Is the type of evidence to support the 
document identified explicitly?  

 Yes 
  

  
Are local/organisational supporting 
documents referenced?  

 n/a   

5.  Approval      

  
Does the document identify which 
committee/group will approve/ratify it?  
  

 Yes  TEC 

  
If appropriate, have the joint human 
resources/staff side committee (or 
equivalent) approved the document?  

 n/a   
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6.  Dissemination and Implementation      

  
Is there an outline/plan to identify how this 
will be done?  

 Yes 
  

  
Does the plan include the necessary 
training/support to ensure compliance?  

 Yes 
  

7.  Process for Monitoring Compliance       

    
Yes/No/  
Unsure/ 
NA  

Comments  

  
Are there measurable standards or KPIs to 
support monitoring compliance of the 
document?  

 No 
  

8.  Review Date      

  
Is the review date identified and is this 
acceptable?  

 Yes 
  

9.  
Overall Responsibility for the  
Document  

    

  

Is it clear who will be responsible for 
coordinating the dissemination, 
implementation and review of the 
documentation?  

 Yes 

  

10.  Equality Impact Assessment (EIA)       

  Has a suitable EIA been completed?   Yes   
  

Committee Approval (insert name of Committee)  
If the committee is happy to approve this document, please complete the section below, date it and return 
it to the Policy (document) Owner  
Name of  Date   
Chair  
  
Ratification by Management Executive (if appropriate)  
If the Management Executive is happy to ratify this document, please complete the date of ratification 
below and advise the Policy (document) Owner  
Date: n/a  
  

 
 
 
 
 
 
 
 



  
 

  

   

Section 1  
Organisational  

Policy   

Current Version 
is held on the  

Intranet  

First ratified:  
August 2010  

Review date: May 
2018 

Issue   
2  
  

Page 24 of 24  

 
 
 


