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Policy 
a) Purpose 

The Trust recognises that training and development of staff is essential in ensuring improved performance, and the timely professional and cost effective delivery of the Trust’s services. The Trust is therefore committed to providing appropriate development for all staff. 

To maximise the benefit of training expenditure it is important that money is not wasted on funding training that is not used.   

b) Principles

Training and development of all staff is essential if the Trust is to meet its objectives, comply with key legislation, change to meet the demands of evolution in health care, and if staff are to meet their potential.   

The Trust has a duty to maximise the benefit of monies available for the Training and Development of Staff

Your manager will ensure that you have adequate time off to take part in agreed learning activities. It is important that once a commitment to participate in a learning opportunity is made that the commitment is kept unless ill health or domestic emergency prevents attendance.

Where staff fail to attend pre booked training courses this denies the opportunity to others and wastes Trust money.  

Non-attendance on training courses may result in individual staff not receiving the training that is required for them to work effectively, and by regulation and law, this could put patients, you, other staff, and the Trust at risk. 

When non-attendance on training courses occurs without appropriate notice or a valid reason
 the cost of the course place will be recovered so that the monies can be used for their original purpose of funding training.

c) The Activities Involved

The Learning and Development Department will provide a range of training opportunities via the Learning Zone, the Trust’s training calendar, “learning pages,” the Trust’s Learning web site, and through printed documents such as Link, and various training circulars. These events will be costed.

Managers and supervisors booking course places for staff will ensure that individual members of staff for whom they have a responsibility will have “protected time” for their training.  

If a course place is wasted through non attendance, the cost of the training place will be recovered from the nominating manager/supervisors Division or department, in order that it can be allocated to fund alternative training opportunities.  

Managers and supervisors are responsible for the timely identification of learning needs of their Staff through the application of the Appraisal and Personal Development Review Policy (ADPR) and to meet learning needs arising from the Knowledge and Skills Framework (KSF).

Where adequate notice is given of an inability to attend planned training it may be possible to offer the development opportunity to another staff member, thus recovery of costs will be based upon the following principle: 

· Up to 4 weeks notice of non attendance given - no charge;

· Less than 4 weeks notice of non attendance given - 50% of the full charge;

· Less than two weeks notice given – 100% of the full charge. 

· Where an appropriate substitution is made
  there will be no charge. It is good practice to consider substitutes for planned training in advance.
d) Responsibilities

Line managers will be responsible for identifying staff training needs, and ensuring that where course attendance is required, the time is “protected.” 

Individual members of staff are responsible for actively engaging in training that has been identified as necessary for their development. In many cases this training will be required as a consequence of legislation, such as the Health and Safety at Work Act, or professional Codes of Conduct. 

Individual staff members are responsible for ensuring that they effectively manage their workload and domestic commitments in order that they are able to attend pre booked training. Where conflicts arising from work or home commitments would prevent attendance they should inform the training provider and their line manager in plenty of time.

Individual staff who are unable to attend training due to illness should inform both their line manager and training organiser as soon as possible to avoid training providers “waiting” for all course participants and to enable late substitutions. 

Management Guidance Notes

a) Purpose 
See Policy   

b) Principles

See Policy   

c) The Activities Involved

See Policy 

d) Responsibilities

See Policy and below

The Learning and Development Department is responsible for identifying the average “costs” of individual course places based on a full course complement. This would be derived from room hire costs,
 refreshment costs, tutor costs,
 administration costs,
 materials used, and depreciation, on for example audio visual resources, giving the cost of a course place for one person.     

The Learning and Development Department will be responsible for informing the Finance Department of numbers of “non attenders” by Division, and Department in the case of the Executive Division.

The Finance Department will re apportion training budgets on a quarterly basis deducting training costs from “non attender’s” Division training budget or Executive Department. These monies will be transferred to the Learning and Development Department.    
� Illness and domestic emergency that would prevent normal attendance at work is a valid reason for not attending training. However, where absence from training can be predicted arising for example from a lengthy period of ill health, the training organiser must be notified at the earliest opportunity. In the case of a Trust Major Incident no costs will be recovered.    


� The training need was previously identified in an IPR.


� This should either be the actual cost of external accommodation or charge of internal accommodation to outside users.


� For internal trainers the cost per day should take into account the time for which they are engaged in preparation, associated meetings etc, including on costs. 


� This is based on an hourly rate for necessary administration including course booking and on costs.
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