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1.
Introduction

1.1
NHS Brent values and recognises the importance of learning and development for every member of staff and aims to foster a learning culture within which access to education, training and development is positively encouraged and is as open and flexible as possible.   Training and Continuing Professional Development are essential to maintaining professional registration as well as meeting patient needs and expectations, improving quality of care and modernising NHS services.

1.2
The Trust will support a range of learning and development opportunities including informal development (team meetings, team building, secondments and work shadowing, Use of self awareness assessment tools for managers and professionals, coaching, mentoring and other arrangements) as well as formal courses and training programmes.

1.3
Discussion of appropriate learning and development opportunities is an explicit part of the Trust’s appraisal and personal development planning process (PDR) and integral to the development of all staff.  Staff objectives should link strategic priorities and service objectives with a personal development plan to support the achievement of these.    Under Agenda for Change, all posts must have a KSF outline.  From June 2008, KSF outlines have been used during the PDR process to support the development of staff personal development plans.
1. Individual learning needs are identified through the process of Personal Development Review (also known as appraisal) Service and Team learning needs are linked to service priorities, practice development plans and directorate business plan.

2. Organisational learning needs arise from business planning, local delivery plans, clinical governance priorities and risk management development plans.

1.4
The Trust is committed to all staff receiving a minimum of 5 days learning and education each year.  All staff are required to attend the one day mandatory refresher training course and must attend conflict resolution training within the first six months of their employment. 

1.5
NHS Brent is working towards equality of opportunity for all staff.  This approach is integral to all the learning and development offered, including the content; accessibility of venues and the timing of sessions to ensure no group of staff is excluded.

2.
Purpose 

2.1     The aim of this policy and procedure is to clearly outline the organisational process for developing its employees, and staff access to both internal and external learning and development.  
The policy takes into consideration NHS Brent corporate objectives particularly the aspiration to become a high performing organisation.
In addition, the NHS HR strategy ‘Working Together’ emphasises the need to ensure services have a ‘quality workforce in the right numbers with the right skills and diversity, organised in the right way to deliver the Government’s service objectives for health and social care’  
This policy aims to reinforce these NHS messages in the Trust.
It also provides information and guidance on the working of the role of the Education and Development Group.

2.2
The policy and procedure will apply to all employees of the Trust.   

3.
Duties

3.1
Duties of the Organisation 

NHS Brent has a duty to support the learning and development of all staff to ensure they are fully equipped to undertake the duties of their roles.  This includes the provision of mandatory training to all staff irrespective of position, full or part-time.  The mandatory training provisions apply to managers and all bank staff. 

3.2
Consultation and Communication 

This policy has been developed in consultation with the Education and Development Group.   The policy will be communicated to all staff within the organisation through Team Brief, emails and will be accessible to all on the intranet ensuring that all staff are made aware of this policy. 
4.
Prioritisation of Work 

This policy is essential in setting out the process for staff applying for both internal and external Learning and Development.  

5.
Stakeholders 

This policy applies to all staff employed by the Trust.   

6.
Responsibility for Document Development and Ratification


It is the responsibility of the Head of Learning and Development in conjunction with staff side to ensure the development and ratification of the Policy. 

7.
Equality Impact Assessment

The Trust aims to design and implement services, policies and measures that meet the diverse need of our population and workforce, ensuring that none are placed at a disadvantage over others.  An Equality Impact Assessment has been carried out on this policy and is attached as Appendix 5.
8.
Key Principles

The following key principles underpin this policy:

· The Trust values and recognises the importance of learning and development for every member of staff and aims to foster a learning culture within which access to education, training and development is positively encouraged and is as open and flexible as possible.   

· The Trust will support a range of learning and development opportunities including informal development (team meetings, secondments, work shadowing, coaching, mentoring and other arrangements) as well as formal courses and training programmes.

· Discussion of appropriate learning and development opportunities is an explicit part of the Trust’s appraisal and personal development planning process (PDR) and integral to the development of all staff.  

· KSF outlines must be been used during the PDR process to support the development of staff personal development plans.

· All staff should receive a minimum of 5 days learning and education each year.  This policy draws on Department of Health guidelines entitled “Working Together -  Learning Together” and “A Health Service of all talents” 
9. 
Responsibilities 

9.1 
The Board has overall responsibility for ensuring the policy is effectively implemented.

9.2
Line Managers are expected to:

· Induct all new staff through attendance at the Trust’s block Induction programme and use of the local Induction checklist.

· Ensure their staffs attend annual refresher mandatory training (1 day for non clinical and two days for clinical staff).

· Ensure their staffs attend conflict resolution training within the first six months of their employment.

· Comply with the NHS Brent’s Personal Development Review (PDR) process and ensure that all staff have an annual appraisal, with six monthly reviews, with a clear set of objectives to be achieved within agreed timescales.

· Ensure that all staff have a Personal Development Plan, detailing what they intend to learn over the coming year, how this will be achieved and how the learning will be evaluated in line with the requirements of the Knowledge and Skills Framework (KSF).

· Promote learning and development within the workplace and ensuring adequate time is protected to enable the employee’s ability to secure time away from their duties/workplace.

· Ensure that opportunities for learning and development are fair, flexible and accessible to all staff (including those working shifts, night service, bank and part time staff).

· Carefully consider all learning and development requests to ensure that they are appropriate and meet the needs of staff (in accordance with their PDP) and in turn meet the business/service objectives of the Trust.  Provide written reasons for agreeing / not supporting learning and development requests.

· Apply the principles of this policy when supporting training applications (both internally and externally).  Where training is organised locally, notify the Head of Learning & OD of the programme content and attendance.
· Use the assurance form (appendix ?) to document embedding of this policy
9.3
Staff members are expected to:

· Attend the Trust’s Block Induction programme and participate in local induction processes.

· Attend annual mandatory refresher training as appropriate.

· Attend Conflict Resolution Training in their first six months of employment.  
· Consider the broad range of learning opportunities including team meetings, secondments, work shadowing, coaching, mentoring and other arrangements, as well as formal courses and training programmes.

· Actively participate in their annual Appraisal (PDR) and six month reviews with their manager to review their performance and to identify learning and development needs which should be incorporated into their Personal Development Plan (PDP).

· Have an understanding of the Knowledge and Skills Framework (KSF), the KSF outline for their post and how it relates to their own personal and career development in their role.

· Ensure that they undertake continuous Professional development as required by their professional body (if appropriate).
10.
Applications for Training

10.1
Internal Training

All applications for internal courses listed in the Trust’s Learning Directory are booked through the Learning and Development department. The application form for this is attached at Appendix 4. 
Each course or programme should be agreed with the applicant’s line manager and recorded on the applicant’s personal development plan:

Study Leave Form is required for all other courses, events, and any period of study, regardless of whether a fee is to be paid. The form should include all the relevant course/booking/fees information and, once completed, should be forwarded to the Learning and Development Department. This should be signed by the applicant and their line manager. The course programme should be attached.

	Course Type
	Application Form
	Study Leave Form completed
	Financial Support
	Other Support

	Internal courses
	Learning and Development
	Yes
	free
	Manager’s approval.

	Short external courses
	From training provider
	Yes
	From applicant’s dept / or CPD funding and approved by line manager
	Study leave

Travel expenses

	Longer external courses
	From training provider
	Yes
	Replacement costs – SHA 
	Study leave travel expenses


Once an invoice is received it should then be sent to Finance at Wembley Centre for payment.

Both the individual applicant and their manager should each keep a copy of the application/study leave form for their records. 
10.2 External Training

Individuals

All applications for external training must be submitted in a timely manner, to the line manager for approval and then to the appropriate funding officer (for example, Clinical Education Lead) with copies of the Personal Development Plan (PDP) and course details.  

Staff are asked to ensure that applications for external training are submitted with sufficient information for the relevant authority/manager to make a decision.
All approved applications/study leave should be copied to the Learning and Development department even where there are no costs involved.
10.3
Approval Criteria for external courses

When considering an application the Panel will take into account the following areas:

1. That the employee has attended Mandatory Refresher Training and Conflict Resolution training.

2. Relevance to current work role ;

3. That the employee has a current appraisal and Personal Development Plan which supports the relevance of the training;

4. Equity in terms of individuals and service areas; 

5. The use made of previous training;

6. Learning and Development priorities in relation to the Trust business plan;

7. Appropriateness of the course content; 

8. Any other courses/training that the applicant is currently undertaking;

9. Whether the need is a core training requirement essential to support service quality;

10. Any training previously approved;

11. The number of applications for each course;

12. Value for money (benchmarking against alternative methods of delivery).
The approved training will be recorded on the applicant’s personal file on OLM (ESR) held by the Learning and Development Department.  

More details about external clinical courses are available from: mourijn.bok@brentpct.nhs.uk or monica.hirst@brentpct.nhs.uk 

11.
Role and Function of the Education Development Group
The Trust has an Education and Development Group who meet every two months to consider learning and development issues/challenges and progress.  
           The role of the group is to:

Ensure that education and training activity and commissioning plans are in line with the strategic direction for education, training and workforce development.

Coordinate inter-disciplinary activities and promote collaboration across professional boundaries.

Monitor the overall accessibility and uptake of learning & development opportunities in relation to: 

· Race Equality Scheme, DDA and other legislative requirements

· NHSLA – NHS Litigation Authority

· Standards for Better Health 

· Involvement and Integration of practice based and directly employed staff

· Involvement of all occupational groups and disciplines. 

Draw up an annual Education & Training Report to inform management decisions and with an assessment of the impact of learning and development activities.

Arbitrate on all issues relating to education and training, making recommendations to applicants and their line managers.

The group will take a strategic overview of Education, learning and development in NHS Brent.
11.1
The Role of the Head of Learning and Development

It is the responsibility of the Head of Learning and Development to ensure coordination of the work of the Education and Development Group.  The head of L&D has overall responsibility for the following: 

· Organisational Development: research, consultation and advice, design and delivery of direct interventions with individuals, teams and services, project management and evaluation.
· Training Programmes: management and delivery of a programme of essential skills, block induction, mandatory programme, identification of new learning needs from PDRs, programme planning, delivery and evaluation. Learning support and career development advice is made available to groups not covered by a professional lead (e.g. admin & clerical, ancillary staff, and managers)

· National vocational Qualifications: management and delivery of national vocational qualifications in care, management, administration, pharmacy, training and development, customer service; accreditation and continuing professional development of assessors and verifiers; quality assurance in line with requirements of national awarding bodies 

· Programme Management Systems: computerised training administration systems, regular management reports on waiting lists, attendances, activity; annual publication of directory of learning and development opportunities
· Commissioning & Quality Control: planning, commissioning and monitoring a range of high volume training programmes, one off corporate initiatives and special events, for example annual management conference.
· Support for Partnerships: promoting collaboration between services, organisations and teams, and across disciplines. The Service enables staff to make connections across various geographical and institutional divides (acute, primary and community care; health and social care; clinical and support services; staff and service users)
11.2
The Education and Training Coordinator (Clinical Education lead).
Coordinates funds for Continuing Professional Development of clinical staff; courses commissioned with local Universities; and funding for courses through other CPD providers.
The post-holder is the link with the Strategic Health Authority, for purposes of bidding for clinical training funds through the SHA to match the learning and development needs NHS Brent.
The Coordinator works closely with the Clinical Education facilitators, leads, and   Service managers.
Ensures that appropriate people are involved in decisions on how the funds are spent. 

This role involves provision of clinical staff with opportunities to discuss their personal development and clinical training needs.
11.3
11.6
Appeals process

Staff have a right of appeal against funding decisions.  Staff should seek local resolution through discussion with their line manager in the first instance. Where resolution is not possible they should refer to Brent Trust’s Grievance Policy. 

12.
Funding for Learning and Development
Applications are unlikely to be approved where it cannot be demonstrated that there is direct benefit to patient care or relevance to the current role.
Learning opportunities listed in the annual Learning Directory will normally be free of charge to directly employed Trust staff.

Practice staff will have free access to many of the programmes listed, but should confirm this when applying for places.

Individual managers hold local budgets for clinical training related to specific service needs

Travel expenses will be covered from service budgets by agreement with the line manager.

Subsistence claims for non-residential course will be covered from local budgets and will be authorised by the line manager.  

Overnight accommodation, necessary because of the location of the event will be provided subject to the agreement of the line manager.

All claims must be accompanied by receipts and made on the appropriate forms.

Non-attendance or cancellation of a training event resulting in a cost to the Trust may result in a charge to the applicant, subject to reasons given.

Managers who prevent staff from attending agreed training [including internally provided training] may be charged for the cost of the training subject to reasons given. Failure to plan cover is not an acceptable reason.
12.1 Non attendance at internal courses

A flat rate of £50.00 per participant will be charged to the department if the member of staff fails to attend any internal course without giving at least 4 four working days notice in writing.  It will not apply in exceptional circumstances such as bereavement, illness/accident or any other unplanned emergency.

13.
Travel and Accommodation Expenses

Travel expenses will not be paid from the Learning and Development budget.  Individuals should agree with their managers how this cost will be met.  In most cases the individual will pay all or a proportion of the expenses incurred, the remainder will be paid for from the manager’s budget upon the submission of receipts.  Where education visits are required as part of the course, approval must be sought and agreement made about how the costs of such visits are made.

The Trust will not normally fund accommodation unless this is included in the course cost.  The cost of accommodation must be paid by the individual or service budget.

14.
Time

The Trust is committed to staff having a minimum of 5 days learning and development opportunities per year (2 of which will be Mandatory Refresher Training).  Please note this is not just courses but all forms of learning and development, including team building/away days, secondments, and work shadowing, coaching, mentoring, conferences, seminars and other learning arrangements.
The Trust recognises that Continuing Professional Development (CPD) for clinical staff is essential for their registration and will take this into account when agreeing appropriate learning and development.  

Applications for shorter programmes, which fully meet the criteria for study leave, will normally be supported by a full contribution to the time required for attendance during normal working hours.  This should be negotiated with the line manager. Managers must consider equity issues when agreeing to study time and aim for a fair and consistent approach with all staff.

Where attendance is required outside the normal working hours (as defined in the job description for the post) time-off-in-lieu may be negotiated with the line manager.

Leave of absence from work for study on longer programmes must also be negotiated with the applicant’s line manager. The quantity of time allowed must be fair and consistent with the needs of the service. A minimum of five days per year is a common bench mark for study leave. However managers may choose a level above or below this line according to the specific needs of a situation.
15.
Identification of Learning and Development needs

All learning and development needs will be identified through the PDR and PDP process.

16.
Study Leave Agreements

All Staff must complete a study leave form for all Education and learning events not listed in the Learning directory or external events.  The form must bear the line managers signature and will be issued prior to the start of the course.  A signed copy of the study leave form should in all cases be sent to Learning and Development department so that the details can be entered on the Electronic staff register’s learning management system.
Applicants must sign and agree the terms of their Study Leave Agreement before commencing with their training.  
The Study Leave Agreement will specify the duration of the course/learning event, cost of training, whether it is study leave with pay, study leave without pay and or study leave with pay and expenses.  The cost account code of line manager paying for the training must be included. 
17.
Evaluation

After attendance on any course the individual and their manager/supervisor should meet up to discuss and evaluate the course and discuss ways in which the learning can be applied to work.

A further evaluation will be carried out between the manager/supervisor and the individual.  This evaluation should be completed 3 months after the training event or as part of the PDR process.

18.
Learning & Development Records

Personal

All staff should keep notes/record of learning activities with their personal development plans in a portfolio or folder in line with the requirements of KSF.

Managers

Managers should keep up-to-date lists of learning activities undertaken by their staff.  
Learning and Development Department
Records of staff’s participation in all learning and development will be kept by the Learning & Development team.  Computerised learning and development records will also be recorded on OLM (Oracle Learning Management System).

Monitoring and Recording

Applications will be monitored on the basis of pay band, age, gender, ethnicity, disability and professional group.  This information will be made available to directorates on a quarterly basis.  
19.
Review and Revision 

The Learning and Development policy document will be held on the Trust intranet.  This Policy will be reviewed by the Learning Education and Development group annually from the date of issue, and at regular intervals thereafter, in the light of experience and any subsequent legislation.
20.
Dissemination 

This updated policy will be issued to all managers with instructions to update their HR Policy folder by way of replacing the older version with this updated document.   This policy will be disseminated to the organisation by placing a copy on the Intranet.  This document replaces the old version. 

21.
Register/Library of Procedural Documents

The Head of Learning and Development will be responsible for ensuring the Policy is posted on the intranet.    In addition, they will be responsible for maintaining the relevant section and ensuring policies are up-to-date. 

22.
Monitoring Compliance and Effectiveness of Policy 

It is the responsibility of the Trust’s Head of Learning and Development   to monitor the implementation of, and feed into the review of, the policy.   Any review will be carried out in consultation and through policy negotiation meetings.  

23.
Associated Documents

Induction and Mandatory Training Policy 
A Guide to Personal Development Review

Race Equality Scheme
NHS Brent Corporate Priorities 2008/2009.
Equality and Diversity policy

APPENDIX 1: 
Non Attendance Policy

To maximise full attendance at all internal learning and development events and ensure efficient use of resources the Trust now levies a charge where staff fail to attend a training session, without prior notice of cancellation. 

With effect from June 2006 a flat rate of £50 per participant has been  charged to their department if he/she does not attend any internal course, which has been pre-booked through the Learning and Development Team, for example; Refresher Training, Conflict Resolution Training, Induction etceteras.

Exceptions

The fee will not apply where a delegate has given at least 4 days notice of absence nor will it apply in exceptional circumstances such as bereavement, illness/accident or any other unplanned emergency situation.

Why is the policy being introduced?

This policy is being introduced to counteract the significant number of non-attendances on courses, despite reminders being sent a few days before the course commencement date.  If delegates do not attend courses that they have booked places on, the Trust incurs costs for the training and is, therefore, a substantial drain on resources.  

Additionally, the cost per head rises sharply in direct ratio to the falling numbers of delegates. It is also very disruptive for the trainer to deliver to fewer numbers than expected where the plan involves group work, for example. On a more practical note, if a place becomes available on a course, it can be offered to another member of staff. An additional benefit is that line managers become aware if staff are not attending courses booked for them.

How the policy will work

· At the end of each month Learning and Development will send a list of all DNAs (Did Not Attends) from OLM (our Learning Management system) to Finance.

· Finance will then contact line managers with the details of the staff who have not attended and the total cost.

· Managers to agree the details.

· Finance will then transfer the total cost to the Learning and Development budget.
Appendix 2: 
Equality Impact Assessment 
HR 2008 – Learning and Development Policy

	
	
	Yes/No
	Comments

	1.
	Does the policy/guidance affect one group less or more favourably than another on the basis of:
	
	

	
	· Race
	No
	

	
	· Ethnic origins (including gypsies and travellers)
	No
	

	
	· Nationality
	No
	

	
	· Gender
	No
	

	
	· Culture
	No
	

	
	· Religion or belief
	No
	

	
	· Sexual orientation including lesbian, gay and bisexual people
	No
	

	
	· Age
	No
	

	2.
	Is there any evidence that some groups are affected differently?
	No
	

	3.
	If you have identified potential discrimination, are any exceptions valid, legal and/or justifiable?
	N/A
	

	4.
	Is the impact of the policy/guidance likely to be negative?
	No
	

	5.
	If so can the impact be avoided?
	N/A
	

	6.
	What alternatives are there to achieving the policy/guidance without the impact?
	N/A
	

	7.
	Can we reduce the impact by taking different action?
	N/A
	


If you have identified a potential discriminatory impact of this procedural document, please refer it to Charles Allen together with any suggestions as to the action required to avoid/reduce this impact.

APPENDIX 3: 
Management and Leadership Policy
Leadership & Management Development Policy
1. Principles
·  Staff in management and leadership roles will model effective learning and development by:

· Ensuring that they have a current, relevant and agreed personal development plan

· Ensuring their management and leadership practice reflects current best practice 

· Maintaining and updating their skill and knowledge base

· Offering effective feedback, knowledge sharing, skills coaching and mentoring to staff and colleagues as required

· All investment in leadership and management development will relate directly to Trust objectives, service business plans and/or KSF competencies as represented in personal development plans.

2. Development Approaches
Development plans for staff in leadership and management roles will be individually tailored.  It is recognised that most management and leadership skills are primarily learned experientially or by example, and it is therefore expected that most development activity will support this form of learning.  This might include:
· Individual research or reading around a subject of current focus 

· Reflection on current or anticipated activity using a learning journal, learning partner, 360 degree feedback, peer or action learning group, coach or mentor

· Participation in projects outside your own work area (within the wider SHA community, within other NHS communities, as part of a national NHS/DH project, or outside the NHS)

· Secondment within or outside the NHS

Where relevant, specific skill training (via distance learning, e-learning or taught programmes) and/or educational programmes may also be relevant.  
For higher investment development programmes (in terms of course cost, travel expenses and/or time), clear learning outcomes for the individual and anticipated benefits to the Trust /wider NHS, together with a process for reviewing and evaluating these, should be identified and agreed.

3. Development Support

All staff in management and leadership roles within the Trust can access 360-degree feedback (Leadership Qualities Framework); Apter Leadership Style Profile Motivational (ALPS –this measures the climate leaders create around them - contact Ron Lutaaya in L&D) and advice on potential development options from the Learning & Development Team.
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APPENDIX 4: 
Learning and Development Application form.

Providing a learning Service for NHS Brent
	Learning & Development Course Application Form

	Course Title(s):
	Course Date(s)/Times:

	
	

	
	

	
	

	
	

	Full Name:
	
	Mr/Mrs/Ms/Miss/Dr
	

	
	
	
	
	

	Trust:
	
	Department/
	

	
	
	
	GP Practice:
	

	Location:   
	
	
	
	
	

	
	
	
	
	
	
	

	email:
	
	Tel no:
	
	

	Job title:
	Grade
	
	

	
	
	
	
	
	
	
	

	MONITORING INFORMATION 

(To help us to ensure equality of access and provision of training and development)



	Sex:    M/F                    Age:                        Manager:      (               Non-Manager:  (


	Ethnic Origin (See Ethnic Monitoring Information Form for  details): Please circle as appropriate  

A1  A2   A3a   A3b   B1   B2   B3    B4   C1   C2    C3    D1   D2   D3    E1   E2     E3   E4    E5     

 

	Do you need:



	Documents in large print?
	Yes/No

	An induction loop?
	Yes/No

	Wheelchair access
	Yes/No

	Please specify if you have other needs:

	Signature……………………………………………………..   Date:   ……………………………….

I agree to the above applicant attending this in-house training

Manager’s Name…………………………………..  Signature: …………………………...............

NB: Manager’s please note  - if your member of staff Does Not Attend the course your department budget will be charged £50. for non attendance – please fill in codes below:-

Cost Centre ……………………………      Cost Code…………………………………..     

Delegate will not be booked onto the course if this information is note completed

	To book a place please send this form to :  

Learning and Development, Ground Floor, Barham House, Wembley Centre for Health & Care, 116 Chaplin Road, Wembley, Middlesex HA0 4UZ

Fax: 020 8795 6491                                                 email: learninganddevelopment@brentpct.nhs.uk
NB COURSES CANNOT BE BOOKED BY TELEPHONE




APPENDIX 5: 
Ethnic Monitoring Information Form
	(a) White
	

	British
	A1

	Irish
	A2

	Other European
	A3a

	Any other White background
	A3b

	
	

	(b) Mixed
	

	White and Black Caribbean
	B1

	White and Black African
	B2

	White and Asian
	B3

	Any other mixed background
	B4

	
	

	(C) Asian or Asian British
	

	
	

	Indian
	C1

	Pakistani
	C2

	Bangladeshi
	C3

	Any other Asian background within (c)
	C4

	
	

	(d) Black or Black British
	

	
	

	Caribbean
	D1

	African
	D2

	Any other Black background within (d)
	D3

	
	

	(e) Other ethnic groups
	

	
	

	Chinese
	E1

	North African
	E2

	Arab
	E3

	Middle Eastern
	E4

	Any other ethnic group
	E5

	
	

	“Not stated”
	F1

	
	


Please indicate your ethnic origin code on the Learning and Development application Form.  

Appendix 5: 
Assurance Form

 (For documents associated with risks to patients/ staff/ public/ PCT)

Learning & Development Policy

 
Department: …………………………...

I have read and understood the above document and agree to abide by its content.

	Name
	Signature
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix 6: 
Document Ratification and Publication Flowchart
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Document agreed at Education & Training Group
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