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COUNCIL




Training Policy
As at January 2015
	1. 
	Introduction



	1.1
	This document simply batches together all of the Council’s existing training related policies and local agreements.



	1.2
	Its contents are as follows :


	Document Name
	Policy or

Local Agreement



	Induction

	Policy

	Learning & Development

	Policy

	Management Development Strategy


	Strategy

	Right To Request Time Off To Undertake Training

	Policy


	1.3
	These will be reviewed as and when appropriate.


Date : May 2008
1. POLICY STATEMENT

1.1 Starting a new job can be a daunting prospect for many people and the Council aims to make employees feel welcome and part of the organisation as soon as possible.  When new employees are recruited or existing employees move into new jobs, the Council will help them adjust to their new situation as quickly and as easily as possible so that they become integrated and productive members of the Council/Service Unit from the earliest opportunity.

1.2 Induction will apply to the following groups of employees: All new employees, existing employees who are promoted internally or move between service areas, existing employees who are re-deployed, temporary employees employed directly by the Council and employees returning from long term absence e.g. sickness or maternity..

1.3 However the Council recognises that not all areas of the policy will apply to existing employees moving into new posts, however sections 5, 6, 7, 8 and 9 will be implemented as appropriate to circumstances

2. PROCEDURE

2.1 The Council recognises that the induction process begins during recruitment and selection when contact is first made with potential employees.  Employees should bear this in mind when implementing the Council's recruitment procedure.  In particular, adverts should contain a fair and accurate description of the job and terms attached to it, application forms should be accompanied by details of the vacant post, information describing the structure and functions of the Council and any other documents relevant to the particular post.

3. INDUCTION PROGRAMMES

3.1 When a job offer has been made and accepted, an induction programme will be drawn up for use during the early stages of the new employee’s employment.  Programmes will vary according to the nature and seniority of the post but will normally incorporate the features outlined below:

· The job

· The Service Unit and organisation

· Council/Business Unit rules, policies and procedures

· Pay and employment conditions

· Health, safety and welfare

· Training and development including any I.T. training

3.2 In drawing up induction programmes, it will be recognised that certain categories of employees will have particular needs and programmes will be adjusted accordingly.  Responsibility for the various aspects of the induction programme will rest with the Head of Service/Business Unit Manager ( although this may be delegated to the line manager) and Human Resources.

3.3 Human Resources will be responsible for the issuing of all relevant documentation, as detailed in the Appointment Checklist plus the parts of induction detailed within the Induction Checklist.  The Head of Service/Business Unit Manager/line manager will be responsible for all other aspects of the induction process and these may be delegated to appropriate others within the service area/Business Unit.

3.4 Human Resources will also be responsible for overseeing the implementation of the programme and will ensure that all its elements are satisfactorily covered.  This is done via requesting the return of the completed Induction Checklist.

4. PREPARING FOR A NEW EMPLOYEE’S ARRIVAL

4.1 It is essential to create a welcoming environment and the Head of Service/Business Unit Manager will inform/involve all those who need to assist in this process prior to the new employee's start date.  The Head of Service/Business Manager may appoint a peer support or coach to assist with the settling in period or to assist with job training where appropriate.

4.2 The Head of Service/Business Unit Manager will make arrangements for the initial stages of the service area/Business Unit induction programme to be put into operation.  The employee's workplace will be prepared to ensure that it is clean and tidy and that the necessary supplies and equipment (including IT equipment, software and passwords) are provided and are in good working order.  Keys (if appropriate) should be ready for handing over to the new employee.

5. FIRST DAY OF EMPLOYMENT

5.1 Before starting employment in the new job Human Resources will issue the joining instructions and new employees will be required to report to Human Resources prior to their service area/Business Unit.  A Human Resources Adviser (or, in Works & Recycling Services (W&RS), a W&RS manager or administrator) will go through the necessary employment details and documentation as set out in the induction checklist and also email Information Systems  to confirm that it is OK for the new employee’s  account details to be activated

5.2 The employee will then be taken to the workplace and will be received and welcomed by the members of their team.  They will also be taken round their service/area/Business Unit.  Bearing in mind any formal job training that has been arranged, the employee will then be introduced to the job in a manner which is appropriate to both the work and the individual concerned.

5.3 Whilst the timing and nature of the induction training will vary, the following should be used as guiding principles during the first few days of employment:

· The line manager will outline all aspects of the new employee's job, putting it into service area/Business Unit and organisational context

· The line manager will also discuss the person specification and may agree a learning and development plan to address any learning and development needs thought to be essential to carry out the job duties

· Meetings may be arranged for the employee to meet colleagues in other relevant service areas/Business Units

· New employees will be given appropriate tasks which should be paced to accommodate the individual employees ability to learn 

· A balance should be maintained between instruction and supervision

6. INDUCTION COURSE

6.1 Every new employee of the Council must attend a formal corporate induction course which will be co-ordinated by the Human Resources Unit.  There will be four induction days per year at quarterly intervals.  Where there are less than five new recruits at any one time they will be scheduled onto the next induction course and must attend within six months of joining.  At the corporate induction day the new employee will:

· Learn more about the Council's political and management structure

· Learn more about key policies and procedures

· Meet other new recruits, the Leader of the Council, members of Senior Management Team, other key staff

· Learn more about UNISON and the role of trades unions in employment

7. TRAINING PROGRAMME/WELCOME PACK

7.1 If applicable, a training programme will be agreed with the line manager and the employee within the first few days of employment.  The programme should include for example any job specific training and an introduction to the information provided Council policies and procedures and committee workings.

7.2 The employee will also be made aware of the useful links included on the Welcome Page on Insite (the Council’s intranet).

8. REVIEW MEETINGS

8.1 To assist the induction process the line manager will meet with the new employee as follows :

	· Daily
	During the first week

	· Weekly
	During the first month

	· Monthly
	During the first 6 months


8.2 At each meeting the employee will be asked how they feel they are progressing.  The line manager will provide feedback on their development and areas that require training and development.

9. COMPLETING THE INDUCTION PROCESS

9.1 During the induction period, the new employee will be gradually integrated into their job and the organisation as a whole.  Using the Induction Checklist as a guide, the Head of Service/Business Unit will ensure that all essential information is communicated to the employee.

9.2 The Head of Service/Business Unit Manager will be responsible for ensuring that the Induction Checklist is completed and returned to Human Resources.

10. MONITORING AND EVALUATION

10.1 The induction process will be monitored and evaluated by Human Resources in order to assess its effectiveness and feedback will be given to the Business Unit concerned.  This will be done via a questionnaire.

11. INDUCTION CHECKLIST

11.1 New employees are issued with an Induction Checklist on their first day of employment.  This document itemises key information considered important for new employees.  The document itself is separately available as it does not form part of this Policy.

Date : October 2009

1.1 Policy Statement

The Council is committed to a policy of helping all employees to perform their jobs effectively in the context of the Council’s Corporate Business Plan.  The Council will ensure employees have access to appropriate learning and development opportunities regardless of their gender, race, ethnic origin, disability, religion, age, sexual orientation, and gender reassignment.

The Council’s learning and development plans and strategies will be linked to its vision, mission and values:

Vision:
To improve the quality of life for everyone in North Devon.

Mission: 
To be a high performing Council that puts customers at the heart of our thinking, working with partners to deliver high quality services through a dedicated and motivated workforce.

Values:

Our customers come first.
We value our customers and will put them at the heart of everything we do.  We will listen to and respect their views and shape our services to their needs in a way that provides not only equality of access to services but also equality of outcome.

We are committed to improvement, so performance matters.
We recognise that we can always improve.  We will strive to learn from everything we do and spread that learning across the Council.  Our aspiration is to provide continually improving services that meet the changing needs of the community.

An excellent employer that values our staff.
We are committed to ensuring that North Devon is a place where people want to work and feel valued and empowered to deliver excellent services and continuous improvement.

Listening and acting.
Listening to what people say and being prepared to take action as the democratically elected community champion.  Providing opportunities for our communities to influence decisions on local services and issues.

Being passionate about good communications.
We are committed to providing information in a timely, open and effective way.

Running a well managed organisation

All of our activities will be managed efficiently, effectively, ethically and in a way that makes best use of resources so as to ensure the best possible services for the local community.

Working together

Recognising that Members and officers working together is the best way of delivering services.
The Council will provide appropriate training opportunities and an environment in which people are motivated, to undertake training to develop their skills and knowledge to meet these goals.  Through this process we recognise that learning and development will contribute to the furtherance of the Council's wider business objectives, vision, mission and values.

The training budget is intended to be used in the most effective and efficient manner.  This policy outlines how this can be achieved.  The training budget has been allocated in the following way:

· Technical Training:

Technical Training i.e. Department Induction, professional CPD, job training, is the responsibility of the Head of Service/ Business Manager/Service Manager.

· I.T. Training:

I.T. training of an in-house nature is the responsibility of the I.T. Training Team i.e. training relating to in – house systems such as Groupwise plus small group or individual tuition on specifics related to word/excel.

· Corporate Training:

All other training is the responsibility of the Head of Human Resources i.e. generic I.T. training such as Microsoft Office, Word, Excel, PowerPoint, Management Development, Team Leader Development, General skills development, and Educational qualifications.

The Head of Human Resources will ensure that the most appropriate training and development is undertaken by:

· Helping Managers to identify training and development needs within the context of the service and the corporate business objectives.

· Providing training and development solutions in line with Service and corporate objectives.

· Using a range of training and development methods as appropriate including external consultants, internal mentoring, video etc.

· Providing advice and guidance in relation to training and development matters.

· Encourage the sharing of expertise within the Council through, for example internal Mentoring and Coaching.

1.2 Provision of Internal Training and Development

1.2.1 Induction

Every new employee of the Council must attend a formal corporate Induction course, which will be co-ordinated by the Human Resources Department.  There will be 4 induction days per year at quarterly intervals and where there are less than 5 new recruits at any one time they will be scheduled onto the next induction date and must attend within 6 months of joining.  This will form part of a wider programme including service specific induction relating to the job role.

In order to ensure that new employees become familiar with all aspects of their post as quickly as possible it is the responsibility of the Head of Service/ Business Manager/Service Manager to organise for an appropriate person within the department to introduce the new employee to the work and procedures of the Service.

1.2.2 Skills Development

The Council is committed to the rigorous pursuit of its corporate objectives and as such recognises the need to develop the skills of everyone within the Council.  The Heads of Service and Senior Management team in conjunction with the Head of Human Resources will be responsible for identifying the priority training and development needs of employees of the Council.  The Head of Human Resources will be responsible for planning and implementing appropriate training and development.  This type of training will be broad and varied but will include for example:

-Customer Care 

-Management Development

- Team Leader Development

- Mentoring and Coaching

- ICT Skills

- Presentation Skills

- Health and Safety at Work

2.1 Allocation of Resources for External Training

2.1.1 Each Service has a budget allocation for technical training and Continuous Professional Development (CPD), which is agreed centrally on an annual basis.  Human Resources hold a budget for all other training and development.  Where individuals are booked onto any courses it is the responsibility of the Head of Service/Business Manager/Service Manager and the individual to ensure that they manage their workload in order to attend the course.

2.1.2 The process for identifying corporate Learning and Development needs is through the following mechanisms:

(i) The annual performance appraisal process including quarterly reviews

(ii) Where needs arise and have not been captured by the performance appraisal system individuals need to discuss with their line manager and obtain a training nomination form from either their manager or the Human Resources Department.  Individuals need to discuss and agree the requirement for training with their manager before sending the nomination form to the Human Resources Department.

(iii) Skills Matrix for some employees where performance appraisal is considered inappropriate.

2.1.3 Where individuals miss, cancel or do not attend in person on a pre-booked learning event more than twice, without good reason acceptable to the Head of Human Resources, their applications for further corporate courses within any one financial year will be turned down.

3.1 Training Records

3.1.1 A corporate training record for each employee will be kept centrally by Human Resources.

3.1.2 Professionals who are subject to CPD requirements must maintain their own CPD record for the purposes of their respective professional body.

4.1 Further Development

The Council recognises that training is one of many ways to achieve the development of people.  Employees should be encouraged to develop their talents, abilities and potential, for example by taking part in internal/external committees, taking on responsibilities that will develop the individual as well as the Council e.g. secondments or contributing to work related project teams.

4.2 Assistance for Further Education

4.2.1 The Council will consider requests for assistance towards further education course fees and approved professional qualification course fees, providing that there is a written development plan that fits in with the corporate aims of the business unit.

The following guidelines are set out for use by management:

4.2.2 Authorisation

Any employee who wishes to pursue a course of Further Education should submit a written request to the Head of Service/ business manager and their team leader; this must be copied to the Head of Human Resources.

The request must include details of a development plan that is linked to the unit’s plan; details of the course of study with a full justification covering items such as cost, duration, day release/distance learning, the reasons for wishing to pursue the course of study and how it will benefit the individual and service.

The Head of Service must also provide a supporting statement outlining how the service and the Council will benefit linking the request to the service plan.  These documents must be copied to the Head of Human Resources and submitted by the end of August in the year before the course of study is anticipated.  This can then be built in to the corporate training plan for SMT to consider. The Senior Management Team will be responsible for making a decision within the context of the corporate business plan, the corporate objectives of the Council and the available budget.

The request should include details of a development plan that is linked to the unit’s plan; details of the course of study with a full justification covering items such as cost, duration, day release/distance learning, the reasons for wishing to pursue the course of study and how it will benefit the individual and business unit.  The Business  Manager/Service Manager in conjunction with the Human Resources Manager will be responsible for making a decision within the context of the business plan, the corporate objectives of the authority and the available budget.

4.2.3 Where a course of study is approved the individual will be reimbursed for all or part of the cost of tuition fees and examination fees.  Following approval of further education sponsorship, employees must sign a training agreement on the reimbursement of fees before enrolment has taken place.  This agreement must be submitted to the Human Resources prior to enrolment on the course.

4.3 Day release

Where an employee has to attend an educational institution the following will apply:

The Council will consider Day release, up to a maximum of 1 day per week or where attendance is structured around block release, up to a maximum of 4 days in any one calendar month and this must be approved through the Business Manager/Head of Service – who will take responsibility to cover the absence from within the Service.

4.4 Study Leave for Examinations

Study Leave will be granted by the Council for those needing to study and take examinations.  One day per paper plus time to sit the exam is considered appropriate up to a maximum of 10 days in any one financial year.  Study leave dates need to be agreed in advance by the Business Manager/Head of Service who will need to plan for a re-allocation of work during any absence.

4.5 Re-sits

Resits will not normally be supported financially or otherwise by the Council other than in exceptional circumstances which must be authorised in advance by the Head of Service/Business Manager and the Head of Human Resources.  Employees wishing to do resits will normally be expected to do so in their own time although time to sit the actual examination will be given provided there are sufficient days remaining in the 10 day study leave limit cited above.

4.6 Attendance

If you undertake a long-term further education/training course you will be expected to attend all classes, unless you are ill.  An unsatisfactory attendance record may result in financial support and time off to attend the course being withdrawn.

4.7 Failure to Complete a Course of Study
Should you wish to discontinue the course or fail the examinations twice you should discuss this with your Manager and agree an appropriate course of action.  In the event of an employee failing satisfactorily to complete a course of study, North Devon Council will expect all financial assistance given in respect of that course to be repaid by the employee or their Service.  Notification of the intended withdrawal from a course of study must be made promptly and in writing to the Head of Service and Human Resources.

4.8 Repayment

If an individual obtains a professional qualification or any further education qualification and subsequently leaves the Council/Local Government of their own accord within a specific period after completion, the following repayment of the Council’s financial assistance will be applied:

	Within 6 months
	100% repayable

	6-12 months
	90% repayable

	12-18 months
	75% repayable

	18 months – 2 years
	50% repayable


The same rule will apply if an individual leaves the Council before completing the course of study where the Council has sponsored and paid for the course.

5.1 Monitoring and Evaluation

Corporate Training will be monitored and evaluated by the Head of Human Resources in order to assess its effectiveness.

Technical Training will be monitored and evaluated by the Business Manager/Head of Service or other appropriate person within the Service, in order to assess the effectiveness of the training.

An annual report will be presented by the Head of Human Resources to the Senior Management team detailing the effectiveness, costs and benefits of learning and development.

Implementing the Policy – Identifying Priorities
Given the financial parameters that the Public Sector operates within and the need to focus our resources to build future capacity through workforce planning, there are certain needs, which should be prioritised and adopted throughout the Council.  These needs include:

· Induction Training

· Learning and Development that is related to building future capacity to deliver services in the most efficient and effective way, continual improvement in the quality or performance of services and the achievement of business objectives.  Professional and skills training in areas that:

· The Council has statutory obligations

· Are essential to the maintenance and improvement of service standards

· Are necessary to maintain income

· Prevent efficiency or waste

· Enable employees to meet their responsibilities in completing continuous professional development required by their institutes or professional bodies

· Facilitate responses to legislative changes

· Management Development for those with Managerial/Supervisory responsibilities

· I.C.T. Training

Date : October 2009
1. Introduction:

1.1
The introduction of the Human Resources Strategy outlines the people related initiatives that would support the successful implementation of the Council’s business pan.

1.2 The actions proposed in the Human Resources Strategy included initiatives designed to support individual and team performance in order to achieve a more satisfied community and to provide wider access to those services that are provided by the Council. In order to assist this process and ensure future managerial capacity, the HR Strategy undertook to develop a management development strategy.

1.3 Managers exist at a variety of levels within the Council and there is a hierarchy of job-titles for managers to reflect this.  The management activity can be divided into:

· Strategic leadership

· People

· Finance and budgets

· Buildings and equipment

· Information

1.4 They all have responsibility for assisting the Council in the achievement of its aims and objectives, relevant to their service/area and for decision-making on how best to plan for and achieve success with the resources available.

1.5 The Management Development Strategy needs to provide the means whereby individuals and teams can exercise the right combination of community and strategic leadership; operational and strategic management and administration.  The appropriate combination will vary across the Council, depending upon circumstances.

2. Background and Context

2.1
In 2003 the CPA report was critical of the management functions and processes at the Council.  Coupled with this, the Government report by the Performance and Innovation Unit ‘Strengthening leadership in the Public Sector’ found that there is evidence to suggest that the public services are not attracting or retaining the best leaders and do not have sufficiently robust strategies for recruiting them to the posts that matter the most; jobs and careers in the public services are undervalued and top leadership jobs are difficult to fill.

2.2 The report cites further evidence that too little attention is paid to the importance of leadership across organisational boundaries, or to learning between different sectors.

2.3 Evidence in the report suggests that there is no magic short-term solution, but that more intensive development of managers/leaders and potential managers/leaders, drawing on best practice with a stronger emphasis on joining up across sectors.

2.4 In summary, the current climate in the sector is one in which there is an increased awareness of the need for greater professionalism in the management of the Public sector.  Increasing managerial/leadership learning and competence will be essential if Local Authorities are to meet their strategic objectives, manage change and provide effective services to the public.

3.
Principles

3.1 The design and delivery of an effective management development strategy should be based on a clear set of shared operating principles across the Council.

3.2 The following principles will underpin this area of work:

· Management development provision must align with the aims and objectives of the Council’s strategic business plan;

· The emphasis throughout the strategy will be on the development of “Effective Practitioners”.  It is not envisaged that the acquisition of formal management qualifications will form a significant component of the Strategy;

· Investment in management development/leadership should also include appropriate provision for future needs, based upon the management competency framework;

· Due regard will be paid to managing diversity and equality of opportunity throughout the strategy;

· Management development will focus on enhanced 

· understanding and effective managerial/leadership performance and, as such will entail engagement with a wide and varied range of learning opportunities;

· The implementation of the management competency framework will be ongoing and developed further in order to assist with the achievement of managerial performance standards, career planning, coaching and future managerial capacity building.

4.
Implementation of the Strategy

4.1 In implementing the strategy it is recognised that management and leadership development goes beyond formal training courses.  Therefore, a wide range of formal and informal learning activities will be employed to develop managers/leaders including secondments, coaching, project work, management meetings and away days etc.

4.2 Formal learning events that are organisationally driven will also feature within the Management Development Strategy and these will be identified annually through the corporate development planning process.

4.3 The Management Competency Framework which is a feature of the Performance Appraisal Scheme will assist with the diagnosis of learning need and may also be used to assist with succession/career planning and the evaluation of managerial capability and capacity.

4.4 The Performance Appraisal Scheme will provide the main vehicle for assessing managerial/leadership capability and identifying future potential.

5. Action Plan

5.1 The following priorities have been identified in the Human Resources Strategy:

	Objective
	Actions to Achieve
	Risk
	Resources needed
	Lead Officer


	Completion Date
	Outcomes

	Implement a programme of leadership/management development aimed particularly at middle managers/junior managers
	· Work with DCC to produce programme.

· Review needs against competency
	· Level of need may exceed budget
	· Budget
	Angela Gizzi
	December 2011
	Improved middle management skill/capacity

	 Assess Management Competence annually through the performance appraisal scheme and feedback to SMT
	· Develop feedback model for SMT
	· None
	· Officer time
	 Tracey Clapp
	April 2013
	Update management skill

	Ensure clear management roles with fully developed accountabilities
	· Management JD’s fit purpose against officer restructure
	N/A
	Was completed as part of the officer restructure


Date : July 2010

1. 
Introduction
This is intended to provide guidance on your statutory entitlement to request time off work to undertake training.

It does not form part of your contract of employment.

2. Purpose of this Policy
From 6th April 2010 all the Council employees who met the eligibility criteria have a statutory right under the Employment Rights Act 1996, (Section 63D of the Apprenticeships, Skills, Children & Learning Act 2009) to apply for time off for training.  The employee will be responsible for providing all necessary information to ensure that their application is valid and the Council will be required to follow a procedure to ensure requests are considered carefully.  The purpose of this Policy is to set out clearly :

· who is entitled to flexible working,

· how any such request should be made 

· and the timescales that must be complied with by employees and the Council throughout the process.

3.  Eligibility (from 6th April 2010)

To make a request under the statutory right to apply for “Time to Train” the employee must have completed 26 weeks’ continuous service.

Eligible employees may request time off for any training which they believe will improve their effectiveness and performance in the Council.  This includes programmes leading to the award of a qualification and/ or general Learning & Development events.

There is no limit on the amount of time or the amount of weekly study or training that an employee can request.  Employees can ask to do more than one piece of training in a single request.

4. The Procedure 

Only one statutory request per employee for “Time to Train” may be made within any 12 month period.  The application should be sent to the Head of Service and to be valid, the request must contain the following information :

· A statement that the application is an application under the Employment Rights Act 1996 (Section 63D).

· The subject matter of the proposed training or study

· Where and when the proposed training or study would take place 

· Who would provide or supervise it

· What qualifications it would lead to (if any)

· How the employee thinks the proposed training or study would improve their effectiveness in our business and the performance of our business

· The date of the application

· The date and method – e.g. email or letter – that the employee’s last application (if any) was submitted

In the event that the Council requires more information to consider a valid request for “Time to Train” the employee concerned must provide it.  Failure to do so will invalidate the request and the employee will be notified in writing.

The Head of Service will make their decision in conjunction with a Human Resources Adviser.  Should any of the information required in Section 4 be missing, the application will be deemed invalid and will be returned to the employee within 28 days of submission.  The application may then be revised and resubmitted as a new request.

Prior to being informed if a statutory request has been approved, the employee may withdraw the request, either orally or in writing.  The original request will still however, be valid and will count for the purposes of Section 63D.

The only circumstances in which an employee can ask The Council to ignore a request made within the previous 12 months are where the employee:

· Notifies the Council that they mistakenly submitted an earlier request before 12 months had elapsed and that they wish to withdraw the earlier application

· Did not undertake the training that was agreed following a request because the training was cancelled – unless this was due to their own conduct in relation to the training or study

· Failed to start training that was agreed as part of a special request because of some unforeseen circumstances beyond their control.

Within 28 days of the receipt in writing of a valid request for “Time to Train” The Council will either confirm to the individual in writing that the request has been approved or meet the person concerned to discuss the request.  In this latter event, the employee must be informed in writing of the decision within 14 days of the meeting.

Should a person who normally deals with training requests to be absent at the time a valid request under Section 63D is received, then a 28 day extension period will automatically commence on the day he/ she returns to work.
Timescales for holding meetings and/ or issuing decisions may be extended by agreement with the individual concerned.  In these circumstances the agreement will be recorded in writing with a copy going to the employee.  The record of the agreement must be dated and it will specify the period the extension relates to and the date on which it will end.
There may be circumstances where the Council is happy to approve a request for “Time to Train” but it is felt that different courses or qualifications might be more appropriate and/ or the training might be provided in a more effective way.  Should this occur a meeting will be held with the employee to discuss a statutory request, the employee has the right to be accompanied at the meeting by their Trade Union Representative or a work colleague of their choice.
At the meeting the “companion” may address the meeting and may confer with the employee but not answer questions on the employee’s behalf.
In the event that the companion cannot make the agreed date of the meeting, it may be re-arranged, but must then be held within 7 days of the original date.
Should the employee more than once fail to attend a meeting to discuss a request for “Time to Train” (either the original meeting or the appeal) without reasonable cause, the request will be deemed to have been withdrawn.  The employer should confirm in writing that the request is withdrawn.
5 Decisions on “Time To Train” Requests
Where a statutory request for “Time to Train” is approved the decision will be sent to the employee in writing.  The confirmation of approval will contain the following information :

· The subject of the study or training

· Where and when we expect that it will take place, and over what period

· Who will provide or supervise the training

· What qualifications (if any) the training will lead to the award of

· How the training time will be taken – e.g. whether it will be paid, unpaid or whether the employee will work flexibly during the training

· How the costs of the training will be met

Similarly where only part of request has been approved the decision in writing will contain the information detailed above and will make clear which parts of the application have been approved/ refused.  Should the agreement involve changing an employee’s terms and conditions then the normal Council practices for making such changes will be followed.
Where approval is given to an employee’s request for “Time to Train” but it is foreseen that it may be necessary to withdraw the agreement at a later date, agreement to the possible circumstances should be reached with the employee and included in the written approval of the employee’s request.
EVEN WHERE THE COUNCIL HAS APPROVED A STATUTORY REQUEST THERE IS NO REQUIREMENT FOR THE COUNCIL TO PAY FOR THE AGREED TRAINING OR GIVE PAID TIME OFF TO UNDERTAKE THE TRAINING.
Where a statutory request for “Time to Train” is not approved the decision will be conveyed to the employee in writing including the date of the decision.  The Council is only permitted to reject a statutory request for one or more specified “business reasons”, including why this reason applies to the circumstances.  The confirmation of non-approval of the request will therefore confirm the “business reason”(s) why approval has not been forthcoming and the employees right of appeal. Permitted “business reasons” are :

· The proposed course of study would not improve the employee’s effectiveness in our business 

· The proposed study or training would not improve the Council’s performance

· The burden of additional costs would be too great

· The proposed study or training would have a detrimental effect on our ability to meet customer demand 

· We would be unable to reorganise work amongst existing staff

· We would be unable to recruit additional staff

· The proposed study or training would have a detrimental impact on quality

· The proposed study or training would have a detrimental impact on performance

· There would be an insufficiency of work during the periods the employee proposes to work

· There are planned structural changes during the proposed study or training period

Following discussion with the employee agreement may be reached that a different outcome to the original request is approved. In these circumstances the employee will be provided with written confirmation of the new outcome and the employee’s agreement to it.

6 Appeals Procedure

In the event that a statutory request is rejected the employee has the right to appeal against the decision.  This must be done in writing to the Head of Human Resources within 14 days of the notification of the rejection and must be dated and the grounds for the appeal must be fully stated.
The appeal may challenge the “business reasons “ cited in the rejection and/ or may bring to the Council’s attention, any new information that was not known at the time of rejection.  There are however no restrictions on the grounds on which an appeal may be made.

Upon receipt of the appeal the Council will within 14 days either accept the appeal or hold an appeal meeting.  Where the appeal is accepted, the Council must write to the employee to provide the same information as would have been required had the request been originally accepted.  Where the appeal is not upheld, an appeal meeting must be arranged, to be chaired by the Head of Human Resources who will be accompanied by a more Senior Manager who has not previously been involved with the case.  Where such a meeting is held, the right to be accompanied by a Trade Union Representative or work colleague attendance in paid time and consequences for not attending will be the same as for the initial meeting.
At the appeal meeting the “companion “may address the meeting and may confer with the employee but may not answer questions on the employee’s behalf.

The decision of the manager hearing the appeal will be conveyed to the employee in writing within 14 days.  The written confirmation of the decision will be dated and will detail the business grounds for the decision and why such grounds apply to the circumstances.  The time limit for arranging an appeal meeting or notifying the employee of your decision on the appeal can be extended with the employees consent.

