Template - Learning and Development Policy
INTRODUCTION

This document forms a template for organisations to compose a policy for Learning and Development. Some of the wording is largely standard but there is the opportunity for organisations to personalise the policy.
This document is divided into three columns

1. Heading: for each sub section of the policy

2. Explanation: why the section is there and what it should contain

3. Section content: contains the wording to be used in the policy which can be added to / adjusted according to the needs and practices within your organisation. 
Instructions: Once you have completed content in the third column (headed ‘Section Content’), you can delete this introduction and the middle column (writing is in blue) leaving you with your policy. 
With thanks to consultants HRML for assisting the PIFA project in the production of this template. 

Name of organisation: 

	HEADING
	EXPLANATION
	SECTION CONTENT

	Aims and principles of this Policy


	This section explains why the policy is important to your organisation.

In the introduction of the policy, organisations will give their commitment to providing learning and development to all employees (and volunteers) so that they can carry out their roles to the highest standard and also encourage them to develop their potential. This contributes to the organisation achieving its objectives.

Some organisations will also want to add the following statement to demonstrate that this is not a one off activity but is embedded into the culture of the organisation: The organisation recognises that learning and development is an ongoing process that needs to be reviewed regularly.
	(Insert name of organisation) recognises the importance of effective learning and development in assisting it to achieve its objectives which are: (insert objective)
Employees and volunteers of (insert name of organisation) will have access to opportunities for learning and development to enable them to perform to the best of their ability, in order to help the organisation to achieve these objectives.

(Insert name of organisation) commits to offering learning and development opportunities to all employees and volunteers irrespective of age, disability, gender reassignment, marriage or civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation or hours of work.  We recognise that learning and development activities take a number of different forms.
 

	Responsibilities
	This section will clarify key responsibilities for providing learning and development.
In many voluntary organisations paid managers will have the responsibility to work with the employee to identify and agree solutions to training needs. In others, trustees may take on this responsibility. Key responsibilities are bullet pointed to the right and you will need to adjust these as appropriate.

It is also necessary to make it clear in the policy that each person has responsibility to identify and undertake training and development and therefore a section is included.


	It is (insert title- e.g. managers/trustees) responsibility to:

· communicate the organisation’s objectives and values

· work with the employee/ volunteer to identify their developmental needs and link these to the organisation’s objectives

· work with employees/ volunteers to identify solutions to the needs

· encourage employees to undertake and make use of learning and development activities

· evaluate the impact of learning and development for individuals and the organisation

Employees volunteers have a responsibility to:

· assist in identifying learning and development needs and opportunities

· undertake learning and development activities

· evaluate learning undertaken and its contribution to their personal development and that of the organisation




	Identifying training needs
	This section will specify how and when training needs will be identified and will contain further information on responsibilities.

It will specify the stages when needs will be identified. These will vary according to the organisation but you may want to add any of the following opportunities:

· On recruitment/appointment to a new role

· During induction to the organisation (refer to any checklists used as appropriate)

· Upon changes to an existing role.

· Upon internal promotion.

· Upon the introduction of new systems /projects or enhancement to current working practices.

· In response to user feedback or changes to user requirements.

· On an ongoing basis during regular line management meetings (state frequency)

· On an ongoing basis through annual appraisals.

· Through ad hoc one-to-one discussions between line manager and employee.

It is good practice to develop an annual personal development plan, so that both the manager and employee can see the structure of when activities will take place, make arrangements for this to happen during their work schedule and monitor its effectiveness. If your organisation uses a learning development plan, refer to it in this section. Wording which could be used is:
A personal learning/development plan will be developed (insert when e.g. during annual appraisal or when roles change) and this will be basis for ongoing discussion and review (insert when- e.g. during regular line management meetings).

This section will also contain information on the process for requesting/ authorising learning and development activity. You will need to tailor the section according to your organisation’s procedures. In very small organisations e.g. sports clubs, this may be as simple as minuting decisions/discussions of the management committee in relation to training required. In other organisations there may be request forms to complete which include benefits of the activity to the individual and the organisation. There may also be specific authorisation required from senior managers before activities can be undertaken.

Some organisations will compile an organisational training plan summarising the needs of the organisation and how these will be addressed. If this is the practice in your organisation, it should be referred to here e.g. “an organisational development plan will be developed annually and will highlight the following (insert sections included)”
	Employees/volunteers together with their (insert title e.g line manager) will identify learning and development needs through:

(insert list of opportunities)

(also insert any additional information e.g. use of training development plan etc).

The aim of this needs identification will be to highlight individual strengths or areas of performance which need development or further training.

Before any learning activity is undertaken (insert your process e.g. discussions/ formal requests etc)

	Forms of learning and development


	In this section, you will list the methods of learning that are used in your organisation. These could include:

· External training

· In house training

· Induction training

· On job training

· Work shadowing

· Studying towards vocational or professional qualifications

· Coaching and mentoring

· Attendance at seminars, forums, conferences, workshops

· Continuous Professional Development (reading, research, shared learning)
	Learning and development can be provided through the following (insert list)




	Mandatory and core development activities
	This is an optional section according to whether the organisation has mandatory/core training requirements.

Some organisations will have core training requirements for all staff e.g. data protection/manual handling and these can be listed in the policy/ procedure. In some organisations it will be too complex to list these but you could cross refer to another document e.g. an organisational training plan.

In some instances, there will be a requirement for mandatory (legally required training) courses. These are the courses that employees must undertake as a requirement of their job, to provide specific qualifications.
In some cases, organisations will require achievement of a pass mark in specific course e.g. health and safety.

	Core development activities for employees/ volunteers include:

(Insert list)

Mandatory development activities include: (insert list) 


	Study for professional qualifications for employees
	This is an optional section relevant only to employees and probably only for larger organisations. It refers to provision of support to employees who wish to study for professional qualifications. 

In this section it is important to manage expectations about what the organisation can do within its resources. 
This section will specify: 
· Which professional qualifications the Organisation will provide support for (you may wish to include a general statement such as’ professional qualification related to employee roles) 

· what form of support will be given to employees who are studying for a professional qualification that is relevant to their job e.g. financial assistance to pay for the course, exam fees, time off for study and cost of books
You may wish to add conditions as suggested below
· A service qualifying period e.g. “This support will only be considered following successful completion of probation”.
· A claw back clause e.g. “If an employee leaves the organisation within a year of achieving the qualification then they will expected to repay all of the course fees. If they leave within two years, they will be expected to repay 50% of course fees.”
· What happens if an employee fails an element of the qualification e.g. “If an element of the qualification is failed, line managers will decide whether it is possible to continue providing financial support.”

	(Insert name of organisation) may provide support for employees for relevant professional qualifications as we recognise the benefits gained for both the organisation and the individual. 
Support may be available to undertake the following qualifications: (insert types of professional qualification) 
Support may take the form of: (insert details)
The following conditions apply where support is provided: 

(insert list)


	Membership of professional bodies
	This is optional as it will only be relevant for some organisations. 

For some roles, employees/volunteers need to be a member of a professional body in order to be able to carry out their role. 
This section will specify what subscription fees will be paid, in order for an employee /volunteer to maintain their professional status. Some organisations may pay all necessary fees while others will make a contribution.
It is helpful to list these bodies in this section e.g. Accountancy - ACCA, CIMA, Human Resources- CIPD

	For employees/ volunteers required to hold membership of professional organisations to carry out their role we will (insert nature of support) 
Relevant professional bodies include: (insert list)


	Evaluation 
	This section allows you to state why evaluation of learning and development activities is important and how this will be carried out. 
In some organisations e.g. a sports club, evaluation may simply take the form of a quick chat with another management committee member following completion of the activity, or brief feedback during a management committee meeting.

In other organisations there will be a more formal process in place and this needs to be clarified in this section. Examples might include:

· Completion of evaluation form 
· Follow up discussions during line management meetings
· Discussion during appraisals

· Cascading information through team meetings
· Entry in personal development/learning plan
If you use a formal system, you may wish to refer to any timescales involved.

Some organisations may want to include in this section a list of aspects which will be considered during evaluation. These could include: 

· Quality of training

· Recommendation of the activity for others

· Appropriateness of timing

· whether the objectives have been met
· agree any further learning needs

· What needs to be done to enable the individual to use any new skills

· Any other appropriate actions

ORGANISATIONAL OVERVIEW

You may also wish to refer to how activities are evaluated at an organisational level. An example of suitable wording/ process could be:

Senior Managers / trustees will carry out an annual examination/ overview of learning and development activities to analyse:

· Activities carried out and by whom to check fair access and application of the policy

· Cost of the activities

· Benefits to the organisation

· Changes required as a result of the evaluation
	It’s important that the benefits of the learning and development activities are evaluated to establish the long and short term impact on the individual and organisation’s performance
Evaluation of training activity will take place through the following means:

(insert list) 



	Review of policy 
	This section states when the policy should be reviewed – i.e. looked at to check that it is still adequate and relevant and any necessary adjustments made. 

You may also wish to refer to the need to check that the policy is being applied fairly.
	This policy will be reviewed (insert timescale- e.g. every two years) by (insert title e.g. trustees) to ensure it remains up to date and reflects the needs and practices of the organisation.
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This template was developed by the GRCC Performance Improvement For All Project (PIFA)

The PIFA Project is funded by the National Lottery through the Big Lottery Fund
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