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1.
POLICY STATEMENT

Aberdeenshire Council is committed to supporting and pursuing the aims of the Council through the development of its employees.

2.
SCOPE OF THE POLICY
This policy applies equally to all employees of Aberdeenshire Council and will support the Equality and Travel and Subsistence Policies (copies of which can be obtained either from Lotus Notes or from the Personnel and ICT Service based in Woodhill House).

This policy seeks to outline how Aberdeenshire Council will support and supplement the terms and conditions outlined in Section 3 of the National Agreement on Pay and Conditions of Service (The Red Book). These state that:

· “All training and development provision should be planned, delivered and monitored on the basis of equality of access for all, including part-timers.

· Resources for training and development should be shared equitably across all categories of employee and occupational groups.

· Employees attending or undertaking approved training and/or development are entitled to payment of normal earnings, all prescribed fees and other relevant expenses arising.”

It is acknowledged that significant changes for teachers and social work employees can be anticipated as a result of the McCrone report and the setting up of the “Social Work Council”.  

3. AIM

The aim of this document is to ensure that development and training provision is planned, delivered and monitored on the basis of equality of access for all.

4. DEFINITIONS

Employee development is defined as developing the skills, knowledge and abilities employees need to perform their current jobs effectively, develop their own potential and respond to future changes for the purpose of enabling all employees to contribute fully to the achievement of the Council’s aims and objectives and the implementation of its aims and values.

Approved training is defined as that which is required by the organisation and includes such things as Health and Safety, new policies and procedures, positive action to address inequalities in the workplace, professional development, management development and ICT.

Supported training is defined as that which the organisation is able to support but is not essential for effective work performance and may include such things as courses in preparation for future career changes.

5. STRATEGY

5.1 To achieve the policy and aims outlined previously will require a partnership between the organisation and its employees.  Aberdeenshire Council is committed to becoming a learning organisation supporting a workforce of lifelong learners.

5.2 The learning organisation framework consists of the following four elements:


· Enablers (policy, strategy, leadership, people management processes and the use of information technology) that contribute to

· Environment (supportive culture, a learning climate and organisational teamworking) that contribute to

· Learning (individual learning, team learning and organisation learning) contributing to

· Results (improved “business” results).

5.3 Lifelong learning is concerned with improving access to learning opportunities and encouraging people to take greater responsibility for their own learning.  It reflects the fact that, in the midst of change, we need to both continually update skills in the workplace and also to better equip people to manage their own future.

6.
RESPONSIBILITIES

6.1
Development and training is an activity that permeates the whole of Aberdeenshire Council.  Five key areas of responsibility have been identified:

· Individual employee

· Line manager

· Director and Head of Service

· Corporate Development and Training Unit

· Head of Development and Training

6.2 
It is the responsibility of each employee, in partnership with his or her line manager, to:

· Identify their development and training needs.

· Participate fully and positively in any development and training activity (including pre and post activity discussions).

· Monitor time and effort put into development and training with a view to getting the right balance between work and private life, reducing stress and adherence to the European Working Time Directive.

6.3
It is the responsibility of line management to:

· Consider and attempt to meet the development and training needs of employees within available resources.

· Discuss with each employee (prior to undertaking any development and training activity) the objectives of the activity, how the activity is expected to change their knowledge, skills, attitudes and/or behaviour and how these anticipated changes can improve the way things are done.

· Discuss with the employee (after the employee undertakes development and training activity, or at regular intervals throughout an extended period of development and training activity) any new skills or knowledge acquired, how these can be used for increased job performance or development purposes and any follow up action that is required.

· Ensure before any employee is permitted to enrol for a further or higher education course that both parties are aware of their responsibilities as outlined in section 10 of this document.

· Monitor time and effort put into employee development and training with a view to getting the right balance between work and private life, reducing stress and adherence to the European Working Time Directive.

(Further information may be obtained from the Councils’ Stress Policy.  Initial guidance on the Working Time Directive was issued as Personnel Services Briefing 6/1999.  Further guidance will be issued to managers once completed.)

Support will be available to ensure that managers are aware of the broad range of issues and options involved in development and training.

6.4 Each Director, in conjunction with the Heads of Service and Head of Development and Training, is ultimately responsible for:

· Preparing an annual development and training plan for their Service for inclusion in the budgeting process.  This plan will take account of the Council and Service objectives as well as individual needs as identified by the corporate Employee Development and Review Scheme. This plan will provide information on key objectives, targets, priorities, resources and responsibilities.

· Ensuring the appropriate financial resources are made available for developing their employees.  This amount will be set as a percentage of payroll costs for their Service, the precise percentage to be agreed at corporate level each year.

· Working with line managers to provide advice on development and training opportunities, financial opportunities/constraints and any policies or procedures particular to their Service.

6.5 The Corporate Development and Training Unit is responsible for co-ordinating all aspects of employee development and training in support of service delivery  The unit operates predominantly from two main bases in Aberdeen and Fraserburgh.


Its main activities are:

· The provision of training (either directly or through sub-contractors/partners) arising from corporate initiatives or management requirements.

· Ad hoc advising on training need analysis, the development of training plans, training providers, training methodologies and venues.

· Providing a programme of development support accessible to all employees.

· Seeking and managing external funding for development and training.

· Contributing as members of working groups throughout the Council and beyond.

6.6
The Head of Development and Training is responsible for:

· Maintaining the Council's development and training strategy.

· Liasing with Service Directors/Heads of Service.

· Line managing the corporate development and training delivery to ensure best value.

· Supporting corporate management team in developing an appropriate Aberdeenshire Council culture and climate.

· Making recommendations to the corporate management team about the level of percentage of total income costs that the organisation ought to be investing in employee development and training based upon external research and analysis of best practice.

7.
TYPES OF DEVELOPMENT AND TRAINING 

7.1
Induction 

This encompasses both new starts and people changing jobs within the Council.

7.1.1
Initial impressions are formed during the first weeks of employment.  All employees should undertake a well-monitored induction process that includes information about Aberdeenshire Council, their Service, location and job.

7.1.2 All new permanent and temporary/fixed term employees with a contract of 12 months or more should attend a Corporate Induction Course as soon as possible and certainly within two months of commencing employment with the Council. These courses are provided by the corporate development and training team and publicised through ACCENT.

7.1.3 All other employees should be given the option of attending the Corporate Induction Course as soon as possible following commencement of their employment. 

In recognition of the various needs and circumstances of individuals and Services, a distance learning version of the Corporate Induction programme will be developed.

7.1.4
At local level, a checklist system should be operated for all new starts.  An example of what should be included on a checklist is attached as Appendix I.  Copies are available from corporate development and training unit. Whether or not a checklist is used, it is important that employees are aware of and accept mutual roles and responsibilities. An abbreviated format may be more suitable for temporary positions.

7.1.5 All Services should provide new starts with a service specific Welcome Pack which provides information about the person’s new post and location.  Assistance in the production of these welcome packs can be obtained from corporate development and training unit but the costs will be met from each Service. 

7.1.6 Induction programmes should reflect the Statement of Aims of the Council.

7.2 Job Related Competencies 

To provide the best possible service to the public it is essential that employees’ competencies reflect the aims and values of Aberdeenshire Council as well as the detailed knowledge of their own area of work (including compliance with statutory obligations for example Health and Safety). Services may wish to develop a standardised set of competencies for posts employing large numbers of people to assist to ensure that development and training needs are identified and addressed quickly.  In many cases, national occupational standards already exist from which relevant competencies can be selected.

7.3 Job Related Qualifications 

Assistance (financial and other) will be given to employees undertaking approved qualification-based courses. Assistance may be given for undertaking supported courses. Section eight outlines possible assistance available for all council employees. 

The Skillseekers initiative entitles employees of the Council under the age of 19 to participate in a training programme that attracts funding from Scottish Enterprise Grampian Ltd.  Training leads to the young person gaining a Scottish Vocational Qualification (SVQ) appropriate to their area of work.  The Skillseeker Programme is co-ordinated on behalf of the Council by the corporate development and training unit.

7.4
Development Beyond the Current Job Function

7.4.1
Future employability or promotion prospects may be enhanced, where budgetary provision and service requirements permit, by preparing employees for tasks, duties and responsibilities which extend knowledge and skills which (though relevant to current post) will be required to be exercised to a greater extent in a future post. Particular attention will be given to equal opportunities legislation including Sex, Race and Disability legislation.

7.4.2
As part of the Employee Development and Review Scheme (or Staff Development and Review Scheme), managers should be aware of their responsibilities in terms of monitoring the activities and tasks which employees become involved in to avoid jobs changing to the extent that regrading claims may be made particularly where it is unlikely that funding to support such a move is available.

7.5
Pre-retirement Training 

The Council will provide a corporate Pre-retirement Course which employees should have the opportunity to attend during their last 5 years of employment should they so wish.  This course will be organised by corporate development and training unit and publicised via ACCENT.

8.
METHODS OF DEVELOPMENT AND TRAINING

8.1
Development and training methods are varied and their use depends on circumstances, individual and organisational needs and finances.  They include the following: 


n-the-job coaching, mentoring and training.


Off-the-job training courses and seminars run in-house.


Off-the-job training courses and seminars run externally.


Access to learning resource centre materials.

· Day, evening or block release courses at local colleges or universities.

· Open and flexible learning programmes.

· Internally or externally run competency based SVQ programmes.

· Secondments.

Further details on any of these, or other, options can be obtained from the corporate development and training unit within Personnel and ICT. 

8.2
Line managers must agree and authorise employees’ participation/attendance at any such development activities prior to any event.  Support will normally be given unless this would result in operational difficulties.

9.
ASSISTANCE AVAILABLE

Generally speaking this falls into two areas: time and money. The level of assistance provided should be standard across the Council with all groups of employees. Particular attention should be given to the guidance within the European Working Time Directive and the Council’s own policies for overtime with a view to minimising potential difficulties and assisting to ensure a work: life balance.

9.1
Paid leave of absence

9.1.1 Employees authorised for study requiring day release will be allowed paid leave during working hours to attend sessions held as part of the course.  In addition, reasonable travelling time will be authorised where sessions commence during the working day, ie, half day/evening sessions.  No travel time may be claimed where the actual attendance time and travel time does not exceed 7.25 hours per day. 

Where day release forms an afternoon and evening session the student will not be entitled to claim pay for evening hours and will not receive time off in lieu if training is defined as being supported rather than authorised. 

9.1.2 For employees on flexi-time, normal day release, ie, morning and afternoon sessions should be recorded as a standard day, ie, 7 hrs 15 mins. (7.25 hours).  In the cases where the study is held over an afternoon and evening session, the employee will be deemed to “clock out” at 5.00 pm.  No allowance will be made under flexi-time arrangements for evening sessions. A claim for time to be credited for attendance and travel time in excess of 9.50 hours in any day must be authorised by line management.

9.1.3
For approved study, the Director/Head of Service will grant time off with pay subject to operational requirements, for the purpose of final revision prior to sitting examinations. The amount of time off will usually be limited to one days paid leave per examination up to a maximum of three days.  Any leave approved beyond that limit should be taken either as part of annual leave entitlement or as unpaid leave of absence. Subject to negotiation, these arrangements may also apply for supported study.

9.1.4
Where the examination, assessment or first resit for an approved course of study falls within normal working hours all employees will be entitled to time off with pay.  For supported training any time off for subsequent re-sits shall be taken as annual, flexi or unpaid leave.

9.1.5 Employees undertaking work towards the achievement of vocational qualifications shall be given reasonable paid time within working hours to carry out the work required in producing portfolios of evidence. This facility will also extend to employees undertaking assessor and internal verifier qualifications and in all cases shall be subject to the exigencies of the service.

9.1.6 Employees undertaking modular based programmes with continuous assessment shall be granted 0.5 days within working hours per 40 hour module in which to revise and prepare their submissions.  This shall be subject to operational demands.

9.1.7 In cases where the study involves a residential element appropriate reimbursement of reasonable expenses will be made.  (Reference should be made to Aberdeenshire’s Travel and Subsistence Policy.) No time off or payment in lieu will be granted for attendance at a residential weekend unless it forms part of an authorised programme of support.

9.2
Financial Assistance

9.2.1
Subject to the production of valid receipts, employees participating in approved training and/or developments are entitled to the following from their Service’s training budget:

· Course fees and other approved educational expenses.

· Travelling expenses.

· Out of pocket expenses incurred at residential training courses in accordance with current rates.

9.2.2
It should be noted that applications would generally only be considered for one year at a time. There is no automatic commitment on the part of Aberdeenshire Council to contribute towards future years’ study.

9.2.3 Where textbooks are purchased in connection with a course of study and employee requests part reimbursement, an invoice or receipt must be produced before any such reimbursement can be made. For supported training where such reimbursement is requested 50% of the purchase price will be provided. In return the Service may request that the textbook be retained within the Service as a resource once the employee has completed their course of study. Textbook reimbursement will normally come from Service training budgets. For approved training 100% of the purchase price will be provided with the same conditions of retention applying.

9.2.4
Support provided by the corporate development and training unit is generally provided “free of charge” to Council employees.  However, a penalty of £50 per day may be raised against the Service should delegates fail to give reasonable justification for non-attendance at an event once they have confirmed their acceptance of a place. Reasonable justification can include sickness, pre-booked leave, bereavement etc but it is not expected to include flexi-time.

9.3
Repayment of Expenses

9.3.1
This section outlines the circumstances under which the Council reserves the right to claim repayment of all or a proportion of expenses paid to employees during a course of study.

The policy extends across all employee groups and applies to all training and development activities where there is a potential cost implication to the Council in excess of £500 over the period of the activities. The policy covers circumstances where courses are not completed or where employment terminates either by resignation or under the Council's disciplinary procedure.  This will apply both when the termination is during the period of study or for a period of up to two years following completion of the activity (in accordance with Repayment Undertaking Form – Appendix IV).

9.3.2
While this part of the policy extends to all employees, each case will be considered in light of its own particular circumstances.


Circumstances that impact on the decision include:

· Premature termination of employment due to redundancy or ill-health.

· Where an employee has been unable to complete a course of study due to the exigencies of the service, illness or exceptional personal circumstances.

· Where an employee has been instructed by the Council to undertake a particular course of study.

Care must be taken to avoid any form of direct or indirect discrimination.

9.3.3
In normal circumstances, any expenses being reclaimed will be deducted from the employee's salary/wage or termination payment.  Notification of sums to be deducted will be given in advance.

9.4
Other Financial Assistance

There can be other forms of support available provided by other organisations for example Scottish Enterprise Grampian Ltd.  This currently includes Individual Learning Accounts (ILA’s) available to those over 18 and living in Scotland.  Eligible employees may be able to access £150 discount off the cost of training for an initial outlay of £25 of their own money.  Thereafter a range of discounts of 20% and 80% can be accessed to help with further learning and training.  Further details on ILA’s can be obtained either from Scottish Enterprise Grampian Ltd in Aberdeen or via the Employee Development and Learning Centre. However, costs for approved training will be met entirely by the Council.

10.
SUPPORTING PROCESSES

10.1
Identifying Development and Training Needs

Development and training needs arise at different levels (eg, individual, team, Service and organisation) and at different times. 

It is expected that individual needs will be identified in a formal and regular manner through the implementation of the Council’s Employee Development and Review Scheme (EDRS).  Other needs arise on an ongoing basis and it is recommended that opportunities to address these needs be considered whenever they are identified.

10.2
Employee Development and Review Scheme (EDRS)

10.2.1
Aberdeenshire Council’s EDRS is being introduced throughout the authority.  It aims to provide a framework whereby employees are given the opportunity to ensure job satisfaction and consider career development through:

· An entitlement to regular review of their skills and abilities.

· A chance to discuss current performance.

· The opportunity to identify needs for continued development.

10.2.2
The scheme includes the following aspects:

· The identification and agreement of key areas of a person’s job.

· Reflection on the achievement of previously agreed tasks and responsibilities.

· Identification and agreement of individual tasks and responsibilities for forthcoming periods.

· Identification and prioritisation of development and training needs.

· Identification of how to address identified needs.

Further details on the scheme can be obtained from the corporate development and training unit.

10.3
Nomination Procedure

All employees wishing to take advantage of training and development opportunities will require appropriate authorisation.  The nomination procedure to be followed will be:

10.3.1
Internal Training Provision
Nominations for individuals to attend training organised by the corporate Development and Training Unit should be forwarded to the Unit, using an Internal Course Application Form (copy at Appendix II).  All applications will be acknowledged and places will be allocated on courses on a first come first served basis.  Delegates will be offered a place on the first available date before the event and required to confirm attendance in advance.  Joining instructions will be communicated directly to each participant prior to attendance. Block booking requests are for groups of individuals are welcomed in whatever formats the Service considers relevant.

10.3.2
External Training Provision – Further and Higher Education

Nominations to attend further or higher education courses at colleges or universities should be forwarded to the corporate Development and Training Unit, using a FE/HE Enrolment Form (copy at Appendix III).  This form is acceptable, in the first instance, by most local colleges and universities.  For courses being attended outwith the area a fully completed college/university application should accompany the FE/HE Enrolment Form.

Employees will also be required to complete an Undertaking Form.  It will be the responsibility of the Head of Service or nominated officer to ensure the Undertaking Form is issued to and completed by the employee.  The form should be retained on file within the employee's service and details entered in the appropriate section of the EMIS system (once created).

10.4 Failure to Attend Training Events

Considerable inconvenience and cost can be incurred when participants fail to attend training events both internally and externally.  To minimise this, nominated employees are requested, wherever possible, to give at least five working days advance warning of non-attendance for in-house events, or to comply with the booking conditions for externally run events.  As outlined previously, a non-attendance penalty may be incurred where reasonable justification is not given for non-attendance at events organised by the corporate development and training unit. This penalty will be levied against the Service.

10.5 
Training Records

It is essential not least of all for legal reasons that records are kept within Services for all training activities undertaken by employees.  A typical record will include information on the employee, the date(s) of the activity, details of the activity, who provided the activity, the full cost of activity, qualification outcome (if any) and an evaluation of the activity (see section below). Care should be taken to ensure compliance with relevant Data Protection legislation.  Further guidance can be obtained from the ICT team within the Personnel and ICT Service.

The Council is currently working on the introduction of a computerised Personnel Record keeping system (EMIS) to which all services will have access.  Once this system is operational all employee training records should be kept on this system in a corporately agreed format.

10.6
Evaluation of Development and Training Activities

It is imperative that the Council evaluates the investment in training and development to assess achievement and improve future effectiveness.  This will be achieved if the following procedures – as outlined at 6.3 – are adopted:

· An agreement between employee and line manager prior to the event on learning outcomes expected from the training event (this might arise through Employee Development and Review Scheme meeting or other meeting as outlined at 6.3).

· Links are made to the contribution of training and development activities to the Services’ achievement of its goals, targets and performance indicators.

· An immediate evaluation at the end of the event to check if initial learning outcomes were met.

· A follow-up evaluation some time after the event to ascertain if the initial learning outcomes have been transferred to the workplace and whether attendance at the training event has led to a change in work performance/behaviour which has benefited the individual and the organisation (this might again be taken as part of an EDRS meeting).

· Senior management are made aware of the outcomes of such evaluation so they have an understanding of the costs and benefits of training and development activities.

· Action takes place to implement improvements to training and development identified as a result of evaluation.

· Senior management's continuing commitment to training and development is demonstrated to all employees.

Appendix I

EMPLOYEE INDUCTION CHECKLIST

	Name
	Service
	Payroll No.
	Start Date

	
	
	
	


Pre-Appointment
[To be signed by manager responsible for interview]

	
	Initials
	Date

	Provide general outline to Council and Service structures
	
	

	Provide job description
	
	

	Provide travel expenses claim form
	
	

	Check details of qualifications, birth certificate, documentation in relation to Asylum & Immigration Act 1996 (where relevant)
	
	

	Check outcome of any medical appointment (where appropriate)
	
	

	Complete appointment form for contract of employment
	
	


Pre-Start
[To be signed by manager responsible for appointment]

	
	Initials
	Date

	Letter to include :-
a) Date and time of arrival

b) Where to report

c) Who to report to
	
	

	Ensure adequate work accommodation where appropriate
	
	

	Inform work colleagues of the new start's arrival
	
	

	Any departmental specific information which may be appropriate
	
	


During Day 1

[To be signed by employee]

	
	Initials
	Date

	General Introductions :-
a) to line manager

b) to immediate colleagues
	
	

	Issue of Welcome Pack (where available) and explanations of the following areas :-

· Organisational structure of Service

· Functions of Service including aims and objectives
	
	

	
	
	

	
	
	

	Duties of Post :-

a) Job description

b) Explanation of short / long term job expectations

c) Any equipment ( including protective clothing)that should be used

d)Arrangements for training in equipment (where appropriate)
	
	

	Identification of the following:
a) Fire Exits / Assembly Points

b) Fire alarms / extinguishers / hoses 

c) Toilets

d) Canteen facilities

e) First Aid room / box /accident book/ appointed person

f) Photocopiers and other relevant equipment etc.


	
	

	Information including:-
a) rules on telephone and Internet use (where appropriate)

b) parking arrangements

c) notice-boards etc.
	
	


During Week One

[To be signed by employee]
	
	Initials
	Date

	Holiday entitlements and arrangements (give out holiday application slip)
	
	

	Application of Flexitime scheme, if appropriate, and general information about timekeeping
	
	

	Information about sickness procedures and notification
	
	

	Information about relevant allowances such as travel & subsistence etc.
	
	

	Information about any local working procedures which are relevant e.g. Team Briefings etc.
	
	

	Security Arrangements including :-
a) ID Card issue

b) Computer Password issue

c) Data Protection 

d) Key issue (where relevant)

e) Access codes

f) Responsibilities


	
	

	Trade Union membership information
	
	

	Booking on corporate induction course
	
	

	Information on disciplinary and grievance procedures and how to access other Personnel policies
	
	


I confirm that all relevant topics contained in this checklist have been satisfactorily completed and discussed.

	Employee [BLOCK CAPITALS]
	
	Start Date
	

	Service and location
	

	Employee [Signature]
	
	Date
	

	Line Manager / Supervisor
	
	Date
	


	MENTOR MEETING
	(Usually within 2 weeks of starting)
	Date
	

	Mentor [Signature] 
	
	Date
	

	Employee
	
	Date
	


Training Application Form

[image: image1.wmf]Your Training Needs…

	Course (s) applied for

……………………………………………………….
	Course date (s) (if known)

………………………………………………………...




NB  If you are applying for Pre-Retiral please tell us the date you plan to retire  …………………

Your Details  (Please print clearly)

First Name

Last Name


Job Title


Contact Address 

Payroll No  ((((((((((
Postcode

(


E-mail


Signature

Date


NB  Forms without a Payroll Number cannot be processed

	Geographical Area in which you are based
	Service
	Gender

	Marr


(
Formartine

(
Kincardine & Mearns
(
Banff & Buchan

(
Buchan


(
Garioch


(
Aberdeen

(

	H & SW
(
P & Env S
(
P & ICT

(
E L & L
(
L & A

(
T & I
(
Finance


(
CE

(

	Male
(
Female
(


Authorisation- to be completed by Line Manager/Supervisor

I agree to the applicant’s release from duties to attend this course(s).

Name

Designation


Signed

Date
 

To ensure that your training is beneficial to you and your service we require you to complete the training needs section of this form.
Was this training identified through EDRS/PDRS?

Yes  (
No  (


What do you hope to achieve by taking part in the above training event? 

Will this course contribute towards continuous professional development?
Yes  (        No (
How will the training event benefit….

You


Your Service ……………………………………………………………………………………………………...

How will it effect the services you provide to the public?
Special Requirements….

Do you require any assistance when attending training courses?


Yes 
(
No
(


Please (appropriate boxes:
Wheelchair Access
(
Hearing Difficulties  (

Visual Impairment  
(

Other
(
(Please state)

(Please include special dietary requirements)


Course Location…

Courses are run in various locations

Please rate your preferred choice of locations with 1 being first choice


Aberdeen
(
Fraserburgh
(
Huntly
(
Inverurie
(




No ICT Training in Inverurie

When we receive your application, we will acknowledge its arrival at the Training Centre with an acknowledgement email/postcard.  We will aim to get you on your chosen course as soon as possible.  When a space has become available, we will offer you a place generally giving 4 weeks notice.  Following your acceptance we aim to provide you with details of the course and location one week before the event.  Please return this form to:

Aberdeenshire Council Employee Development & Training,

Woodhill House Annexe

Westburn Road

Aberdeen

AB16 5GJ

The information from this form will be held on a computer database system.  This data will be processed in compliance with the Data Protection Act 1998.
Appendix III

APPLICATION FORM FOR P/T FURTHER AND HIGHER EDUCATION ENROLMENT

COLLEGE / UNIVERSITY: - 



EMPLOYEE DATA: - Name:


Date of Birth: 


Age: 


Skillseeker:  Y / N*
* Delete as appropriate
Payroll No.:


Service
: 

Job Designation: 


Work Address:


Work Tel No.:


Home Address:






Home Tel No.: 


Cost Centre from which course is to be paid:


(College fees are billed centrally)

Qualifications already held (New entrants only) e.g. SCE; SCOTVEC, Scottish Qualifications Authority etc. (include SQA/SCOVEC RET. No. if any)

Previous attendance at part-time classes:-

SESSION
COURSE or SUBJECTS AND STAGE
PASS / FAIL

	
	
	

	
	
	


SESSION:
/
Details of course of study:-

	Course
	Subjects
	Stage
	Day & Time
	Course Ref. No.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Signed:- 

Date:- 


(


MANAGEMENT AUTHORISATION:-
I can confirm approval has been given for this applicant to attend day / evening classes.

Signature:- 

Tel No.:- 


Designation:- 

Date:- 


PLEASE RETURN THIS FORM TO

ABERDEENSHIRE EMPLOYEE DEVELOPMENT & LEARNING CENTRE;

WOODHILL HOUSE ANNEXE; WESTBURN ROAD; ABERDEEN; AB16 5GJ.

TEL. 01224-665700; FAX 01224-665777
Appendix IV

RECOVERY OF TRAINING EXPENSES  - EMPLOYEE UNDERTAKING

(Relates to all employees receiving financial assistance whilst studying for part/full time or distance learning courses of study)

I, (Insert Name)

hereby agree that in the event of: - 

· my voluntarily leaving the employment of Aberdeenshire Council

· me not completing a course funded by Aberdeenshire Council

 to inform (Insert name of person with training budget responsibility within Service) of the date of leaving (where appropriate) and to repay to the said Council the proportion  (1)  of all financial assistance paid to me or on my behalf for post entry training during the period to 

 (2) I understand that repayment may be deducted from my salary.

1.
"The proportion" being calculated on a monthly basis for two years after each actual payment e.g. if you leave the Authority twelve months after payment is made then fifty per cent of that amount has to be paid.

2. The date will be the expected date of completion of the course of study embarked on to allow for additional payments to be added throughout the period.

[image: image2.wmf]Signed 

Date





Please refer to the following extract from the employee development and training policy, strategy and procedures: - 





“9.3.2	While this part of the policy extends to all employees, each case will be considered in light of its own particular circumstances.





	Circumstances that impact on the decision include:





premature termination of employment due to redundancy or ill-health


where an employee has been unable to complete a course of study due to the exigencies of the service, illness or exceptional personal circumstances


where an employee has been instructed by the Council to undertake a particular course of study.”





Care must be taken to avoid any form of direct or indirect discrimination.
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