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All staff working for, or on behalf of, Kingston & Richmond
CCGs.
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This policy sets out the principles by which Kingston &
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Kingston & Richmond CCGs’ Learning & Development Policy
1.

Introduction

Kingston & Richmond Clinical Commissioning Groups (‘the CCGs’) are committed to being
organisations that will attract, recruit and retain an engaged, skilled and experienced staff
who work together to continuously improve the quality of the services we commission.
The CCGs will ensure that they provide an interesting place for staff to work and learn. The
learning and development policy will ensure that personal and professional development is
an essential element in developing the CCGs and their workforce to meet future
organisational challenges and improve performance whilst ensuring that staff are motivated
and staff turnover remains low.
Creating a sustainable workforce which will need to be flexible and adapt to new ways of
working is key. The CCGs need to ensure that people with the right skills are in the right jobs
and that staff are appropriately trained and have access to learning and development. The
CCGs will also support the health and wellbeing of the existing workforce and prepare them
to meet future requirements.
The CCGs are committed to continually improving the opportunities available to staff to
enable them to reach their full potential. To fulfil this commitment, the CCGs have a robust
and systematic approach to the planning and prioritisation of learning needs, ensuring these
needs are linked to the CCGs’ corporate objectives, focusing on delivering the best patient
care.
2.

Purpose

This learning and development policy describes the responsibilities of individual staff and
their line managers in implementing key aspects of the appraisal process, and is intended to
guide all individuals in meeting their learning and development requirements and
responsibilities.
3.

Scope

This policy applies to all substantive employees of Kingston & Richmond CCGs, including
staff who have a contract for services and are deemed to be delivering critical CCG
business.
3.1.

This policy should be referred to during the following activities:

a.
b.
c.
d.
e.

Undertaking the annual CCG appraisal process;
Devising personal development plans (PDP);
Setting personal objectives;
Providing evidence of competency achievement to meet PRS requirements;
Applying for and approving study leave and/or funding for external
study/development;
Allocating and prioritising resources for learning activities;
Devising annual training plans;
Evaluation of learning.

f.
g.
h.
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3.2.

Access and equality

Kingston & Richmond CCGs are committed to:
a.
b.
c.

Ensuring learning and development opportunities are provided for all staff;
Ensuring resources for learning and development are distributed fairly, appropriately
and in a timely, cost effective manner;
Meeting different learning styles and needs.

The learning and development budget will be allocated to teams proportionately based on
the substantive headcount of the team.
3.3.

Balancing requirements

The CCGs aim to provide or commission learning and development activities that balance
the requirements of:
a.
b.
c.
d.
e.

Statutory and mandatory training;
Minimum essential professional requirements;
Continuing professional development;
Role essential requirements to meet the CCG’s strategic aims and operational
targets;
Individual and personal aspirations for development.

4.

Definitions

4.1.

Continuous professional development (CPD)

The systematic maintenance, improvement and broadening of knowledge, skills and the
personal qualities necessary for the execution of professional and technical duties
throughout the individual’s working life.
4.2. Development
Growth and the realisation of potential. Development is a longer term investment, providing
people with a framework that enables them to benefit from learning opportunities in a way
that helps the employee personally in their current role and future career.
4.3.

Statutory and mandatory training

Training that is required by legislation, policy and by external regulating bodies.
4.4.

Appraisal process

The appraisal process provides a framework which supports personal and career
development. The framework is entirely generic and covers all staff groups, roles and levels.
4.5. Learning
An end result or outcome, defined as a change in perspective or capability, (behaviour,
knowledge or attitude), whether of individuals, teams, or the organisation as a whole.
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4.6. Training
The acquisition of skills to a set standard, through instruction and practice, and takes a short
term approach. It is usually concerned with improving capability of how something is done
and covers business, technical and professional knowledge and skills.
4.7. Training provider
Individual, group or body providing a learning or educational experience or programme.
5.

Duties and responsibilities

5.1. Staff
All staff are responsible for:
a. Self-assessment of their achievements and competencies against their CCG job
description and person specification, and where relevant the professional
requirements of their role, in order to inform their personal development plans;
b. Discussing learning and development achievements, progress and needs at their
annual and six monthly appraisal meetings and at one to one meetings throughout
the year with their line manager;
c. Agreeing an annual personal development plan with their line manager;
d. Being proactive in accessing and identifying learning opportunities available to them;
e. Attending and completing all required elements of study days and courses providing
feedback on the quality and effectiveness of learning activities;
f. Maintaining and providing evidence of learning at annual and six monthly appraisal
meetings, ensuring all required mandatory training is completed;
g. In the event that non-completion of training results in a cost to either CCG, the
employee will be required to pay the amount in full. In the event that a group session
is cancelled through non-attendance then a charge back to the individual could also
apply.
5.2.

Line managers

Line managers are responsible for:
a. Ensuring that all staff have equal access to learning and development opportunities;
b. Ensuring all new staff complete the CCGs’ corporate induction on, or as near to
the first day of their employment as is possible, and local induction within one month
of commencing employment at either CCG. The completion of any relevant local
induction should be reported to the OD team. Please see the CCGs’ induction
process for further information;
c. Holding regular discussions and reviews with staff on their learning and development
progress within the context of the CCGs’ annual appraisal process;
d. Agreeing an annual personal development plan with all staff and providing support to
meet this plan;
e. Ensuring all staff complete any booked training or cancel these in a timely
manner if no longer required;
f. Ensuring the release and attendance of staff for mandatory training. If in exceptional
circumstances staff are unable to attend, ensure courses are rebooked and the
course is completed in a timely manner;
g. In conjunction with the director of corporate affairs, considering and approving
applications for study leave and funding, or providing rationale for applications not
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approved, and ensuring staff development activities fall within the annual allocated
budget.
h. Working with the OD team to collate information from personal development plans
and using this to inform training plans;
i. All managers will be offered training to ensure they have the skills and knowledge to
undertake effective annual staff appraisal and support staff in constructing a personal
development plan.
5.3.

Executive Management Team

The CCGs’ Executive Management Team is responsible for:
a.
b.

Promoting a culture of continuous learning including when mistakes are made;
Review analysis from audits, complaints, incidents and serious incidents
using the learning from this to make recommendations and inform strategic direction
for learning and development within the CCGs;
c.
Ensuring all staff are meeting essential training, minimum essential professional
training and role essential requirements;
d.
Ensuring staff training budgets, where applicable, are set to meet CCGs’ training
plans and are managed appropriately;
e.
Creating opportunities for the provision of high quality practice/work based learning;
f.
Applying the CCGs’ appraisal process to all staff and reporting information
on completion of the review process as required;
g. Ensuring that progress is being made against the CCGs’ organisational
development plan.
5.4.

Organisational Development (OD) team

The OD team is responsible for:
a. Producing the annual CCG training requirements from the training needs
analysis via personal development plans;
b. Managing the learning and development budget and allocating training
budgets to each CCG team based on substantive headcount;
c. Making progress against the OD plan and updating this regularly;
d. Utilising the personal development plans to produce an annual schedule of
learning and development for the CCGs;
e. Responsible for the collation of evaluation and quality assurance for all
training arranged through the OD team;
f. Monitoring and recording of all mandatory training;
g. Timely reporting of learning and development activities to the Executive
Management Team (EMT);
h. Managing and supporting the CCGs’ appraisal process;
i. Seeking to provide a wide range of learning opportunities to meet all staff
learning needs and overall CCGs’ objectives;
j. Providing programme administration, (learning & development course
booking and confirmation, including providing course materials, registers and
evaluation forms);
k. Maintaining central electronic records concerning CCG training activities and
attendance for training delivered;
l. Providing clear information on available internal and external training
resources for auditing purposes;
m. Providing regular reports about uptake and non-attendance to managers and
EMT;
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n. Building partnerships with professional bodies and education providers,
informing future development of training provision
o. Providing evidence of the effectiveness and value for money of CCG external
learning activities.
p. Ensuring robust records are kept of all learning and development activities
undertaken within the CCGs;
q. Producing, in conjunction with the CSU, an annual training needs analysis
using the information from individual personal development plans;

5.5.

Training providers

The training providers are responsible for:
a. Providing high quality learning experiences for CCG staff;
b. Ensuring staff are aware of the expected learning outcomes and content for training
sessions prior to commencement;
c. Attendance list and evaluation forms to be completed on the day of training and
submitted to the OD team within three days of completion of courses.
d. Providing effective information about learning programmes for the OD team
to promote on the intranet and via posters, flyers and other media where necessary;
e. Evaluating every training course/activity to ensure effectiveness of the
provision with appropriate learning;
f. Keeping themselves up to date with subject matter and learning and teaching
methods;
g. Where an accreditation is applicable trainers must be able to demonstrate
valid accreditation and demonstrate that they are competent to do so;
h. Producing a training schedule which demonstrates how training provision will meet
requirements of the CCG corporate objectives.
Examples of training providers include the NHS Leadership Academy, Health Education
England and South East Commissioning Support Unit.
6.

Identifying learning & development needs and training compliance

Learning and development needs will be identified via a CCG training needs analysis (TNA),
the process is described in detail below:
6.1.

Staff members identify, with their line manager, their learning needs through the
appraisal process, normally conducted annually between March
and May. A six monthly review of progress will also be undertaken.
Examples of training and learning opportunities could include coaching, mentoring,
work shadowing and placements.

6.2.

CCG managers complete an annual personal development plan with their staff which
is returned to the OD team and processed into a CCG learning and development
requirement.

6.3.

The CCGs’ training requirements are produced by the OD team that address
statutory and mandatory training, minimum essential professional requirements,
continuous professional development and role essential requirements.

6.4.

The CCGs’ training requirements are approved by the Director of Corporate Affairs
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with a paper submitted to EMT. This will determine allocation of resources to training
activities and the content and format of the training schedule.
6.5.

All CCG statutory and mandatory training will be recorded on Workforce, the CCGs’
training database.

6.6.

CCG employees who do not complete their statutory and mandatory training may
face disciplinary action.

7.

Study leave

7.1.

All staff should be given sufficient time to complete the CCGs’ induction programme,
the necessary e-learning modules and study leave to meet statutory and mandatory
training, minimum essential professional requirements, continuous professional
development and role essential requirements.

7.2.

Study leave is granted at the discretion of the line manager and will only be allowed if
statutory and mandatory training requirements have been fulfilled. For study leave to
be considered, the learning must meet one of the following criteria:
•
•
•
•

It helps meet the CCGs’ corporate objectives;
The learning is essential to enable the employee to carry out their duties;
The activity has been identified within a personal development plan;
The learning option is affordable.

8.

Funding for external courses

8.2.

All staff must complete an application for funded courses. Study leave and funding
approval should be obtained from the relevant line manager and agreed within the
employee’s personal development plan, prior to final approval by the Director of
Corporate Affairs and one other member of the executive management team.

8.3.

As professional training courses can be expensive, both financially and in
respect of time commitment, the CCGs also expect a commitment from the employee
to remain in employment with the CCG for 12 months following completion of the
course and/or exam. Failure to remain within the employment of the CCG for less
than 12 months following completion of the course and or last examination will result
in the employee being requested to pay the full amount funded.

8.4.

Non-attendance for external courses or learning activities will be reported to the
member of staff’s line manager requesting the cancellation fee if applicable. In the
event that non-completion results in a cost to either CCG the employee will be
required to pay this amount in full.

8.5.

It is at the manager’s discretion to authorise leave for examinations for employees
undertaking external courses. The employee should provide their line manager with
evidence of such examinations prior to approval.

8.6.

Individuals seeking reimbursement of learning and development expenses should
claim travel and related expenses in the usual way via Workforce. All claims for travel
and subsistence must comply with the appropriate terms and conditions. Funding
cannot be guaranteed if approval is sought retrospectively.
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8.7.

Any staff member who feels they have been treated unfairly by refusal of study leave
funding for an external learning & development activity should refer to the CCGs’
grievance and disputes policy.

8.8.

As direct support for good practice, staff undertaking external study must share key
learning points from their development. As a guide, the following options are usually
beneficial:

a. Brief colleagues on key learning points in team meetings;
b. Provide copies of useful material, (subject to permissions), for interested colleagues;
c. Provide feedback on the overall value of the study for the team, as this
helps guide future participants towards appropriate opportunities;
d. In accepting study support, employees undertake to complete the course of study
and any associated assessments in full.
8.9.

The CCGs will ensure systems and processes are in place to obtain external funding
where possible.
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