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BIRMINGHAM HEARTLANDS AND SOLIHULL NHS TRUST (TEACHING)

TRAINING & DEVELOPMENT POLICY

1.
INTRODUCTION

This document sets out the Trust’s policy outlining its intent for staff to receive and access appropriate training and development support whilst in the Trust’s employ.

It is recognised that a culture of learning and development will better equip the organisation to meet the challenges of a modern and progressive health service, and to assist in the delivery of key objectives.

A core objective for the Trust is to ‘help all staff achieve their potential’, this policy aims to assist individuals, departments and the organisation in carrying out development which captures best practice, maximises learning opportunities, gives best value for money and recognises the value of all learning. 

As a teaching Trust, we have a responsibility to ensure that staff receive the development they need to fulfil their personal and professional commitments whilst in our employ, and to meet their obligations under CPD, whatever their role or position.

This policy should be read in conjunction with the Trust Employee Appraisal Policy.

2.
AIMS OF THE POLICY

The aim of this policy is to guide and assist staff in the promotion and management of learning and development, and to highlight the individual responsibilities associated with those actions. 

This policy will also provide guidance on balancing individual and departmental development needs, provide a mechanism for linking individual and organisational development, and provide the mechanism to assist managers in evaluating learning.

3.
SCOPE OF POLICY



This policy is applicable to all staff, including contracted and voluntary staff. The Trust expects external agencies, working on its behalf, to demonstrate a positive commitment and attitude towards learning and development. This will be reviewed in Service Level agreements and contracts.


Additional guidance on the procedure for study leave for Medical staff can be found in Appendices 1 and 2.

4.
CONTINUING PROFESSIONAL DEVELOPMENT  (CPD)

CPD is defined as, learning activities that update existing skills. CPD requirements should be identified on the basis of the needs of individuals, within the context of the needs of the organisation and patients.

The main vehicle for determining CPD needs will be appraisal and personal development planning, which will identify the action required for continued competence and revalidation/re-certification.

In parallel with national lifelong learning and CPD strategies, the Trust is moving towards a culture of protected learning time for all staff groups whereby staff will have entitlement to access training and to be guaranteed to attend such training except in extreme circumstances. Therefore, where possible, protected time for learning and development should be discussed and agreed during appraisal and personal development planning.

5.
ROLE OF THE MANAGER IN DEVELOPMENT 

It is your manager’s responsibility to create an environment where learning can be facilitated and applied. They will be responsible for managing and promoting learning and development in each directorate or department.

The main vehicle for managing and promoting development is appraisal and personal development planning (PDP). This process assists in the alignment of business and individual needs, provides an opportunity to give and receive feedback, creates a forum for exploring staff’s personal aspirations, and records the actions that will be required to achieve the above.  Managers can access development and training in Appraisal Skills through the Appraisal Skills course available through the Training and Development department.

Appendix 4 provides a guide for managers outlining the key responsibilities for actions for consideration at each level.

6.
ROLE OF THE EMPLOYEE IN DEVELOPMENT

Members of staff have a responsibility to take an active role in their own development. This includes raising self-awareness, inviting feedback from others and helping to mould and shape personal development. 

Appendix 5 outlines the main responsibilities for staff within the explanations of the following headings:


1.   Identify development needs

2.   Establish development activity

3.   Identify personal and organisational gains

4.   Plan approach

5.   Implement plan

6.   Evaluate learning

7.    EQUALITY OF ACCESS
All staff must be given appropriate equal access to learning and development.

Where opportunities such as conferences, seminars or courses exceed normal contracted hours, financial reimbursement or time off in lieu must be discussed and agreed before booking the event in order to avoid confusion.  However, it is expected that employees will contribute an element of their own time to training and development activities.

Recognising the limitation on resources it may be appropriate or necessary in some cases to rotate the release of staff for e.g. attendance at conferences.
8.     FUNDING/TIME OFF
       Depending on the development opportunity, funding may be required. 
The granting of time and financial support for Training and Development activity is discretionary – but will not be unreasonably refused to those eligible to apply for it.


It is the responsibility of budget holders to ensure that any costs, time off and any consequential back fill arrangements associated with learning and development be met from existing budgets, prior to agreeing the development event.   Corporate or financed activities will naturally be exempt from this.

Associated development costs can be split into two areas:

Direct costs: 
Course and/or examination certification fees, travel expenses, residential fees, textbooks and other resources.     


Indirect Costs:
Staff cover, time away from work, redistribution of work to other members of staff, time off in lieu.


A guide to calculating financial support can be found below, however each case should be considered separately as it will not always be clear which category development opportunities fall into. 

	Category
	Level of Funding

	Essential

Beneficial

Desirable 
	100%

75%

25-50%




In determining the category of Essential (E), Beneficial (B), or Desirable (D) training, managers must consider the employee’s role, organisational needs, and individual development needs.

8.1  Reimbursement of fees and expenses
       


It is accepted best practice within the Trust to ensure that payments for course or conference fees, accommodation (where possible), examinations etc should be invoiced to the Trust and addressed to the Employee Services Department. If this is not possible, then the manager must notify the employee services department to arrange for a manual payment to be made, and complete the appropriate section on the study leave form (Appendix 6).

The study leave form in Appendix 6 must be completed where there are any costs to be incurred. Fees for resit examinations, and any associated travel, subsistence or professional registration will not normally be reimbursed.

Any claim for fees/expenses must be made on a ‘Claim for Expenses and Allowances’ form (Appendix 7)

8.2  Leaving the Trust’s employment

Staff who leave the Trust’s employment voluntarily, prior to or within 12 months of completing a course, may be required to repay the course expenses they have claimed and been paid. The completion of the course is defined as the last official date of attendance, or the last examination.

Repayment applies to all courses that represent a significant investment by the Trust – for example MBA’s or professional qualifications. It does not apply to short courses, conferences, seminars etc.

Repayment of course expenses will not apply to any statutory training a member of staff is required to undertake, in order to perform specific duties or operate certain equipment as part of their job.

The sum to be repaid will cover expenses relating to course and examination fees and will be paid at the date of termination of employment, unless otherwise agreed with Employee Services Department.  Payment will be calculated on a pro rata basis and notified to Employee Services by the Manager using Appendix 8.  

The amount to be repaid will be deducted from the member of staff’s final salary.  However, where sufficient notice is given, deductions can be spread across all remaining payments, provided the Employee Services Department is notified in time.

It is recognised that some staff may have to voluntarily leave the Trust’s employment due to events outside of their control e.g. relocation of family or additional caring responsibilities.  Managers should take account of these extenuating circumstances and if appropriate, waive the requirement to repay course expenses.

8.3 Employee contribution towards costs

When employees will be making a contribution, the form contained in Appendix 9 must be completed. The employee can make their contribution direct to the organiser, or subject to Employee Services agreement, have their contribution deducted from their salary.  


8.4 Withdrawal of funding or request for repayment of funding

The Trust recognises that supporting applications for study leave and expenses is an investment for the future. Managers, on behalf of the Trust, may at an appropriate time reassess the level of funding and where necessary make adjustments including the request for repayment of funding.  This may occur where performance has become poor or inappropriate, or the employee has prematurely ceased attending or withdrawn from the course.


9.    STUDY LEAVE APPLICATIONS 

A study leave form (Appendix 6) must be completed where direct costs are to be incurred. The form must be completed by the member of staff requesting the study leave and countersigned by their line manager (and budget holder if not the same).

The member of staff, and line manager, retain the white and yellow copies respectively, with the blue form forwarded to Employee Services Department. 

10.    MONITORING AND REVIEW
The implementation of all aspects of this Policy will be monitored and reviewed by the Human Resources Department. 

11.
ADDITIONAL GUIDANCE AND SUPPORT
There are a number of departments across the Trust offering a range of development activities. These departments are able to offer support, advice and guidance (e.g. Human Resources, Training & Development, IT, Practice & Professional Development, Occupational Health). 

12.  
APPEALS

Any concerns regarding the interpretations or implementation of this Policy, which cannot be resolved via a discussion with the relevant line manager, and after which the employee remains dissatisfied, can be raised through the Trust’s appeals procedure.

12.1
In cases where Study Leave at the study time and or financial support are refused, the employee should raise their concerns with their line manager. If they are unable to resolve the matter, the employee can appeal against the decision to the next level of manager the decision of whom will be final.










APPENDIX 1

BIRMINGHAM HEARTLANDS & SOLIHULL NHS TRUST (TEACHING)

GUIDELINES FOR STUDY LEAVE - SENIOR MEDICAL STAFF (CONSULTANTS, SENIOR HOSPITAL MEDICAL OFFICERS, ASSOCIATES SPECIALISTS, STAFF GRADE DOCTORS AND HOSPITAL PRACTITIONERS).

1.
INTRODUCTION

1.1 Birmingham Heartlands and Solihull NHS Trust (Teaching) recognises the need for senior medical staff to continue their medical education within the framework laid down by the respective Royal Colleges and the re-validation requirements.

1.2
This includes the approval of study leave requests.  The following procedure will clarify the arrangements that apply in such cases.

2. STUDY LEAVE: TERMS AND CONDITIONS

Professional and study leave includes:

· Study, usually but not exclusively or necessarily on a course or programme;

· Research;

· Teaching;

· Examining or taking examinations;

· Visiting clinics and attending professional conferences;

· Training

· For consultants – a consultant may be allowed professional or study leave for approved post-graduate purposes, Subject to the training need having been identified in the Consultants Personal Development Plan.
· Leave with pay with expenses will, where approved be granted, within a maximum of 30 days (including off-duty days falling within the period of leave), in any period of 3 years for professional purposes within the United Kingdom.

Professional or study leave will normally be granted to the maximum extent of 30days, consistent with maintaining essential services, in accordance with the recommended standards. Study leave may exceptionally be granted, where the Trust, at their discretion, approve and grant professional or study leave in the United Kingdom above the recommended period of 30 days maximum, with or without pay and with or without expenses or with some proportion of.

3. CONDITIONS

For professional and study leave the following conditions shall apply:

(i) where a consultant is employed by more than one NHS organisation, the leave and the purpose for which it is required must be approved by all the organisations concerned;

(ii) where leave with pay is granted, the consultant must not undertake any remunerative work without the special permission of the leave-granting organisation;

(iii) where an application is made over and above the normal period recommended, or professional and study leave is sought outside the United Kingdom, and this exceeds 3 weeks, it should be open to the authority to require one half of the excess over 3 weeks shall be counted against annual leave entitlement, the carry forward or anticipation of annual leave within a maximum of 3 weeks being permitted for this purpose.

For reference, confirmation of the above details is available as follows:

For consultants working on the “old” contract: -

· Whitley Council Terms and Conditions of Service (paragraphs 250 to 254, inclusive) for Hospital Medical and Dental Staff apply.

 For consultants working on the new contract (2004): -

· Under the Terms & Conditions – Consultants (England) 2003, Schedule 18, Section B.

4.
ENTITLEMENTS

4.1
Consultants can request 30 days’ study leave over a period of 3 years for professional purposes within the United Kingdom.

4.2
The current 3-year cycle for study leave commenced on 1 June 2001 and will end on 31 May 2004 when the next 3-year cycle will commence.  There is no provision to carry forward any unallocated study leave to the next cycle.

5.
EXPENSES

5.1
Senior medical staff with Trust Funds should, where appropriate, continue to fund study/professional leave from these funds, thus balancing expenditure between the study leave budget and Trust Funds.

5.2
When alternative funding is not available, senior medical staff may apply for payment of expenses from the study leave budget.  The Postgraduate Clinical Tutor will act as budget holder.   In order to ensure an equitable distribution of the budget, study leave expenses allowed will usually be limited to £1000 per senior Doctor per annum.  Total expenses in excess of this amount should be discussed with the Postgraduate Clinical Tutor and, if necessary, the Medical Director.

5.3
Travel and subsistence expenses plus course and conference fees will normally be provided, up to a maximum of £500. Fees and costs in excess of this amount are subject to approval by the Postgraduate Clinical Tutor who will act as budget holder.

6.
PROCEDURE AND ROLE RESPONSIBILITIES

6.1
Applications for all proposed study leave should be made in writing to the Clinical Director (CD) with a copy to the Medical Personnel Officer (MPO) at least 6 weeks before the expected date of absence.  The Clinical Director will, at this stage, be responsible for approving or declining the study leave. The decision should take into account any existing clinical commitments the Consultant has; and whether the study will meet the individual consultants PDP and revalidation requirements.


If approval is granted as this stage, the request then passes to the MPO for a check of the individual’s training records.  The Postgraduate Clinical Tutor will then be responsible at the next stage for approving or declining the study leave. This decision should take into account budget considerations, and should be consistent and equitable in its application. 


All applications should include course details and an estimate of expenses should also be included, and a study leave application form completed for each course/conference to be attended.


6.2
The Medical Staffing Officer will co-ordinate and maintain a record of study leave requests and, where anomalies arise, will consult with the appropriate Clinical Director who will act as a mediator to reach a solution.

6.3
Consultants are expected to arrange for colleagues to cover their duties during their absence on study leave. Where extenuating circumstances apply, and where cover cannot be achieved the consultant should discuss the possible cancellation of outpatient clinics and theatre lists, with their CD as part of the application process.  Any such arrangements and agreement should be specified in the application letter.

6.4
Clinical Directors should assess areas for the senior medical staff support necessary to ensure that Continuing Medical Education (CME) commitments are achieved.

6.5
In considering the application Clinical Directors should ensure that Consultants in the same speciality are not requesting study leave for the same period, and should take into account the following:

· Existing clinical commitments

· Consultants individual PDP and revalidation requirements

6.6
Following attendance at a course/meeting, an expenses claim should be completed and forwarded to the Expenses Section, Finance Department via the Medical Personnel Department, together with receipts, where appropriate.

7.
APPEALS PROCEDURE

7.1
The granting of the time and financial support for training and development and study leave is discretionary, but it will not unreasonably be refused to those eligible to apply for it.

7.2
In cases where study leave or financial support/expenses are refused and the Clinical Director is unable to resolve the problem within the Directorate, the Senior medical staff can initially appeal against the decision to the Medical Director responsible for their speciality.

7.3
The second level of appeal will be to the Chief Executive.

8.
REVIEW

This Policy will be subject to regular review by the Human Resources Department.

APPENDIX 3

DEPARTMENTAL TRAINING PLAN

Period.......................................... To....................................

	Training Need
	Staff/

Numbers
	Rationale
	Category

E/B/D
	Priority

H/M/L
	Delivery

Method
	Target

Date
	Costs
	Review

	
	
	
	
	
	
	
	
	


APPENDIX 4

BIRMINGHAM HEARTLANDS & SOLIHULL NHS TRUST (TEACHING)

ROLE OF THE MANAGER IN DEVELOPMENT – GUIDANCE

1. Identify development needs

As a manager you will be responsible for identifying the personal and professional development needs of staff within your directorate/department. This should take place at least once a year, although in order to make sure you successfully meet the changing needs of your local area, this will often take place on a more regular basis.

Identification of development needs can occur during, or as a response to the following, although this list is not exhaustive:


Changes within department/directorate 


Performance appraisal


Quality audits


National/Organisational demands and aspirations


Update of technical or professional skills


Development discussions


Changes in behaviour or performance


Compliments and/or complaints


Observation


Feedback from others


Individual’s own self-appraisal 

During the identification you will need to consider an employee’s own personal development needs, and balance those with the needs of your local area, and the organisation. Particular importance should be placed on the priority of the learning need; you may wish to use the following guide to help you:

High      
T & D input is required immediately or within a short timescale e.g. within three to six months – this may be to meet a performance, technical or professional need.                        
   
     



   

Medium 
T & D input can be planned over a longer period of time e.g. within six to twelve months.

Low       
T & D can take place over a longer period of time e.g. twelve months plus – there will be no significant effect on staff or department performance in the short term if learning does not take place.

2. Establish development activity

Learning and development needs can be met in a number of ways, and evidence has shown that workplace learning is the most successful and sustainable. Take time to consider any specific needs that staff may have, and consider what your departmental/directorate needs are.

This will inform your decision and help you to choose the activity that will be most effective. Learning activities may be formal or informal; last an hour or a year; take place at work or at home – or any number of other options.

Below are a few activities to consider when deciding which development activity best meets a learning need:


Shadowing


Coaching and mentoring


Open learning 


E-learning 


Classroom courses and workshops


Work based courses and workshops


Vocational qualifications


Professional qualifications

3. Identify personal and organisational gains

Before starting any learning activity, there should be a discussion between members of staff and you, the purpose of which is to define the benefits and results you both hope to achieve through the activity.

This discussion should focus on personal and departmental gains, outcomes, and expected changes in behaviour, knowledge or skills. There should be particular attention paid to how the learning will be applied in the workplace, and how the success of this will be measured; paying attention to the factors that may support or obstruct this process.


4.
Plan approach

As a manager, it is essential you keep a record of the learning and development that takes place in your area – see Appendix 3 (Departmental Training Plan).  It is the manager’s responsibility to record any learning and development activities for the individual employee in the employee’s personal file.  Individual members of staff should be able to view and add to these records when required.

For a specific event, there are a number of questions that should be considered to ensure that learning is maximised, and that the individual and the Trust receives benefit from the opportunity:

What costs will be associated with the learning, and how will these be met? This may include costs to the department, or personal expenses incurred by the individual.

What cover (if any) will need to be provided during (and possibly after) the development opportunity?

What action will need to be taken to ensure that the cover is available when required?

How soon before and after the development opportunity will you meet with the individual to evaluate the success of the learning?

What criteria will you use to evaluate its success?

5. Implement plan

Ensure that staff are aware of their learning objectives and your expectations when they return from the development activity. 


6. Evaluate learning 

To obtain maximum value for money, it is important that learning is evaluated, and the results fed through existing processes such as HR Healthcheck.

A particular approach to the evaluation of learning is Kirkpatrick’s model. It is a simple way to measure and evaluate the difference a piece of learning has made. 

Kirkpatrick’s model is split into four levels; your responsibilities at each level can be found below:  

a)Reaction 


b) Learning 


c) Behaviour


d) Results 

Reaction to learning 

This evaluation will be the responsibility of the person facilitating the learning, and will be an immediate test of how the learner feels – have they enjoyed the open learning/training course/job swap? It is not about evaluating long-term results, however it is a good indicator of the impact of the learning.


Learning gained


During the learning activity there will be a series of measures employed by the facilitator, to test an employees learning gain. On a job swap, this may be asking staff to summarise what they have learned so far, or asking them a series of question to check if they have acquired any further knowledge or skills. 

In a coaching session, staff may be asked to describe how they would react in a particular situation, or given a series of scenarios and asked which behaviours would be important.

As a manager you will have identified the learning that you wanted your member of staff to gain from the activity, so it is important at this point that you spend some time establishing that this has taken place.

Behavioural changes

This level evaluates an employee’s ability to apply their newly acquired knowledge and skills, back in the workplace – this will be the level you’ll be most actively involved in.

In section 5.3 you identified the desired impact of the learning, and the changes you expected to see. This stage provides you with an opportunity to measure the success of the development activity – this may be by reviewing quality audits, observing the member of staff at work, reviewing complaints and compliments or discussing progress with the individual. This work will inform any future decisions, when faced with a similar need.

Results

This level evaluates the longer-term business benefits resulting from the learning activity, and is most often evaluated 3-6 months after the learning has taken place. 

It will be at this stage that you will review the organisational benefits you hoped to gain from the development, and assess if these have been realised. This level will take into account the learning activity, but also the added development resulting from applying the learning in the workplace.

APPENDIX 5

BIRMINGHAM HEARTLANDS & SOLIHULLNHS TRUST (TEACHING)

ROLE OF EMPLOYEE IN DEVELOPMENT – GUIDANCE

1. Identify development needs


As a member of staff you are responsible for assisting in the identification of your development needs (both personal and professional). A good time to reflect on this is during your appraisal review. 

Use this as an opportunity to discuss your personal and professional aspirations, to receive and to give feedback, and to obtain information about where the Trust and your department is heading – and what skills you may need to help them get there.  Further guidance on how to prepare for an appraisal review can be found in the Employee Appraisal Policy.  However, some examples are listed below

Self-appraisal

What are you good at? What do you find difficult? What new skills would you like to learn?


Performance targets

Are you exceeding your targets (if yes, what is helping you to do this)? Are you failing to meet your targets (if yes, what is causing you to fail them?) What learning and development activity will assist you in meeting your identified needs?

Compliments/Complaints

If you get lots of praise – think about how your behaviour positively impacts on a situation. If you find yourself receiving complaints about your work or behaviour – think about what you may be doing, or failing to do, to create this result.
Feedback from others

Sometimes it’s difficult to see what our own strengths and weaknesses are, or where we need to improve and develop. Use feedback from others to fill this gap.

Forthcoming changes to role/profession

Keep your self up to date with changes to your profession, and look at how you may need to update your skills, behaviour or knowledge.  Review your job description and identify objectives.

Forthcoming changes to department/workplace

Through your department communication channels, find out what direction your department is planning to take in the future, and identify what skills might be important.

When you have identified your learning and development need, its important that you balance this with the needs of your department and the Trust. Consider the benefits others will gain from your development, and how important it is – is it essential that you meet this need immediately, or can it take place in the future – see 5.1 for further information on prioritising learning needs.

You may wish to prioritise your learning need against the levels set in 5.1, in preparation for a discussion with your manager.  In preparation for your appraisal complete the self-assessment 1 PDP form in the Employee Appraisal Guide.

2.
 Establish development activity 
Learning needs can be met in a number of ways, below are some examples of development opportunities, however the list is not exhaustive:



Shadowing



Coaching & Mentoring



Open Learning



E-Learning



Classroom based courses and workshops



Workplace based courses and workshops



Vocational qualifications



Professional qualifications

Consider which opportunity will best suit your own, and your departments particular need. If you’re comfortable with learning – choosing an open learning can give you more control and flexibility. If you prefer to learn ‘on the job’ – shadowing or vocational qualifications may be a better choice. If you feel you just need to refine your existing skills – coaching or mentoring may work well for you.

If you’re unsure about which is the right activity to choose, further information can be found in Appendix 10. 

3.
Plan approach

This stage is concerned with the practicalities of the development activities; there are some questions you will need to consider at this point:

Where will the development activity take place, and how long will it be for?


What action will you need to take beforehand, if any? (e.g. pre-coursework)

Who will be involved?

What cover will be required in your absence?

What support will you require on your return?

What costs will be associated with your development?

How will these be funded?


4.
 Implement Plan

During the development activity, it is your responsibility to take an active role. In particular, participating and focusing on your objectives will make sure that you get the most out of the activity you have chosen.

To maximise your learning, during and at the end of the activity, take some time to reflect of what you have learned and how you will apply it in the workplace; and review your objectives and the extent to which you have met them.

5.
 Evaluate learning 

After the development activity, it is your responsibility to take part in the evaluation of the process. This may be through a formal evaluation form, or by providing feedback directly to the person who facilitated your learning (this may be the person who you shadowed, who coached you or the company that provided you with an open learning package).

It is only through your evaluation that the Trust can ensure that the opportunities it offers provide value for money.

APPENDIX 6

     BIRMINGHAM HEARTLANDS & SOLIHULL NHS TRUST (TEACHING)

APPLICATION FOR STUDY LEAVE

	APPLICANT

	

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

	

	Address:.........................................................................................................................

	

	Dept:............................................................................................  Tel Ext.: ..

	

	Details of Course/Conference/Examination

	

	Course/Conference/Examination:  .......................................................................................................................................

	

	Organising Body:  .......................................................................................................................................

	

	Venue: .......................…………………....................................Resident  ((  Non-Resident   ( 

	

	

	From: .........................  To: ...................  From:  .....................To: ....…………

	

	From: .........................  To: ...................    From:  ...................To: ...................

	

	Expenses Requested:     (Departmental Cost Code: ..................) to be completed at all times  

	

	To be completed by the applicant
	
	
	Office Use Only
	

	
	
	Approx Cost (£)
	COST CODE
	EXPENSES
	

	a)
	Course/Conference Fees
	YES/NO*
	
	
	
	

	b)
	Examination Fee (not medical)
	YES/NO*
	
	
	
	

	c)
	i)
	Subsistence, day/other
	YES/NO*
	
	
	
	

	
	ii)
	Residential fees
	YES/NO*
	
	
	
	

	d)
	Travelling Expenses :

Public Transport/Private Car Mileage at PTR
	YES/NO*
	
	
	
	

	e)
	Locum required (Medical Staff Only)
	YES/NO*
	
	
	
	

	f)
	Advertisement Required (Medical Staff Only)
	YES/NO*
	
	
	
	

	g)
	Text Book Allowance
	YES/NO*
	
	
	
	

	h)
	Community Nurses, Typing Allowance
	YES/NO*
	
	
	
	

	
	                                                                                                  * Delete as appropriate 
	
	
	

	

	Method of Payment:                




Organisation to be invoiced   (       

Manual payment   ( (manual payment should be sent direct to organisers)    

Applicant to reclaim through salary (

	

	Payable to:  .......................................................................................................................................

	

	Address:  .......................................................................................................................................

	

	DECLARATION:

	

	I understand that the only fees/expenses for which I am entitled to claim are those authorised above.

	N.B.  To ensure payment of these expenses a claim must be completed and all relevant receipts must be provided.

	

	Signed: ............................................................  Designation:

 ...................................................  Date:...............................................................

	(Employee) 

	

	Manager/Consultant/Clinical Director

	

	I recommend approval of this application and confirm that appropriate arrangements will be made to cover this applicant’s absence.

	

	Signed :...........................................................   

Designation:  ...................................................  Date..............................................

	

	Authorised by Budget Holder (if different from above)

	

	This application is approved within the above limits.

	

	Signed: - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - Designation: - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - Date: - - - - - - - - - - - 

	

	     IF THIS FORM IS NOT FULLY COMPLETE, DELAYS WILL OCCUR


APPENDIX 7

BIRMINGHAM HEARTLANDS & SOLIHULL NHS TRUST (TEACHING)

CLAIM EXPENSES AND ALLOWANCES

NAME: .....................................................    PERSONAL NO:  ...........……………   POSITION: .........................................................................

HOME ADDRESS:  .................................................................................................................................    TELEPHONE NO:  ...............................

REG NO  : .....................  MAKE OF CAR: ........................   CC: ....................    DATE WHEN VEHICLE CHANGED : .................... 

 USER STATUS: REG/STD/LEASE CAR   (circle as appropriate) AGREED BASE  ................... HOME TO BASE MILEAGE .....……..     

	GUIDANCE NOTES:

	

	Travel Claims:
	

	
	

	1.   The mileage recorded MUST be from Base or first call to Base or last call.
	

	2.   Home to home mileage should only be recorded where one call only is made in a day or for late calls and these should be clearly marked.
	

	3.   Mileage for staff on a study leave course must be recorded from home and marked “course”.
	

	4.   COMMUNITY NURSING STAFF ONLY:  If places visited cannot all be recorded on line provided enter “Journey as per log book”.
	

	5.   PARKING FEES:  Unless meter used, receipts must be attached.
	

	6.   Mileage for overtime or call our MUST be clearly recorded as such.
	

	7.   Lease Car mileage MUST BE CLEARLY MARKED AS SUCH.
	

	
	

	MISCELLANEOUS CLAIMS:
	

	
	

	Expenses
	

	
	

	This incorporates telephone calls and rental, study leave, course fees, subsistence, textbook and typing allowance etc.,
	

	
	

	1.   Any miscellaneous claims must be substantiated with relevant supporting documentation, (i.e. bills or receipts whenever possible).
	

	2.   When claiming subsistence to enable the full amount to be paid you MUST CLEARLY state the times that official business commended and ended.
	

	
	

	I CERTIFY THAT:
	

	
	

	a)   T he amounts claimed are in accordance with the Trusts Policies and Procedures Council Agreements where appropriate and are in respect of expenses actually insured
	

	b)   The insurance policy current throughout the period of this claim provided, whilst the vehicle was used on official business, full third party insurance including cover
	

	      against risk of injury to or death of passengers and damage to property.
	

	c)   i)   On the occasions where day allowances are claimed I necessarily spent more on meals than I had been at my permanent station, and
	

	      ii)  Where an allowance for a period of more than eight hours is claimed I necessarily incurred expenditure on an additional meal.
	

	d)  EMERGENCY CALL-OUT TRAVELLING EXPENSES:
	

	     Except where indicated above I certify that advice on the handling of the emergency was given before starting my emergency call-out journeys full responsibility
	

	     for those aspects appropriate to my duties from that (journeys which I consider to not qualify for tax relief are shown separately above).
	

	

	Signed:  .................................................................................................................................   Claimant:  ..........................................................................................................  Date: ......................................................................................

	

	I CERTIFY THAT TO THE BEST OF MY KNOWLEDGE AND BELIEF THE CLAIMANT WAS ENGAGED ON THE DUTY STATED ON THE DATE(s) SHOWN ABOVE AND THE AMOUNTS CLAIMED ARE IN ACCORDANCE WITH THE TRUSTS POLICIES AND PROCEDURES.

	

	Signed:  .................................................................................................................................................................................................... (Budget Holder/Certifying Officer)          Date:  .........................................................................................
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APPENDIX 8
BIRMINGHAM HEARTLANDS AND SOLIHULL NHS TRUST (TEACHING)

UNDERTAKING TO REPAY COURSE EXPENSES CLAIMED

Course Title .....................................................................................................

Course Provider ...............................................................................................

Dates From ................................................ To.................................................

With regards to the above course, I hereby undertake to repay the following expenses that I have claimed and been paid if I voluntarily leave the Hospital’s employment, prior to or within 12 months following completion of the course.

I understand and accept that the end of the course is defined as the last official date of attendance (including to sit examinations) and that the amount to be repaid will be deducted from my final salary unless otherwise arranged with Employee Services Department.

Name..........................................................

JobTitle.............................................................

Signature ...................................................


Date ...................................................................

Manager’s Name .......................................
 

Job Title ............................................................

Signature ...................................................


Date ...................................................................

                               (as witness) 

*  Amount to be repaid £................................

   (Refer to Training & Development Policy Page 6 paragraph 6.3 for guidance)

*  To be used as and when repayment is to be undertaken.

This form should be attached to the blue copy of the Study Leave Form.  Copies should be taken and attached to both the yellow and white copies.

APPENDIX 9

EMPLOYEE CONTRIBUTION TOWARDS COSTS

I hereby confirm that I will be contributing £............ towards the costs of the following course/seminar/conference:


Title ...........................................................................................................


Date(s) .......................................................................................................


Total Cost of Overall Study........................................................................


*  I will be making my payment direct to the course organiser.


*  I request that my contribution is deducted from my salary at £ ................


    per month.  (This must be agreed with Employee Services first).


(*) Delete as appropriate.

Signed ..................................................................................   Date........................................

Position ...................................................................................................................................

Department .............................................................................................................................

This training is categorised as: E/B/D*                            (*) Delete as appropriate   

This form should be attached to the blue copy of the study leave form.  Copies should be taken 

and attached to the yellow and white forms.

Manager ..................................................................  Date .................................................................. 

Budget Holder (if differs from that of Manager) ...................................................................................
APPENDIX 10

BIRMINGHAM HEARTLANDS & SOLIHULL NHS TRUST (TEACHING)

OPPORTUNITIES FOR TRAINING AND DEVELOPMENT

1.
Shadowing

This could involve short and/or long sessions i.e. shadowing during a particular activity (interviewing, carrying out an appraisal) or for a day(s) spread over a period of time.  Objectives are determined for the duration of the shadowing so that evaluation of the exercise can take place.  It is very useful for individuals who lack confidence or ability to apply knowledge and skill.  It can also be very useful for introducing employees to a new scenario or environment.

2.
Secondment
This can be a short or long term arrangement and would usually consist of a formal agreement between the secondee, their Manager with the individual and Department offering the secondment opportunity.  Secondment may be used for endorsing academic learning that has, or is, taking place (giving direct work experience), allow secondee experience in an area of work which is new or unfamiliar to them, give the secondee a more challenging area of work, cover for staff absence, work on a project assignment or area of development for the organisation.  Secondments can be used to the benefit of the individual as well as to meet organisational needs.

3.
Seminars/Conferences

This is an effective way of gaining or consolidating and updating knowledge, raising awareness and checking understanding.  Internally and externally facilitated.

4.
Mentoring

A Mentor is someone who can be described as a Counsellor.  Mentors have proteges rather than learners and will therefore aim to develop the performance of their protege over a period of time.  Mentoring is particularly useful for those who have attained the appropriate level of performance, or are receiving input but would benefit from a formal liaison with someone who is regarded as a good role model.

5.
Direct Training Input

The Trust runs a comprehensive programme of workshops that are usually free to Trust staff.  External courses and workshops could also be chosen - these are normally fee based and financial authorisation will be required.  Indirect costs such as staff cover must be met from within Departmental budgets.

6.
Open Learning/Self-Directed Study/E-Learning

Open learning, self-directed study or E-learning may be suitable.  Guidance may be needed on what is available, the amount of time required, the level of commitment and discipline and whether the materials will satisfy the need.  Some materials are available within the Trust (speak to the Training and Development Department), others may need to be purchased - the latter will need financial authorisation.

7.
Coaching

This is a process used to help people improve their performance.  A coach could be a line Manager, a trainer or a specialist in their field i.e. CFA to coach in dealing with the financial aspects of a job or Personnel to assist with interviews.  Attendance at a workshop might start the coaching in order to gain a base level of knowledge.
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