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Qualification Training 

SCHEME FOR FINANCIAL ASSISTANCE AND/OR

PAID RELEASE FROM EMPLOYMENT

1.
Aim of the policy

1.1
To outline the criteria under which applications from employees to take qualification courses are considered and approved.

1.2
To explain what financial assistance and leave of absence will be given.

1.3
To make sure employees are treated fairly and consistently.

2.
Purpose

2.1
The Council is committed to train and develop employees to improve their knowledge and skills in line with its agreed objectives.  It encourages employees to study approved educational training courses leading to recognised vocational qualifications, usually identified through the Appraisal process.

3.
Scope

3.1
The policy applies to all Council employees. Employees on fixed term or temporary contracts can apply, as long as the length and value of the qualification falls within their contract.

3.2
The Council will support employees on the Qualification Training Scheme if the qualification is relevant to their current or near future duties, or where it allows for realistic career development within the Council.

3.3
Under the Council’s Equality Policy, no employee will be excluded from receiving training on any grounds which could be considered discriminatory.  

4.
Qualification courses

4.1
Courses that involve a recognised national qualification would normally come under the scheme.

4.2
There are some other internal and external training/qualification schemes in the Council that have their own guidelines.  These include:

· Council sponsored management development courses

· apprenticeships.

5.
Key points for managers and employees

5.1
Please read the procedure in full.  There a number of things managers and employees need to know about the scheme, including what employees can and can’t do and what they can and can’t claim for.  

5.2
When an employee signs the Application form, they are saying that they have read the procedure. 

5.3
The procedure refers to courses starting in the autumn, as this is the most common time of the year for them to start.  But employees can apply for courses that start at any time of the year.  They should give their manager and HR Officer as much time as possible to process their application.

5.4
For courses that last more than a year, employees must complete an Application form each year .

5.5
It is not always possible for every application to be approved.  Managers and employees should consider other ways of covering the costs of the qualification or other forms of learning to meet some or all of the development needs.

5.6
In some instances, employees may have to repay part of their fees.  It is important employees understand this before they start a qualification.  

5.6
Payment by the Council, including paid leave, fees and expenses, is a contribution to the costs of attending the course and gaining the qualification.  The Council also expects employees to make some financial contribution, so employees should not expect every expense to be reimbursed.  These expenses are outlined in this document, so managers and employees should make sure they are aware of what can and can’t be claimed before the course starts.  

6.
Details of the Scheme – Financial Assistance

6.1
The Council may agree to pay tuition, registration and exam fees.

6.2
HR will authorise all fees from the corporate training budget. Managers should authorise any expense claims from their own budgets.

6.3
All copies of invoices relating to fees will be kept on the employee’s personal file in case they leave before completing the qualification.

6.4
Full or Partial Support may be offered to employees as defined below:


6.4.1
Full Support


Course Fees - 100% grant of actual cost.


Registration and Exemption Fees 100% grant of actual cost.


Examination Fees - 100% grant of actual cost for first attempt only.

6.4.2
Partial Support may be offered to employees who already possess the professional qualification for their post and wish to pursue a second qualification.  Partial support shall be defined as release from work and payment whether in full or part of examination fees and course fees.  This support may include payments, allowances and costs associated with travel and subsistence 

6.4.3
In addition to the above the Council will make a financial contribution to these items:

6.4.4
Subsistence Expenses - Employees may claim where necessary breakfast, lunch and evening meal at the current Council rate, but only if these are not included in the residential course fee.  They may also claim out of pocket expenses at the approved current rate.  Where at the discretion of the Head of Service the current council rate is not sufficient to cover actual reasonable expenditure then the Head of Service may approve  a higher claim subject to receipts being provided.  Expenditure on food is claimable however alcohol (even if with a meal) is not.

6.4.5
Travelling Expenses - If employees use their own car, they can claim the Public Transport Rate  (currently12.7 pence ) a mile.  The usual Council travel conditions apply, so they should deduct the number of miles they normally do to get to or from home to work, where applicable.

6.4.6
Employees attending the same college must, whenever possible, share a car, and only the driver may claim the cost.  They may not claim for the first passenger but, if carrying two or more, may claim double.

6.4.7
Employees may only claim rail or bus travel if it is actually incurred, and they must produce receipts or tickets to claim.

6.4.8
The Council will not pay for:

· car parking

· taxis – unless there is no alternative form of transport, and this is agreed in advance with their manager.

6.5
Equipment and stationery

6.5.1
If the course requires specific equipment the department may buy this on loan to the employee, but they must return it at the end of the academic year for others to use.

6.5.2
Some employees with disabilities may need specific equipment.  Departments should provide this when the request is ‘reasonable’.

6.5.3
The Council will not pay for:

· typing costs

· consumables, such as paper, pens, files, binding of documents

· meals during normal college attendance

· photocopying, computer disks.

6.5.4
No provision is made for the payment of course materials or any other cost that is not detailed as approved under this scheme.  With regard to expenses such as admission fees to professional societies and stamp duty on articles, these will only be reimbursed if required as an integral part of the course of study.

6.5.5
No grant is normally made for the purchase of textbooks.  These must be borrowed from the Library which has special facilities for long term loans to students.  If a grant is made by the Council for the purchase of books, these books will become the property of the Council and will be required to be returned to the Council at the end of the period of study or if an employee leaves the service of Melton Borough Council before completing the course, he/she will be required to leave such books in good condition (or alternatively reimburse the Council) at the Council premises.

6.5.6
The Council will pay the full cost of essential ‘work books’, such as individual NVQ work books with exercises, which the employee needs to complete. HR will advise if there are any doubts about the identification of work books.

7.
Details of the scheme – Paid release from employment

7.1
Paid leave may be authorised, provided that the work of the department can be maintained in the employee’s absence.  There is no automatic right to paid leave.  Employees are expected to attend course times that run outside their normal working hours in their own time.

7.2
Paid leave is given for employees to attend lectures and other organised college events.  If there are no scheduled lectures at the time the employee normally attends, they must be at, or return to, work.  In exceptional circumstances, leave may still be approved but the employee must contact their manager to discuss this and gain approval.  If they work shifts, or have no office base, employees must contact their manager for a decision.

(a) Attendance at college on a day release basis.  Part-time employees will receive a normal day's pay even if their attendance at college is for a longer period of time than they would normally work.  Part-time employees required to attend college on a day during the working week (i.e. Monday to Friday) upon which they would not normally work, will receive a normal day's pay for their attendance even if their attendance at college is for a longer period than they would normally work.

(b) Attendance at day seminars or residential elements of the course (up to 10 working days per year).

(c) Pre Exam Leave granted on the basis of half a day per major subject to be taken immediately prior to the exam or with in 2 weeks prior to the exam.

(d) Examination leave on the day of the relevant examination (including mock examinations where appropriate) for the length of the exam including travel to and from centres.

(e)
Extra study leave can be granted to employees with learning difficulties who may need more time to prepare for exams.

(f)
Study leave (a maximum of 10 working days per year) for employees who are unable to follow a day release course and study by distance learning.  These days will be approved provided the employee takes the same amount of leave from their own entitlement – matched leave.  This additional leave will be granted on condition that revision studies will be undertaken. The days to be taken must be approved by the Head of Service.

The above will only be granted to employees following approved courses under

the Council's Qualification Training Scheme

8.
Open University and correspondence courses

 8.1
See (f) above.

8.2
Paid leave and residential leave should be agreed at the start of each year, where possible, so the manager and employee are both aware of when the employee will be away from work.

9.
National Vocational Qualifications

9.1
Employees will be allowed reasonable time off to meet with their assessor.  Employees will also be allowed up to one hour per week during normal working hours to work on their portfolio

Employees who undertake an NVQ will be expected to spend a considerable amount of their own time putting their portfolio together.

10.
Conditions of the Scheme for financial assistance and/or paid release from employment

10.1
Where an employee without good reason (in the opinion of his/her Head of Service) fails to sit for an examination within a reasonable period or fails to show satisfactory progress in studies, or discontinues the course, the Council will withdraw the facilities granted under this scheme and may require the refunding of the financial assistance granted or such lesser sum as the Council may at its absolute discretion determine.

10.2
Courses that involve a recognised national qualification would normally come under the scheme. Short courses without qualifications would normally be approved individually.

10.3
Qualifications may be at a college or university, and involve attendance on an evening, day or half day release basis.  Alternatively, study may be through work based learning, correspondence or open learning.

Courses normally considered include:

· computer courses with a recognised qualification

· National Vocational Qualifications – NVQs

· City and Guilds qualifications

· Higher National Certificate – HNC

· National Certificate – BTEC

· degree qualifications: Bachelor /Masters

· financial qualifications

· management qualificationsother professional and vocational qualifications.

Courses not normally considered include:

· GCSEs and A Levels

· general courses not relevant to work duties

· qualification courses only indirectly relevant to work duties, and where it is not realistically linked to possible career development

· qualification courses at the same level as one already achieved - unless directly relevant to current duties.

10.4
An employee is requested to remain in the service of Melton Borough Council whilst studying for the qualification and for a period of time following the sitting of the relevant examination (or course end date for courses where no examinations are required to be taken).  The time that an employee is required to stay in service to avoid the requirement to repay financial assistance is detailed below.

10.5
Where an employee leaves the employment of Melton Borough Council to take up a position outside of local government service the Council will require repayment of the proportion of the grant shown below:

	Period of service with Melton

Borough Council after sitting

examination and/or course end date
	Percentage of the grant of 

financial assistance to be

repaid

	During the course study and up to 6 months

Over 6 months, up to 1 year

Over 1 year, up to 18 months

Over 18 months, up to 2 years

Over 2 years
	75%

50%

25%

  0%
	100%


10.6
Employees are not required to repay salary for paid release from employment upon leaving Melton Borough Council's employment.

10.7
Financial assistance/paid release for an employee will usually be limited to only one course of study at a time.

10.8
The course of study must be appropriate to the employee's duties and the Department's work and objectives.

10.9
Approval of financial assistance/paid release is subject to the Department's budgetary position.  If the Department is not able to meet the full provisions of this scheme, discussions will be held with the employee regarding financial assistance/paid release the Department is able to offer.

10.10
Approval of financial assistance/paid release for one year of study does not guarantee assistance/paid release for the following year even if the course is for longer than one year.

10.11
An employee who leaves the service of Melton Borough Council will be required to repay the grant for financial assistance in accordance with above, with the following exceptions:

(a)
where an employee is dismissed because of redundancy, or long-term illness.

(b)
where the qualification studied for is no longer relevant to the post held by the employee (this situation may arise where employees have been redeployed).

11.
PROCEDURE   Applying each year

11.1
Each May/June managers should send into HR, nominations for the Qualification Training Scheme for the next academic year.

11.2
Employees can apply for courses at any time, but for courses starting in the autumn, they may find they won’t get a final decision until other employees have a chance to apply, so the budget can be allocated fairly.  They should try to apply at least two months before the start of the course, so there is time for the application to be approved and for other paperwork to be completed.

11.3
Each application form is valid for only one year.  Employees who have completed one year of a course and wish to continue on to the next year must complete an application each year.  This is so their progress can be checked before approving the costs of the next year, and so budgets can be prioritised each year.  However, except in exceptional circumstances, if the first year of a longer course is approved, it is expected that the employee will be supported to complete the full qualification.

11.4
Employees whose courses run between two academic years, such as January to December, only need to fill in one application form every 12 months.

11.5
Employees doing a dissertation or project at the end of a course do not need to fill in another application form, but the line manager must monitor their progress.

11.6
Employees doing NVQs or other courses that can take a few years must complete an application form each year, and set a realistic completion date with their manager.  This does not apply where a specific contract has been agreed.

11.7
New employees supported to complete a qualification they started before joining the Council must complete a Qualification Training Scheme form when they start work.  

11.8
Employees should discuss their training and development needs with their line manager, usually at an appraisal meeting.  The line manager must make sure the employee is aware of the workload and commitment involved and ensure they are sufficiently motivated and able to achieve the qualification.

11.9
The employee then needs to find a suitable course and complete the  Application form.  

11.10
Employees need to find out:

· the full course title and cost

· the total length of the course

· the enrolment date and start date

· the day or days of the course

· the attendance times

· which stage or year they are eligible for

· the total cost for the first year, including:

· tuition fees

· registration fees

· exam fees

· an estimate of the total cost, if the course is longer than one year

· any exam or residential leave needed.

11.11
The employee sends the completed application form, electronically if possible, to their line manager.  They will consider:

· the relevance of the course to the employee’s current work duties or future development needs

· other applications from the team

· releasing the employee from duties to attend college

· any related cost of providing cover

· the employee’s previous record of QTS support.

11.12
If the line manager does not support the application, they must immediately discuss the reasons why with the employee, and consider other ways of supporting their development.  The line manager then sends a copy, electronically if possible, to the head of service.  The head of service might discuss the decision with the line manager if they have any concerns.  The employee can appeal to the head of service first if they are not happy with the decision, and then to the chief officer. If the line manager approves the application they send it, electronically if possible, to the head of service for approval.

11.13
The head of service checks the form, and approves it by signing and forwarding to HR or turns it down, explaining why.  They then send it back to the line manager, electronically if possible.

11.14
HR will make the final decision taking into consideration all applications and the available budget. 

11.15
If an application is not approved because of lack of budget or the demands of the job, managers and employees could consider a mix of financial assistance and paid leave.  Employees could offer to pay for part or all of the course, and/or offer to cover some or all requested paid leave by using flexitime or holiday.  This might also be an appropriate approach if the qualification is only partly relevant to the job.

11.16
The line manager then informs the employee of the decision.  This must be done immediately so the employee can either confirm their place on the course or decide whether to appeal

11.17
If the application is not supported, the manager should discuss alternative approaches with the employee.

11.18
The employee can appeal to the head of service who turned down the application first, and then to the chief officer if they are still not happy with the decision.

11.19
Where an application is successful, the line manager must support the employee during the period of study or nominate an appropriate person to provide support.  

11.20
Employees must not enrol onto a course without a fee authorisation.  If they do, they are liable for all costs themselves.  Most colleges will reserve a place.

11.21
An employee who wishes to apply for financial assistance and/or paid release from employment, must complete sections A and B of the relevant form (copy attached at Appendix A) ensuring that he/she has read and understood the conditions of the scheme detailed in this document.

11.22
If more employees apply for training than can be funded or released then priority goes to:

· those employees part way through a qualification course who are making satisfactory progress

· training which contributes most to the Corporate Objectives, identified through the Appraisal process, and specified in the Workforce Development Plan.

11.23
Other factors to consider include:

· the applicant’s previous study history - attendance and success on previous courses

· whether the job requires a specific qualification or is career graded

· whether an applicant has previously been turned down, and should be given preference

· where an applicant has already received funding for a qualification course, giving preference to others who have not received support.

11.24
A separate form of application must be submitted for each module of study and for each part of an examination, e.g. Stage 1, Stage 2, Intermediate, Final, etc.  Approval must be obtained before enrolment.

11.25
Once Sections A and B have been completed, the form must be submitted to the relevant Head of Service for approval and signature (Section C).

11.26
The Head of Service will forward the form Assistant Chief Executive - HR for approval and signature (Section C).

11.27
The HR Officer will arrange for a copy of the completed form to be forwarded to Financial Services and a copy retained on the employee's personal file.

11.28
Claims for reimbursement of actual expenditure must be made direct to Financial Services using the Course Expenses claim form which must be certified by the employee's Head of Service.  Receipts must be attached where appropriate.

11.29
Any employee requesting paid release from employment in accordance with Section 3, must submit details of the dates that release is required in writing to his/her Head of Service, giving as much notice as is reasonably possible.

12.
Non-approval of Application

12.1
Should an application for financial assistance and/or paid release from employment not be approved, reasons for this will be supplied to the employee in writing.  Any dispute regarding applications must be dealt with using the Council's Grievance Procedure.

12.2
Managers are responsible for monitoring progress, including holding regular meetings with employees, to discuss:

· attendance at college

· any difficulties with the course, such as the submitting and content of coursework

· final results of coursework and exams

· resits of exams, if applicable

· implications of withdrawing from a course, whether because the employee is leaving or because they have other reasons for not completing the course

· the transfer of skills and knowledge learnt to the workplace

· if the employee is meeting their course objectives.

12.3
Managers must notify HR if employees fail exams, together with their plans to re-sit.

12.4
Managers must alert HR when an employee leaves the Council before completing a qualification.

12.5
If there is anything the manager can’t deal with, they should seek advice from HR.

