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POLICY AMENDMENTS 

Amendments to the Policy will be issued from time to time.  A new amendment history will be 

issued with each change. 

 

New Version 

Number 
Issued by Nature of Amendment Approved by & Date 

Date on 

website 

1 SRCCG New Policy adopted by 

CCG 

JTUPF 28/5/14  

1.1 SRCCG GDPR update SPF 10/1/18  
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Approval Record 

Note: A new policy only needs to be ratified by the appropriate Committee (and the 

Governing Body if new) and for information only to the other committees after 

consultation. 

Policies should following the following ratification process.  The delegated committee for 

ratification is specified in Section 15.   

Version control should also be managed as outlined below where x = current version number 

and y = the new version number. 

Consultation and Ratification Process 
Version 

Number 

Reviewed policies should be circulated to staff for comment prior to ratification V x.1 

HR policies and policy changes directly impacting on staff should be sent to the 

Social Partnership Forum for Union consultation prior to ratification 

V x.2 

Reviews and minor amends should be ratified by the delegated Committee V x.3 

All new policies and policies  where significant changes have been made should 

be ratified by the delegated Committee and Governing Body 

V x.4 

Ratified policy is circulated and published (if appropriate) on the website V y.0 

Applicable 

 
Committee / Group 

Consultation / 

Information/ 

Ratification 

Date taken 

to group 

Date last 

Approved 

☐ Audit and Governance Committee Choose an item.   

☐ Business Committee Choose an item.   

☐ 
Communications and Engagement 

Committee 
Choose an item.   

☐ Council of Clinical Representatives Choose an item.   

☐ Finance and Contracting Committee Choose an item.   

☐ Governing Body Choose an item.   

☐ Primary Care Co-Commissioning Choose an item.   

☐ Quality and Performance Committee Choose an item.   

☐ Remuneration Committee Choose an item.   

☒ Senior Management Team Ratification 12 Mar 18 12 Mar 18 

     

☒ All Employees Consultation   

☒ 
Yorkshire and Humber Social 

Partnership Forum 
Consultation 10/1/18 10/1/18 

☐ Other Choose an item.   



SCRCCG P625 Learning and Development Policy V1.1.docx Page 4 of 12 

Contents 

 

1 INTRODUCTION .......................................................................................................... 5 

General Data Protection Regulations (GDPR)........................................................................................... 5 

2 ENGAGEMENT ............................................................................................................ 6 

3 IMPACT ANALYSES ..................................................................................................... 6 

Equality.................................................................................................................................................. 6 

Sustainability ......................................................................................................................................... 6 

Bribery Act 2010 ..................................................................................................................................... 6 

4 SCOPE ......................................................................................................................... 7 

5 POLICY PURPOSE AND AIMS ....................................................................................... 7 

6 ROLES, RESPONSIBILITIES AND DUTIES ....................................................................... 8 

The Employee ........................................................................................................................................ 8 

Line Managers ........................................................................................................................................ 8 

CCG Training Panel ................................................................................................................................. 8 

7 LEAVE PROVISION FOR STUDYING .............................................................................. 8 

Examination Leave ................................................................................................................................. 9 

Assignment Leave .................................................................................................................................. 9 

8 FUNDING .................................................................................................................... 9 

9 DISTANCE, OPEN OR E-LEARNING ............................................................................ 10 

10 APPLYING FOR STUDY LEAVE .................................................................................... 11 

11 APPLYING FOR FUNDING .......................................................................................... 11 

12 IMPLEMENTATION ................................................................................................... 11 

13 TRAINING AND AWARENESS .................................................................................... 11 

14 MONITORING AND AUDIT ........................................................................................ 11 

15 POLICY REVIEW ........................................................................................................ 12 

16 APPENDICES ............................................................................................................. 12 

17 ASSOCIATED DOCUMENTATION ............................................................................... 12 

18 REFERENCES ............................................................................................................. 12 

 



SCRCCG P625 Learning and Development Policy V1.1.docx Page 5 of 12 

1 INTRODUCTION 

1.1 NHS Scarborough and Ryedale CCG aims to provide the highest possible standard of 

service within the resources available and recognises that the quality of the service it 

provides is a reflection of the quality of the knowledge, skills, attitudes, commitment, 

motivation and ability of the staff it employs. The CCG will, therefore, encourage all staff 

to develop to their full potential, enabling them to meet the organisation’s objectives. The 

CCG will also support a wide and flexible range of qualification and continuing 

professional development opportunities to facilitate the recruitment, motivation, and 

retention of staff.  

1.2 The term 'study leave' applies to a period of time when an employee is absent from 

his/her normal workplace to attend a course, conference, seminar, workshop, open 

learning, or any other development activity for the purpose of obtaining knowledge or skill 

which will help him/her at work.   

1.3 This guidance recommends the parameters and guidelines that should apply when 

considering applications for studying; it cannot account for every individual situation. A 

checklist of questions is provided below to help the manager and employee negotiate a 

satisfactory result, balancing the employee’s needs with that of the service.  

 What are the benefits to a) NHS Scarborough and Ryedale CCG (e.g. service 

provision) and b) the employee (e.g. knowledge and skills) from the proposed course 

of study?  

 How does the course of study relate to the individual’s work objectives and/or PDP?  

 What alternative learning approaches have been considered? Why are they deemed 

inappropriate?  

 What will be the impact on service provision whilst the employee is absent on study 

leave?  

 What is the total studying time per week recommended by the course provider?  

 What specific actions will the manager undertake to support the employee and 

facilitate transfer of learning to the workplace?  

 Are there any work-based projects to improve services that can be completed as a 

course assignment?  

 If the original study proposal is not possible, what alternatives do both the manager 

and employee have?  

General Data Protection Regulations (GDPR) 

1.4 The CCG is committed to ensuring that all personal information is managed in 

accordance with current data protection legislation, professional codes of practice and 

records management and confidentiality guidance.  More detailed information can be 

found in the CCGs Data Protection and Confidentiality and related policies and 

procedures. 

1.5 Where personal information is collected for a specific purpose, details of the type of 

information we hold and how the information is used is described in the CCG’s privacy 

notice, which is on our website. 

http://www.scarboroughryedaleccg.nhs.uk/how-your-personal-information-is-used-by-nhs-scarborough-and-ryedale-ccg-privacy-notice/
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2 ENGAGEMENT 

2.1 Consultation has taken place with the employees of the CCG, and with the North 

Yorkshire and Humber Joint Trade Union Partnership Forum, 

2.2 This policy will be agreed by the CCG Governing Body. 

3 IMPACT ANALYSES 

Equality 

3.1 In applying this policy, the CCG will have due regard to the need to eliminate unlawful 

discrimination, promote equality of opportunity, and provide for good relations between 

people of diverse groups, in particular on the grounds of the following characteristics 

protected by the Equality Act (2010); age, disability, gender, gender reassignment, 

marriage and civil partnership, pregnancy and maternity, race, religion or belief, and 

sexual orientation, in addition to offending background, trade union membership, or any 

other personal characteristic. 

3.2 In developing this policy, an Equality Impact Analysis has been undertaken.  As a result 

of performing the analysis, it is evident that a risk of discrimination exists and this risk 

may be removed or reduced by implementing the actions detailed within the Action 

Planning section of this document. No further actions are required at this stage. We 

would expect employees to consider their own personal needs and plan so accordingly. 

However, if an employee is able to demonstrate a particular need, this will always be 

considered by their line manager and met with discretion. The Equality Impact Analysis is 

available on the CCG website. 

Sustainability 

3.3 A Sustainability Impact Assessment has been completed for this policy and is available 

on the CCG website, there are no anticipated detrimental effects on the CCG’s 

sustainability themes. 

Bribery Act 2010 

3.4 The Bribery Act is particularly relevant to this policy.  Under the Bribery Act it is a criminal 

offence to: 

 Bribe another person by offering, promising or giving a financial or other advantage to 

induce them to perform improperly a relevant function or activity, or as a reward for 

already having done so;  and 

 Be bribed by another person by requesting, agreeing to receive or accepting a 

financial or other advantage with the intention that a relevant function or activity would 

then be performed improperly, or as a reward for having already done so. 

3.5 These offences can be committed directly or by and through a third person and other 

related policies and documentation (as detailed on the CCG website) when considering 

whether to offer or accept gifts and hospitality and/or other incentives. 
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3.6 Anyone with concerns or reasonably held suspicions about potentially fraudulent activity 

or practice should refer to the Local Anti-Fraud and Corruption Policy and contact the 

Local Counter Fraud Specialist. 

3.7 The CCG follows good NHS business practice as outlined in the Business Conduct 

Policy and has robust controls in place to prevent bribery.  Due consideration has been 

given to the Bribery Act 2010 in the development (or review, as appropriate) of this policy 

document and no specific risks were identified. 

4 SCOPE 

4.1 This policy applies to all employees of NHS Scarborough and Ryedale Clinical 

Commissioning Group (the CCG).  

4.2 This policy does not cover statutory and mandatory training. For details of this, see the 

Statutory and Mandatory Training Policy. 

5 POLICY PURPOSE AND AIMS 

5.1 The purpose and objectives of this policy are to protect the CCG along with its 

customers, service users, staff and other stakeholders, as well as the assets of the CCG, 

whilst ensuring delivery of its strategic and corporate objectives which are: 

 To commission high quality services 

 To engage patients, carers and other organisations in our planning and decision 

process 

 To ensure value for money 

 To be open and honest in our transactions, and accountable to our communities 

 To respect our staff and promote a learning environment 

 To improve health outcomes 

5.2 The CCG is committed to the development of all employees regardless of profession, job 

title, band or work pattern. All employees are required to have a Personal Development 

Plan (PDP) agreed with their manager as part of their annual appraisal and as amended 

by reviews.  

5.3 Whilst considering study leave requests on an individual basis, managers must also be 

aware of their responsibility to ensure a level of consistency and equity within their own 

team and in relation to practice elsewhere in the CCG.  

5.4 Factors that may be used to determine study leave requests will include the previous 

time off and funding the individual has received to participate in other courses of study 

and their existing qualifications. Applicants will therefore be asked to state the learning 

and development they have undertaken during the previous twelve months.  

5.5 The number of employees attending external training will necessarily be limited by 

available funding and time constraints. Individuals attending such events will therefore be 

responsible for disseminating the learning points to other members of the team, to the 

benefit of colleagues.  
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5.6 After the learning event, the line manager is required to discuss with the employee how 

learning needs were met, and the value of the learning event and look at ways to 

implement learning in the workplace.  

6 ROLES, RESPONSIBILITIES AND DUTIES 

The Employee 

6.1 All employees must:  

 Participate in the Personal Development Review Process  

 Have a copy of their Personal Development Plan  

 Undertake learning and development identified as statutory, mandatory or as a 

corporate requirement for their area of work  

 Comply with reasonable requests to update skills and knowledge  

 Take active part in investigating development options and discussing, agreeing and 

keeping up to date their own training and development plan.  

Line Managers 

6.2 All line managers are responsible for providing the following for their staff:  

 Induction  

 Personal Development Review  

 On-the-job training and coaching where required  

CCG Training Panel 

6.3 The Panel will consist of: 

 Lay Member of the CCG Governing Body,  

 SMT Member (CCG Senior Officer) 

 Workforce Representative  

6.4 Where the request for study leave is from the Partnership Commissioning Unit, the CCG 

Senior Officer should be from the PCU. 

6.5 The role of the Panel is to consider and approve requests for study leave, and course 

funding. Further details are given in Sections 10 and 11 of the Policy.  

7 LEAVE PROVISION FOR STUDYING 

7.1 Where the study leave application is for more than 3 days away from the workplace, the 

application should be considered by the CCG Training Panel. 

7.2 Time off, paid or unpaid, in respect of day release, will the subject of discussion with the 

employee at the time that the request for study leave is processed.  

7.3 Given that, in the main, attendance on a course or programme of study forms part of an 

employee’s agreed personal development, it is not expected that there will be any 

adjustment to reflect differences between duration of the course, and the normal working 

day, e.g. where day release extends into the evening, any time outside normal working 

hours will not attract time off in lieu. 
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7.4 Employees who work flexi-time may only claim the standard working day as defined by 

the rules of the scheme. 

7.5 Weekend attendance on approved courses of study may be compensated by time off in 

lieu, though not incur any payment for overtime. For optional elements the degree of 

support will be at the manager's discretion.  

7.6 Employees may wish to undertake a course of study of some relevance to their current 

position or profession but which is primarily for the benefit of their own personal 

advancement. In this instance the CCG may allow a proportion of the time required for 

attending the structured elements of the course as study leave. The remainder of the 

leave should be taken out of holiday entitlement, or unpaid leave. Managers have the 

discretion to increase the proportion taken as study leave e.g. if a project being done as 

part of the course will lead to a service improvement, however they must consider how 

equitable their decision will be viewed by their team and the CCG at large.   

7.7 Where a course of study is not related to an employee's current occupation or 

preparation for a future role within the CCG, there is no obligation on behalf of the CCG 

to provide any study leave. However in deciding whether a course of study offers a 

valuable and relevant experience to the potential student, managers are encouraged to 

look at all aspects before reaching their conclusion (i.e. the method of learning, 

composition of other participants etc. not just the subject matter).  

7.8 Employees are required to complete the Study Leave Request form for all learning. 

Where the time off requested is more than three working days, or the cost is more than 

£500, the completed form should be sent to the Training Panel for a decision.  

Examination Leave 

7.9 Paid leave will be granted to sit examinations associated with an approved course of 

study.  

7.10 Leave may be granted for a first re-take of an examination failed, at the discretion of the 

manager. This discretion also extends to whether or not the leave is paid or unpaid.  

Assignment Leave 

7.11 Many courses now depend on assignments rather than examinations. Where this is the 

case, the manager has discretion to grant paid study leave to complete assignments, up 

to the level granted for examination leave.  

8 FUNDING  

8.1 There is a budget set aside to support CCG employees who undertake external 

qualification courses, external short courses and conferences. Where the course fees 

are in excess of £500, staff may apply through the Training Panel for assistance, 

separate examination fees may also be claimed. Funding decisions on courses £500 and 

under will be taken by the applicant’s line manager in conjunction with the applicants 

PDP and managed within the line manager’s available budget.  

8.2 Claims may not be made against this budget for travel expenses, subsistence or 

accommodation, although staff may claim for these from local budgets in the usual way. 
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It is anticipated that where food and refreshments are provided as part of the course (and 

no overnight stay is involved) then there will be no subsistence claim.  

8.3 No funding assistance will be given for administration costs (e.g. photocopying), 

textbooks or other learning materials.  

8.4 Where staff are undertaking qualifications or training that is a statutory or professional 

requirement if they are to carry out their current or expected duties the CCG, they will 

receive 100% support for course fees.  

8.5 If staff are undertaking training for their own personal benefit, the CCG has no obligation 

to provide any funding assistance, even if paid or unpaid leave has been granted.  

8.6 When employees leave NHS employment before, or shortly after, completing a course of 

study, the anticipated benefits to the CCG or other NHS organisations are not realised. 

Therefore the CCG reserves the right to make a deduction from the remaining salaries of 

the individual concerned as compensation, calculated as follows:  

8.7 If leaving: 

1-6 months after completing studies 50% funding support provided  

6-12 months after completing studies 25% funding support provided 

12 months after completing studies No deduction 

 
8.8 These deductions are not applicable in the case of individuals being made redundant or 

retiring, including on health grounds.  

8.9 They will also not apply to employees on fixed term contracts, save where those 

contracts are subsequently made substantive. Where these circumstances arise, the 

time they have served on a fixed term contract since completing their studies will also be 

included in determining whether any deduction from salary is applicable.  

8.10 Students will have deemed to have completed their studies on submitting their last 

assignment or period of course attendance, whichever is the latter. The last attendance 

on a course can include a final examination or re-sit.  

8.11 Special leave of any sort (e.g. maternity) or career breaks undertaken after completion of 

studies will be included in the calculations outlined in 4.6 as being continuous 

employment.  

8.12 Where students have failed to attend, or complete, a course of study they will be subject 

to the conditions described in 8.6. However the same extenuating circumstances should 

apply as outlined above and includes long-term sickness.  

9 DISTANCE, OPEN OR E-LEARNING  

9.1 Employees who are studying using these methodologies are subject to the terms and 

conditions already outlined in sections 7 and 8 of this policy and shall be neither 

advantaged nor disadvantaged in comparison with students following more conventional 

courses of study. 

9.2 Managers may exercise some flexibility in implementing the study leave policy e.g. 

employees undertaking distance learning may receive more funding support if there is 
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less need for study leave, providing the total ‘package’ is equitable with that of 

employees undertaking a conventional course of study. 

10 APPLYING FOR STUDY LEAVE  

10.1 Study leave should be directly agreed between the employee and their line manager. 

The agreed study leave should be recorded using the form in Appendix 1; the form 

should be kept on the employee’s personal file and a copy should be sent to the Training 

Panel for monitoring purposes.  

10.2 Where the study leave application is for more than 3 days away from the workplace, the 

application should be considered by the CCG Training Panel. 

11 APPLYING FOR FUNDING  

11.1 All requests for funding of over £500 must be made on the application form at Appendix 

2. This should follow agreement between the employee and their line manager on the 

relevance of the course study and leave requirements.  

11.2 Once a training request has been received it will be passed to the CCG Training Panel 

for consideration and authorisation by the CCG. Applicants will need to ensure that they 

leave adequate time for processing the application.  

11.3 The Training Panel will consist of a Lay Member of the CCG Governing Body, an SMT 

Member and a Workforce Representative. Where the request for study leave is from the 

Partnership Commissioning Unit, the CCG Senior Officer should be from the PCU. 

11.4 The Training Panel will meet as required, and will aim to consider all requests within 28 

days of receipt. 

12 IMPLEMENTATION 

12.1 This policy will be communicated to all staff via team meetings, Staff Newsletter and 

available on the CCG website. 

12.2 Failure to comply with this policy would be considered to be a breach of the terms and 

conditions of employment and may result in the matter being treated as a disciplinary 

offence under the CCG’s disciplinary procedure.. 

13 TRAINING AND AWARENESS 

13.1 A copy of the policy is available on the CCG website. Training needs will be identified via 

the annual appraisal process and training needs analysis. 

14 MONITORING AND AUDIT 

14.1 Line managers are responsible for monitoring individual’s compliance with this policy. 

14.2 The implementation of this policy will be reviewed on an annual basis by the Senior 

Management Team and reported to the Governing Body. 
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15 POLICY REVIEW 

15.1 The policy and procedure will be reviewed at least every three years by the CCG in 

conjunction with managers, staff and Trade Union representatives if appropriate, with 

changes made as required and the outcome published. Where review is necessary due 

to legislative change, this will happen immediately. 

15.2 The Senior Management Team has delegated responsibility for monitoring and reviewing 

the policy and will report any concerns to the Governing Body. 

16 APPENDICES 

 Appendix 1 – Study Leave Agreement 

 Appendix 2 – Application for Training Funding 

17 ASSOCIATED DOCUMENTATION 

 The Equality Impact Analysis 

 The Sustainability Analysis 

18 REFERENCES 

18.1 To ensure that this policy is viewed in context, it should be read in conjunction with: 

 The Statutory and Mandatory Training Policy  

 The Appraisal Policy 

 The Induction Policy and Procedures 

 


