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NHS Rotherham Clinical Commissioning Group
AQuA –  5-11-19 
Governing Body 4-12-2019 
Access to L&D Policy review 

Lead Executive: Chris Edwards – Chief Officer 
Lead Officer: Peter Smith, Head of HR 
Lead GP: Dr Jason Page 

Purpose: 

In the 360° Policy Monitoring report from August 2019 further detail was recommended 
regarding the CCG monitoring of Mandatory and Statutory Training. The Policy has 
now been updated as detailed below. 

Background: 

The Audit report recommended that: 

The CCG to include detailed requirements in its Access to Learning and Development 
Opportunities Policy regarding monitoring and reporting to ensure that its assurance 
needs are met. 
Analysis of key issues and of risks 
The following detail has been added to the Policy appended to this report: 

5.1.2 Officers / Line Managers… 

• Ensure that all CCG staff are compliant with all statutory, mandatory and other
essential training/ learning requirements supported by the HR Operational Team.

o The HR Operational team will provide a quarterly report to the Operational
Executive (OE) detailing compliance with all Mandatory and Statutory
Training requirements on an individual staff basis. Following discussion OE
members will disseminate this report to managers and staff and ensure that
any lapsed (red) training is updated in line with this Policy.

o The overall compliance rates with Mandatory and Statutory Training will be
included in Quarterly workforce reports to the OE. The reports will be
included on the agenda of the Audit and Quality Assurance Committee for
assurance.

o Annual compliance with Mandatory and Statutory Training will be included in
the HR Annual Report which is received by the OE, the Audit and Quality
Assurance Committee and ratified by the CCG Governing Body.

This amendment reflects current practice and is a proportionate response to the risks 
involved. 

Equality Impact: 
There is no adverse impact on service users or staff in relation to this report. 
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Financial Implications: 
Nil 
Recommendations: 
Governing Body are asked to ratify the policy. 

Paper is for Approval 
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Title: ACCESS TO LEARNING & DEVELOPMENT 
OPPORTUNITIES POLICY (Including Talent 
development and staff retention policy) 

Reference No: C19 
Owner: Operational Executive 
Author C Edwards 
First Issued On: March 2013 
Latest Issue Date: April 2018 
Operational Date: April 2018 
Review Date: February 2021 
Consultation Process Staff Side, OE 
Ratified and approved by: Governing Body April 2018 
Distribution: All staff and GP members of the CCG. 
Compliance: Mandatory for all permanent and temporary 

employees of Rotherham CCG. 

Equality & Diversity Statement: 

In applying this policy, the Organisation will have 
due regard for 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. 
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1.0 Policy Objectives 
 

1.1 To ensure open and equitable access to learning & development opportunities and support 
for all staff employed by Rotherham CCG, consistent with the organisations commitment to, 
and policies and procedures on: Induction, Mandatory and Statutory Training, Equality of 
Opportunity & Diversity; Talent Development and Staff Retention; Pay Progression; Personal 
Development Review. 

 
1.2 To ensure, as far as is reasonably practical, equitable access by contractor staff to 

comparable learning opportunities. Where in-house learning programmes entail additional 
costs, contractor staff will be required to pay a pro-rata contribution. 

 
1.3 To support the development of an effective learning organisation and Life Long Learning by 

encouraging all CCG staff to actively seek development opportunities and request support 
for it. 

 
1.4 To provide guidance and support for managers and team leaders in making consistent and 

equitable decisions about support for learning activities for all staff and roles, in line with 
CCG and service priorities. 

 
1.5 To encourage the use of a blended learning approach to learning and development 

including: open and distance learning, e-learning, shadowing, secondments, 
apprenticeships, coaching, mentorship, project work and formal in-house programmes or 
external education, - as  appropriate to the learning needs and learning styles of each 
individual, the demands of work and learning programmes and available resources. 

 
1.6 To encourage effective planning, prioritisation and evaluation of learning opportunities 

by managers/team leaders and individual staff. 
 

1.7 To maximise the benefits of supporting learning by applying, sharing and embedding 
it to improve the way we work, thus creating a culture of learning across the CCG 

 
2.0 Underpinning Principles 

 
2.1 That learning and development is a shared partnership responsibility between the 

individual member of staff and their manager/team leader on behalf of the CCG 
 

2.2 Any support for learning balances the service needs and individual personal development 
and career aspirations. 

 
2.3 Application of this policy is targeted at the CCG’s employed workforce and may include 

contractors at need. It should be non-discriminatory in practice, ensuring that no 
individual or staff group is disadvantaged. 

 
2.4 Recognising that financial and other resources are finite, levels of such resources and 

support  should reflect CCG and service priorities (both short and long term).  Resources 
should be  shared with all CCG staff across services in an open and transparent manner. 

 
2.5 The CCG strongly supports investment in staff development within available resources, 

recognising that effective learning and development improves the quality of patient care 
and service delivery and makes a major contribution to our ability to our achieve 
strategic and operational objectives. 

 
2.6 The CCG’s approach includes a clear commitment and determination to work in partnership 

with Staff Organisations, Learner Representatives and Partner Organisations to widen 
learning access and opportunities and to support integrated service provision. 



 

3.0 Context 
 

3.1 Effective learning and development of NHS staff is key to the delivery of, ‘Safer Medical 
practice’ (2008); ‘Liberating the NHS’ (2010); ‘World Class Education & Training for World 
Class Healthcare (2012); CCG Assurance Framework (2013). These frameworks emphasise 
the value and importance of lifelong learning for the patient, the individual, team and 
organisational  performance. 

 
3.2 Lifelong learning is about ensuring that CCG staff are: 

• Equipped with the skills and knowledge to work flexibly 
• Supported to grow, develop and realise their potential 
• Supported in contributing to new ways of working and delivering services. 

 
3.3 This policy is designed to support the CCG’s objective of improving health and health 

services for the Rotherham population by helping to systematically and consistently develop 
all members of its workforce. This includes encouraging and supporting effective methods 
of  learning and the development of skills consistent with the CCG’s objectives and 
priorities. 

 
3.4 The CCG’s Constitution. Mission & Values also provide a context of explicit rights 

and responsibilities for individual’s learning and development within the 
organisation:- 

 
4.1 Rights and Responsibilities of CCG Staff 

 
4.1 Lifelong Learning is the right of all CCG staff. With these rights comes responsibilities, which 

are summarised as follows:- 
 

4.2 Rights 
 

• To receive the essential education, training, learning and development necessary for you to 
fulfil what is expected of you in your role, at your induction and thereafter throughout your 
career with the CCG 

 
• To have a Personal Development Review (PDR) at least once a year with an agreed 

Personal  Development Plan (PDP) in line with organisational developmental priorities, the 
demands of your role and linked to incremental pay progression 

 
• To have fair and equitable access to education, training, development & learning opportunities 

as identified in your agreed PDP, as a minimum 3-days learning activity per annum (including 
statutory,  mandatory & essential training / learning) 

 
• To have managerial and CCG support in achieving your PDP 

 
• To have access to appropriate forms of career advice and planning 

 
• To receive support and development to help you to prepare for future changes, maximise 

future employability and develop your potential 
 

• To fair and equitable access to promotion opportunities. 
 

4.3 Responsibilities 
 

• To actively keep yourself up-to-date, and contribute to the development of others, 
including sharing knowledge and expertise 

 
• To identify your personal and professional development needs now, and to prepare for 

future changes 
• To comply with CCG’s information system requirements by ensuring name, contact and job 



 

role  details are entered and kept up to date on the Electronic Staff Record (ESR). 
 

• To develop and agree your PDP, which supports continuous development through the 
annual PDR process and is linked to incremental pay progression 

 
• To utilise the opportunities made available to you, including the learning opportunities and 

mandatory training requirements identified by the CCG to support your development and 
future employability 

 
• To ensure a return on investment by applying the relevant skills, knowledge & 

behaviours learned to your working role and to share your learning with colleagues. 
 
5.1 Learning & Development Responsibilities 

 
5.2 Implicit in the above is the key role of managers and team leaders in supporting the 

effective learning and development of CCG staff. These responsibilities are summarised 
as follows:- 

 
5.2.1 Chief Officer 

 
The Chief Officer has overall responsibility for the CCG’s Learning & Development policy, 
staff, systems and corporate learning & development activities 

 
 

5.2.2 Operational Executive 
 

Operational Executive has responsibility for reviewing and approving all applications for 
supported development where a significant commitment of corporate resources (funding, 
time,  etc.) is required 

 
5.2.3 Line managers/Team Leaders 

 
• Encouraging an environment conducive to continuous development, innovation and 

learning 
 

• Working with individuals to identify their learning needs, relative to current and 
future service needs and individual aspirations via the CCG’s PDR, pay 
progression and development planning processes 

 
• Identifying collective development needs based on service plans and priorities 

 
• Prioritising and planning to meet identified needs on an equitable basis, within the 

constraints of available resources and competing demands 
 

• Ensuring effective communication with staff on the rationale for prioritisation in a 
transparent  manner 

 
• Enabling opportunities for staff to develop and extend their abilities, using day to 

day work opportunities 
 

• Support access to learning opportunities by signposting staff to ESR, intranet and 
other learning advertising media, including the Corporate Learning & Development 
Programme 

 
• Ensuring that learning and development plans are achieved and that agreed 

outcomes are monitored and evaluated. 
 

5.1.2 Officers / Line Managers 



 

• Ensure the application of the CCG’s policies on learning and development to ensure 
consistency  and equity 

 
• Ensure adequate resources are available to support L&D policies and plans 

 
• Ensure the identification and prioritisation of learning needs 

 
 

• Ensure that all CCG staff are compliant with all statutory, mandatory and other essential 
training/ learning requirements supported by the HR Operational Team. 

• The HR Operational team will provide a quarterly report to the Operational 
Executive (OE) detailing compliance with all Mandatory and Statutory 
Training requirements on an individual staff basis. Following discussion 
OE members will disseminate this report to managers and staff and 
ensure that any lapsed (red) training is updated in line with this Policy. 

• The overall compliance rates with Mandatory and Statutory Training will be 
included in Quarterly workforce reports to the OE. The reports will be 
included on the agenda of the Audit and Quality Assurance Committee for 
assurance. 

•• Annual compliance with Mandatory and Statutory Training will be included 
in the HR Annual Report which is received by the OE, the Audit and 
Quality Assurance Committee and ratified by the CCG Governing Body. 

 
5.1.3 Facilitators / Trainers 

 
• Providing advice and guidance on appropriate education, training, learning & 

development 
 

• Ensuring that all learning activities meet identified needs 
 

• Keeping records of attendance of staff on courses and other learning activities 
that they are responsible for 

 
• Responding to evaluation results to ensure all training / learning carried out is fit for 

purpose 
 

• Continually reviewing course / learning material to ensure that all training / learning 
delivered is in line with national guidance and CCG policy and is based on best 
practice 

 
• Developing action plans to deliver the training, learning, education and development 

required 
 

5.1.4 Staff side 
 

• To provide support and advice as appropriate 
 
 
6.0 Process for the Identification of Learning and Development Needs 

 
6.1 All staff will have a Personal Development Review (PDR) on an annual basis during 

April/May, with a 6 month review during October/November. The review will take full 
account of relevant  professional standards and requirements. The review will result in 
agreed work priorities/objectives and a Personal Development Plan (PDP). 

 
6.2 Learning Opportunities for Staff 

 
8.2.1 All staff will participate in an annual programme of learning activities developed to meet 

statutory,  mandatory and essential to job role requirements 
 

8.2.2 In addition to formal learning and development activities, other informal learning 

Formatted



 

opportunities  relevant to specific individuals/groups might include– shadowing, 
secondments, mentorship, project work, focus groups, action learning sets, 
coaching, e-learning etc. 

 
8.2.3 Individual Continuing Professional Development (CPD) opportunities  may  be 

provided in house or with external organisations, subject to available resources. 
Other self-directed CPD activities may be supported, subject to available resources 
and at the discretion of the CCG 



 

9.1 Prioritisation of Learning Needs 
 

9.2 In accordance with the principles and objectives of this policy, the learning and development 
needs of staff will be prioritised against the following definitions: - 

 
9.2.1 Category a) Essential 

 

Essential to service delivery (i.e. where service plans cannot be delivered unless the 
training / learning is undertaken); identified as a “mandatory” or statutory requirement 
by the CCG or as ‘essential-to- Job/Role’ by the Line Manager; or where continued 
employment in the post is dependent on the successful completion of learning / 
training / education / development leading to a specific qualification or experience 
(e.g. where an essential element of the person specification requires a  specific 
qualification to be completed). This category will also include any learning activities 
that are  fundamental to incremental pay progression where a requirement of the 
current post. 

 
9.2.2 Category b) Supports Service Plans 

 

Includes education / training / learning & development which, whilst not being  
essential to service plans, strongly supports their achievement in the short or long 
term e.g. which enables staff to undertake wider roles; reduce a current or future skills 
gap for qualified staff; skill development which  enables staff to provide a wider or 
improved range of services to meet local need; develops skills in the “ desirable“ 
element of person specifications; to meet anticipated current or future skill shortages. 

 
9.2.3 Category c) Personal Development 

 

Includes development which meets individual career/pay advancement within the CCG 
or personal  learning aspirations relevant to the individuals future career aspirations, 
whilst not required or directly  relevant to the current post or to a current or anticipated 
skills shortage. 

 
9.1.4 Both Categories b) & c) may include developmental elements of current/future roles, 

where appropriate. Further guidance on categorising individual learning needs can 
be found at Appendix C. 

 
10.1 Approval of Applications for Access to Learning & Development Opportunities - Learning 

Agreements 
 

10.2 Managers Responsibilities 
 

10.1.1 In determining the appropriate support for learning opportunities, managers will 
need to have regard to the following issues:- 

 
• Whether the proposed learning route and delivery method is the most cost effective 

to meet the need and is consistent with the agreed PDP for the individual 
 

• Determining what prioritisation category applies, either a, b, or c, ensuring 
consistency with the  classification applied to similar applications from staff for 
support – See Appendix C 

 
• What support / approval (if any) has been granted previously to check and ensure 

access to learning opportunities is being spread equitably across all relevant staff 
 
 

• The needs of the service prioritised within available staffing and budgetary / other 
resources and  operational issues (e.g. back fill, time in lieu, etc.) 



 

• Checking that decisions do not directly or indirectly discriminate against certain 
staff/groups. (E.g.  part time or shift working staff always being required to attend in 
their own time). 

 
10.1.2 It should be acknowledged that e-learning (i.e. electronic learning provided and 

monitored through the  National Learning Management System (NLMS)) may give 
the opportunity for the learner to undertake relevant training, education or 
development activity at a time and place that suits the learner. This may include 
completing their learning activity at home. However, this should only be agreed with 
the learners’  full consent. If this option is requested by the learner, the manager 
should agree in advance the ‘time in lieu’ arrangements and refer to the Flexible 
Working policy in relation to health & safety issues. 

 
10.3 Employees Responsibilities 

 
10.2.1 In choosing the appropriate learning activities, CCG staff will need to have regard 

to the following issues: 
 

• ensure that they have as much information as possible about the proposed 
learning activity, e.g. study requirements, costs, and time commitment 

 
• be clear about the learning outcomes, benefits, application to work-practices and 

how this will be measured on achievement 
 

• be clear on the mutual expectations between the individual and their manager during 
and following the learning activity 

 
• the above listed and agreed with their line manager using the Learning 

Activity Agreement  (Appendix B) following the guidance notes provided 
(Appendix A) 

 
• to attend and fully participate in all planned learning activities once a commitment has 

been made to  participate in it 
 

• to evaluate learning outcomes and disseminate new learning to others following 
completion of the learning activity 

 
• Where the individual does not complete the approved learning (for reasons within 

their control)  he/she may be liable to refund any programme fees already incurred 
by the CCG. This will be  dependent on personal circumstances and follow full 
discussion between the individual and their manager 

 
• Be clear where the successful completion and application of agreed learning 

opportunities may impact upon incremental pay progression. 
 
11.1 Learning Activity Evaluation and Review - Shared Responsibilities 

 
11.2 When a member of staff has returned from a learning activity they should evaluate the 

activity  with their manager. The purpose of this evaluation will be to agree the outcomes of 
the activity  and actions necessary to disseminate knowledge or information to other 
members of the team  and to decide and build new knowledge and skills into the  
workplace. 

 
11.3 The evaluation will also form a part of the PDP 

 
12.1 Non-attendance on training, learning, education & development programmes 

 
12.2 Managers are expected to provide time and support for staff to attend. Where staff have 



 

been provided with opportunities and have failed to attend this could be classed as serious 
misconduct and will be regarded as a potential disciplinary matter. 

 
12.3 Failure to comply puts the individual, the CCG and potentially the service users at risk and is 

a serious matter. 
 

12.4 MAST should be given priority over other training deemed desirable rather than essential. 
The Line Manager should check that all MAST training has been completed before 
authorising non-essential training. 

 
13.1 Provisions of Resources & Support for Learning (Finance, Time, etc.) 

 
13.2 Guidelines for this provision are set out in Appendix C in line with the 

aforementioned prioritisation definitions. 
 
14.1 Policy review 

 
14.2 The policy will be reviewed every 3 years. 

 
15.1 Associated CCG Strategies and Policies 

 
• Equality & Diversity Strategy 
• Succession Plan 
• Pay Progression Policy 
• Personal Development Review (PDR) Policy 
• Flexible Working Policy 
• Secondment Policy 

 
 
Talent development and staff retention policy 

 
16.1 Definitions 

 
16.2 Talent 

 
Consists of those individuals who can make a difference to organisational performance either  through their 
immediate contribution or, in the longer-term, by demonstrating the highest levels of  potential. 

 
16.3 Talent Management 

 
Is the systematic attraction, identification, development, engagement, retention and  deployment of those 
individuals who demonstrate ability and potential to an organisation. 

 
Talent Management is ensuring that talent is identified internally or recruited externally, developed and 
retained, to enable their contribution to be fully achieved. 

 
Talent Development 

 
Is the means and methods by which talented individuals within the organisation are supported to achieve their 
aspirations and agreed outcomes in a systematic and fair manner. 

 
These definitions underline the importance of recognising that it is not sufficient simply to attract  individuals 
with high potential. Developing, managing and retaining those individuals as part of a planned strategy for 
talent is equally important, as well as adopting the means for the Governing Body to  understand the 
utilisation and benefits of this investment. 

 
17.0 Introduction 

 
All individuals require development and should be valued within an organisation. However certain 



 

individuals displaying high potential can be supported to achieve their potential in a systematic and 
timely way. 

 
Talent and career development is necessary for the retention of employees, no matter what their level of 
contribution in the organisation.  Research has shown that structured career paths can be necessary for 
some staff in achieving job satisfaction and feeling valued within an organisation; hence retention of  such 
talent by the organisation is enhanced. 

 
18.0 Aims 

 
Talent Management and development aims to consider the individual in relation to the organisation using 
two dimensions, one which takes into account their performance to date, the other their assessed 
potential. The two measures should also take into consideration an individual’s personal aspirations  and 
motivations.  It should also consider the appropriate means by which to manage and develop  talent, 
along with the organisational resources required to do so. 

 
19.0 Responsibilities 

 
The overall responsibility for Talent Management and Development lies with the Chief Officer. The Chief 
Officer will be supported in this role by the Head of HR and Senior Officers where appropriate and as 
identified in the individuals Talent Management Plan. 

 
The Operational Executive is accountable for regularly reviewing the Talent Pool and in evaluating the 
effectiveness of the Talent Management policy and Talent  Development plan(s). 

 
20.1 Aspirations 

 
We aspire to conditions where we create a resilient, agile and high performing leadership culture both  now 
and in the future by: 

 
• Investing now to develop future talent 
• Aligning talent to organisational goals 
• Identifying and nurturing talented leaders 
• Identifying talent gaps 
• Retaining and developing talent. 

 
We aspire to support the development and promotion of effective organisational Talent Management 
systems that have the following impact upon both our employees and organisation: 

 
• Where talented individuals feel valued – they have plenty of opportunities to stretch their 

potential and progress in their career. 
 

21.0   Understanding what Talent Management and Development is not 
 

Whilst being explicit about what the system is there to do and deliver, along wi t h wh a t t he expected 
outcomes and impacts would be, it is also important to be clear about what it is not there to do, avoiding 
misinterpretation and false expectations. 

 
A Talent Management system is not about: 

 
• Performance management 
• ‘Jobs for the boys’ 
• Replacing like with like 
• Avoiding robust recruitment and assessment practices 
• Promising automatic career progression 
• Setting a clear career trajectory that may not change 
• A determination of success or future performance. 

A Talent Development policy is not a: 



 

- Solution to performance management issues 
- Platitude/reward for other disappointments 

 
 
22.1 What does success look like for NHS Rotherham CCG? 

 
• Where the Chief Officer and the Chair are confident that the organisation has a reliable 

pipeline of talented people who are being prepared for key roles and promotions 
 

• Where the  entire Governing  Body are confident  that  the organisation has the right people in 
place to keep pace with a changing business environment and there is a plan for resilience 

 
• Where external stakeholders, especially Patients and GP members, are confident that the 

business is led by the best individuals and has a robust succession plan in place. 
 
 
23.0  This policy will be reviewed every three years or sooner dependent on organisational change 
and any associated guidance or legislative requirements. 

 
24.1 Associated Strategies and Policies: 

 
• Equality & Diversity Policy 
• Succession Plan 
• Pay Progression Policy 
• Personal Development Review (PDR) Policy 
• Organisational Development Plan. 

 
PROCEDURE 

 
25.1 Talent Management - How will we do it? 

 
1) We will assess what we have got – through an audit of skills, knowledge and attributes 

(S/K/A), including the wider talents of staff in current roles. 
 

2) We will assess who we have got – we will assess our current workforce to identify a Talent 
Pool. 

 
3) We will use the Operational Executive to spot and nurture talent to ensure there is a 

consistent approach. 
 

4) We will ensure that Talent Development is based on need and is appropriately resourced 
(i.e. not on financial constraints). 

 
5) We will give targeted opportunities to our Talent Pool including: 

 
• Internal Secondments, 
• Projects, 
• Work Shadowing, 
• Action Learning, 
• Coaching and mentoring, 
• Formal & informal targeted education, training / learning & development at need. 

 
26.1 Staff Retention – How will we do it? 

 
Research has shown that the number one reason for staff leaving organisations is because of an inequitable 



 

relationship with their Line Manager and also with other colleagues. Our priority is to ensure that the nature 
of these relationships is built upon and reflects the agreed staff Values: 

• Responsibility 
• Empowerment 
• Support 
• Positivity 
• Equality 
• Communication 
• Trust 

 
To ensure consistent actions from leaders and colleagues 

 
1) We will ensure that we maximise our Talent Pool through effective recruitment 

 
2) We will ensure that each member of our staff has clarity about their role(s) through up-to- 

date job descriptions, agreed work priorities and through regular development reviews 
 

3) We will ensure that line managers are well briefed, well trained and are encouraged to foster 
strong relationships with our staff 

 
4) We will promote our staff Values 

 
5) We will give financial incentives (e.g. incremental progression and promotion) 

 
6) We will give non- financial incentives (e.g. courses, conferences) 

 
7) We will actively support the wellbeing of our staff (e.g. Health Workforce Programme, 

Employee Assistance Programme, cycle to work scheme, etc.) 
 

8) We will ensure that staff are appropriately engaged and involved in organisational  decisions 
and that their individual and collective contributions are recognised and acknowledged 

 
9) We will carry out exit interviews with all staff leaving the organisation to ensure that we 

understand why staff are moving on 
 

10) We will actively seek feedback from staff through formal (e.g. Annual Staff Survey, Exit 
Interviews, etc.) and informal (targeted surveys, ad-hoc discussion, etc.) means to review our 
approach and to inform our future staff retention activities. 



 

Appendix A 
 

Notes on Completion of Learning Agreement Forms 
 

1. With the exception of any training / courses coordinated centrally via the Training Plan process, the 
individual and their line manager/team leader should discuss and agree the relevance of the 
proposed learning to the individual’s personal development plan and agree any associated support 
package in line with the line manager’s categorisation of the learning need as set out above. The 
Learning Agreement form should then be completed indicating the prioritisation classification of A, B 
or C, as appropriate, prior to any learning activity. 

 
2. If costs are expected then the form should be sent to the budget holder / service lead if this person if 

not the line manager. 
 

3. The “Learning Activities” section should include all formal and informal significant learning 
opportunities. This section should also include details of the activity e.g. course title or description; 
date, time/s and venue for the learning activity; course arrangements where relevant; and - for 
internal programmes only - details of any special needs which need to be accommodated e.g. 
wheelchair access; hearing loop; special dietary needs etc. 

 
4. “Agreed Learning Objectives” should relate to the individuals agreed PDP arising from the PDR 

process and should specify the required learning outcomes. 
 

Part One 
 

5. Part one should be completed in all cases including where no additional costs are expected 
and/or when cover arrangements has been made, e.g. in house training, shadowing. 

 
Part Two 

 

6. Part two is required to be completed where it has been agreed that the CCG will reimburse 
certain expenses for the learning activity as part of the Learning Agreement. Travel and 
subsistence expenses will need to be estimated in advance. 

 
7. Once approval has been given and the form completed, copies should be retained and sent as 

follows:- 
 

Original copy to Executive Member for agreement at OE in support of the decision to support the learning 
and the agreed resources (expenses incurred, time for undertaking the activities, etc.) 
Copy to be retained by the line manager and stored in the applicant’s personal file 
Copy to be retained by staff member. 

 
Travel expenses 

 

8. Travel costs will normally be reimbursed at standard rail travel rate, or where travelling by private 
car (where this is more economical) at public transport rate or lease car rate for a lease car user. 
When an individual travels direct from home to the learning venue, estimated expenses and 
reimbursement should not include any part of the journey which lies over the normal home to 
work travel route (see ‘Abatement’ at Appendix C). 

 
Travel and accommodation can be booked and thereafter, the costs reimbursed via the Easy Expenses 
system. Taxi fares may be reimbursed where agreed in advance due to safety or time constraints. 

 
Subsistence 

 

The national rates of subsistence in Annex 14 of the NHS Terms and Conditions of Service will be applicable 
to this Policy. The rates quoted in paragraphs 9-12 below are the current rates in Annex 14. 

 
9. Where an overnight stay has been agreed a maximum of £55 plus VAT (subject to the provisions 



 

of paragraph 18.3 if this is exceeded for genuine business reasons).) will be  reclaimable for 
accommodation and meals over a 24-hour period. Discounted rates are available for NHS staff at 
numerous hotels. 

 
10. Where individuals stay with relatives, £25 inclusive of meals may be claimed. 

 
11. Where a learning activity provides food no incidental expenses would normally be payable. 

 
12. For one day learning events individuals will normally meet their own incidental expenses e.g. 

lunch, which they would normally have to meet if they worked that day.  If a longer event includes 
a social dinner, which the individual wishes to attend, they should pay their own expenses and 
only claim an evening meal allowance (£15) if away from base for more than 10 hours after 1900 
hours. 

 
Claiming Expenses 

 

13. Expenses for learning opportunities should be reclaimed by the individual via the regular Ea s y 
expenses process. The manager will need to validate and authorise the claim including using 
their copy of the part two details of estimated expenses and satisfying themselves if the claim is 
appropriate if it is higher than the estimated expenses.  t.  NB receipts will be required for all 
claims (except for car mileage). 

 
Course Booking and Payment 

 

14. If a learning activity needs booking and it is free of charge, the booking should be made directly 
by the line manager’s department. 

 
15. Where a booking is required and an invoice facility is available: 

 
Either: the participant books and pays themselves, then reclaims the application amount. 
Or: 
the invoice is sent in advance to the Finance Team for payment. 



 

Rotherham CCG - Learning Activity Agreement  
Appendix B: 

 

This agreement should be completed by the member of staff and line manager prior to any learning activity. 
Part One: To be completed for all applications including where no additional costs are expected and/or when cover 
arrangements have been made, e.g. in-house training, shadowing. 

Part two: To be completed in addition where additional expenses will be incurred e.g. external course fees, travel, 
materials or excess mileage. 

PART ONE 
Name Department Job Title 
Tel/ ext No 
Learning Prioritisation Category A B or C? 
Learning Activity To include course title where applicable, dates/ times and type of activity.  Include 
details of any agreed study time, where relevant) 

 
 
 

Any special needs? (Please specify for internal training only e.g. special diet; hearing loop). 

Has cover been arranged? Yes No Not Applicable 
Agreed Learning Objectives (Objectives should relate to agreed PDR personal development plans) 

Applying & Evaluating Learning (How will the learning objectives be put into practice and how will 
learning be shared with colleagues) 

 

PART TWO 

Expense Details (travel & subsistence costs must be estimated in advance) 
Name Department 
Learning Event Venue 
Agreed expenses details (e.g. travel, 
excess mileage, subsistence, external 
course fees, books) 

Estimated 
Expenditure 

Dept Budget Code 

 
 
 
 
Signature of ………………………………………..Manager 

Signature of………………………………………...Applicant 

Date…………………………………… 
Budget Holder Signature ……………………….(where different) 

Original copy to ‘Finance Team’ to support claim for agreed expenses incurred, with receipts. 
Copy to be retained by the line manager and stored in the applicant’s personal file 
Copy to be retained by staff member 
Copy to be sent to WSYBCSU L&D Support Team when Category A) or B) 
Copy to manager for retention in applicants personal file. 



 

 

 

Guidelines for the provision of financial support and time for agreed learning  
activitiesAppendix 
C 

 

NB: Where available resources do not match identified need, managers will have the discretion to negotiate with all the staff whose 
application  they wish to support within the limits identified below to maximise the number of staff who can be supported. This applies 
to all CCG staff affected on an equitable basis. However, to ensure consistency across the CCG, where the staff group concerned are 
employed in another team, this would need to be discussed and agreed with the other relevant managers. In all cases when the level of 
proposed support is below that indicated in the following table, the approval of the OE member will be required. Conversely, again to 
ensure consistency, where a manager  wishes to agree a higher level of support than that specified below, he/she will need the agreement 
of their OE member. Where a dispute arises  or further resources are required, decisions rest with the Operational Executive. 

Prioritisation 
classification 

Study Fees Time Travel Costs Books / Materials Exam / Test / 
Licensing 

 
 
 

a) Essential 

 
 
 

100% 

 
100% 
Including study time 
where relevant/ 
required as agreed 
within the Learning 
Agreement 

 
100% at Public 
Transport Rate/ 
Standard class rail 
/Lease car rate or 
actual cost of travel 
less abatement* 

 
 
100% for essential 
books/materials as 
agreed in the Learning 
Agreement 

 
100% reimbursement and 
exam day for first attempt at 
each level, plus preparatory 
study leave where required 
and agreed as part of agreed 
Learning Agreement. 
(Normally 1 day per exam) 

b) Supports 
Organisational & 
Service 
Development 
Plans 

 
Trust 50 to 100% 
Employee up to 
25% 

 

50% to 100%, 
at the discretion of 
manager. 

 
 
Trust 50 to 100% 
Employee 25-0% 

 

50 to 100% of 
essential course 
materials 

 
 
50 to 100% 
reimbursements and 
exam day for first attempt. 

 
 
c) Personal 
Development 

0 to 50 % at the 
discretion of 
manager 
Employee up to 
50% 

 
0 to 75 % at the 
discretion of 
manager 

 
Trust 0 to 50% at the 
discretion of manager 
Employee up to 100% 

 
0 to 50% of essential 
books/material at the 
discretion of manager 

 
Up to 50% reimbursement and 
exam day for first attempt at 
the discretion of manager 

i   For c), up to 100% support may be applied with the approval of OE in instances where it is deemed appropriate to exceed the levels stated above 
ii Abatement applies where travel to and from a location other than your usual place of work is necessary to attend the agreed L&D activity. In such 
cases,  the usual journey to/from work is deducted from the overall journey for which you are claiming expenses. 
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