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LEARNING AND DEVELOPMENT POLICY 
 
 

1.0 Policy Purpose 
 

This policy provides advice and guidance on Provanhall HA’s commitment to learning and 
development. 

 
Provanhall Housing Association is committed to providing a wide range of learning and 
development opportunities for Committee and Staff.  The Association will actively encourage 
Committee and Staff to identify and participate in learning and development courses, seminars 
and conferences that extend their knowledge and assist them in their functions.  Provanhall 
Housing Association acknowledges that investment in its people is essential for the 
achievement of the aims and objectives of its business plan. 
 
Learning and Development needs will be assessed annually during the appraisal processes. 
 
 

2.0 Applicability 
 
This policy applies to all PHA staff and committee members. 
 
 

3.0 Objectives 
 

The key objectives of the Association’s Learning and Development Policy for Committee and 
Staff are as follows:- 
 
3.1 To develop the skills and experience to meet the requirements of the Association, and 

in particular, the strategic objectives of the business plan. 
 
3.2 To enhance the awareness and performance of Committee and Staff in order to 

achieve high standards of management and service provision. 
 
3.3 To develop the potential of individuals to enhance their overall contribution to the 

Association. 
 
3.4 To encourage understanding of the wider functions of the Association and enable 

individuals to broaden their experience. 
 
3.5 To ensure equality of opportunity. 
 
3.6 Committee and Staff will be entitled to equitable access to learning and development. 
 
3.7 To monitor the impact training and development has on the organisation. 
 
3.8 To mitigate against risks identified in the strategic risk register. 
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4.0 Determining Learning and Development Needs 
 

4.1 Assessment of individual learning and development needs will be carried out on an 
annual basis, at a minimum.  Assessments will be based on Staff members 
competencies requirements. 

 
4.2 Staff members will be asked to identify, and be assessed for, learning and development 

at the annual staff appraisal. 
 
4.3 Committee will also undertake an annual learning and development needs assessment 

during their appraisal. 
 

4.4 Committee and Staff Members will be required to spend one full day together annually 
to consider Internal Management Planning. 

 
4.5  Each Staff and Committee member will undertake a learning styles assessment to 

determine how best they learn and develop. 
 
 

5.0 Types of Learning and Development 
 

The term learning and development is used as a generic term throughout but encompasses:- 
 

 seminars 
 conferences 
 induction 
 skills learning and development 
 further education 
 coaching / mentoring 
 workshops 
 professional learning and development 
 networking 
 reading internal / external reports, policies, procedures, guidance & briefings 
 meetings such as policy review days 
 hands on  
 “shadowing” 
 ‘’brainstorming’’ 
 Staff and Committee Away Day 
 E learning 
 Forums 
 Work related training – Committee Members 

 
 

6.0 Learning and Development Providers 
 

6.1 The Association will optimise the use of all types of learning and development 
opportunities. 
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6.2 Learning and development will be procured from as many appropriate training providers 
as is required. 
 

6.3 Any Staff / Committee Member who feels their learning and development needs are not 
being met can request individually tailored learning and development and should 
contact their Line Manager/the Director in the first instance. 

 

7.0 Administration 
 

7.1 The administration of learning and development will be dealt with by the Receptionist 
who is responsible for:- 

 
i) collating learning and development information 
ii) providing access to information for Staff & Committee for learning and 

development 
iii) investigating course information if required 
iv) booking learning and development 
v) arranging and booking of ancillary items, e.g. travelling and accommodation if 

required 
vi) sending out and collecting evaluation sheets (Appendix 2 and 3) 
vii) Updating feedback from evaluation forms 
viii) updating all individual learning and development accounts 

 
 

8.0 Access to Learning and Development 
 

8.1 Committee and Staff should have access to learning and development on a regular 
basis via the following publications:- 

 
 calendars 
 flyers 
 circulations 
 invitations 
 E mail bulletins 
 requests for bespoke learning 
 Annual programme for Committee Members 
 Staff meetings 
 Committee reports 
 Annual Forum timetables e.g. EHRA HM 
 Annual internal programme for Staff 
 Appraisal reports 

 
8.2 Committee are provided with a monthly typed report of all publications, learning and 

development and invitations and should use this as a basis for further investigation or 
booking. 

 
8.3 The Receptionist should be the first point of contact for either further investigation or 

booking.  Director has to countersign any requests for learning and development from 
Committee Members. Line Managers will authorise individual Staff members requests. 
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8.4 In addition, the Director and/or Line Manager will direct Staff & Committee to learning 
and development when a previous skills gap has been identified. 

 
 

9.0 Budget and Expenses 
 

9.1 A budget will be set annually for learning and development.  
 

9.2 The budget will be used for:- 
 

 the cost of the learning and development 
 travelling to and from the event 
 Staff / Committee expenses related to the event 

 
9.3       Learning and development needs may require a review of the budget.  This shall be 

assessed on a quarterly basis at the Staff, Learning and Development Sub Committee 
meeting. Any recommendations made will need to be approved by the Management 
Committee. 

 
 

10.0 Study 
 

In addition the Association will consider assisting employees or Committee Members who 
pursue a course of study directly or indirectly relevant to their work.  These courses normally 
lead to professional qualifications, diplomas or degrees and may be undertaken either by day 
release study or by correspondence course. 
 
 

11.0 Induction 
 
All new staff and committee members will participate in a structured induction programme, 
which includes Health and Safety and Equal Opportunities. 
 
Once New Staff/Committee Members have been in post/on committee for three months, they 
will be asked to undertake a review of the induction process so that the organisation can ensure 
that the process remains relevant and provides all required information. 
 
 

12.0 Day Release Courses 
 

12.1 Approval for attendance on a day release course will rest with the Association’s 
Management Committee. 

 
12.2 The Association will allow paid leave for attendance on day release courses and for 

attendance at examinations, plus, where it is a mandatory element in the course, up to 
one week in any academic year for attendance on a block study course. 

 
12.3 The Association will meet the full cost of course and examination fees, and the cost of 

essential text books up to a maximum of £100 per year.  Text books will remain the 
property of the Association. 
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12.4 The Association will allow paid leave for study purposes at a rate of one half day per 

examination.   
 

13.0 Correspondence Courses 
 

13.1 Approval for undertaking a correspondence course which the Association is asked to 
fund will rest with the Management Committee. 

 
13.2 The Association will meet full course cost and examination fees, and the cost of 

essential text books up to a maximum of £100 per year. 
 
13.3 The Association will allow paid leave for attendance at examinations.  The Association 

will allow paid leave for study purposes at a rate of one half day per examination. 
 
13.4 The Association will allow paid leave for attendance at integral block study courses to a 

maximum of 10 days per year. 
 
 

14.0 Re-sits 
 

In the event of having to re-sit examinations both the time taken and fees involved will be the 
responsibility of the employee.  The time taken can be annual leave or TOIL.  Where Staff 
members fail to undertake resits, and as such fail their course, they will be liable for repayment 
of the full cost of the course for that academic year. 
 
 

15.0 Guidance 
 

15.1 All employees studying for a recognised qualification will have regular meetings with a 
designated person within the Association who will monitor progress and provide 
guidance to help the student to complete the course. 

 
15.2 All employees must fulfil attendance requirements for the courses which they are 

taking. 
 
15.3 Coursework must be completed to a suitable standard within the agreed timescale set 

by the course organiser. 
 
15.4 No travel costs or subsistence will be paid for course attendance.  
 
15.5 Any absences from the course must be authorised by the Director, in advance. 
 
15.6 Staff will be required to attend the workplace on any days day release courses are not 

taking place, for whatever reason, during the academic year. 
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16.0 Evaluation and Monitoring 
 

At the end of every learning and development activity undertaken, Staff will be required to 
complete an evaluation form to confirm: (appendix 2) 

 
 usefulness of the course 
 reasons for attending the course 
 outcomes from the course 
 when outcomes will be implemented 
 anticipated performance improvements from implementation of outcomes. 

  
Committee Members will be asked to confirm: (appendix 3) 
 

 usefulness of the course 

 quality of the trainer 

 knowledge gained 

 how knowledge will be used 

 any other needs highlighted from this training  
 

A quarterly report shall be presented to the Staff and Training Sub committee on the outcomes 
for the above evaluation forms. (Appendix 1) 

 
 

17.0 Management support 
  
 Managers will endeavour to ensure that Staff who attend learning and development courses are 

given support, and time required, to implement their new knowledge or skills, and are given 
similar support to share these with, or train, other members of Staff.  A review will be 
undertaken at the end of every year to ascertain Staff member’s views on whether or not this 
was achieved.  This review will take place during the appraisal process. 

 
 

18.0 Professional Subscriptions 
 

18.1 The Association will meet student, associates or full membership fees for recognised 
professional institutions and/or registered bodies when the membership is directly 
relevant to the work of the employer. 

 
18.2 Where an employee is a member of more than one professional institution, 

reimbursement will be limited to the fee payable to the principle institution. 
 

19.0 Reimbursement of Course and Examination Fees 
 

19.1 Following approval for either correspondence course or day release employees must 
sign the Conditions of Study form (Appendix 4) prior to course commencement. 

 
19.2 We will ask you to refund the full or part of the cost of fees 

(as outlined in the undertaking attached to this policy – Appendix 4)) if you 
voluntarily leave your employment within those 12 months, if you or the 
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training institution prematurely ends your course or if you are dismissed during 
that period. 

 
19.3 If you withdraw from a course, you will have to repay the fees on the basis of 

19.2 above, unless: 
 

 you give us written justification and we agree that you withdraw from the 
course;    and  

 

 you have had to withdraw due to long-term sickness, maternity leave or 
redundancy. 

 
19.4 Repayment of fees must be made within 3 months of the employee leaving 

Provanhall Housing Association. 
 

20.0    Furlough 
 

20.1 Any Staff who are on furlough will still be able to attend any learning and 
development as identified under this policy. 

 
 

21.0 Equal Opportunities 
 
In executing this policy, staff will have regard to the Association’s Equality and Diversity policy. 

 
 

22.0 Review of Policy 
 

This policy will be reviewed 5 years from date of approval. 
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APPENDIX 1 
 

Report 
 
 
 
REPORT TO: Staff, Learning & Development Sub-Committee Meeting of 28 May 

2015 
 
ITEM NO:   
 
 
SUBJECT: Learning & Development Report January – March 2015  

  
 
PREPARED BY: Patricia Gallagher, Director 

 

 
1.0 General Staff and Committee Training 
 

Training and conference information for both Staff and Committee is circulated as it is 
received.   

 
2.0 Staff Training 

 
Details of all Staff individual Learning and Development undertaken in this period are 
attached.   

 
3.0 Committee Training 
 

Committee Member Training Course Date Comments 

    

    

    

 
4.0 Committee Training Plan 
 

Following on from the Management Committee appraisal and the away day, an 
annual Management Committee training plan is being devised.  It is going to the 
Management Committee Meeting immediately following this meeting for approval.  
Updates will be brought to this meeting thereafter. An EHRA plan is also currently 
under review. 

 
5.0 Budget 

 

At end of March 2020 £  Target £  Actual 

  
 Variance of £ over/ underspend.      Annual Budget £ 
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Appendix 2 
 

              Learning and Development Evaluation Form     
 

Name  
 

Position  
 

Course Title  
 

Provider  
 

Trainer  
 

Date of Training  
 

 

 

Reason for attending Training: (Link to competencies) 

 

 
 
 

 

 

Outcomes Achieved from Training (Linked to above) 

 

 
 

 

Any other outcomes: 
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Note of Discussion with Line Manger re Implementation of outcomes: 

 

 
 
 

Date for implementation 

 

 

Signed - Staff Member:         Date:  

 

Signed  - Line Manager:                                                                    Date: 

 

 

 

For Use of Receptionist 

Cost of Training:  

Expenses Claimed:  

Total:  

Date Training Account updated:    
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APPENDIX 3 
 

Provanhall Housing Association Limited 
Learning and Development / Conference Evaluation 

 
Name   Date of Learning and 

Development 
 

   Length of Learning and 
Development 

 

Cost of Learning and 
Development 

£  Title Course  

Total Travel & Subsistence 
Claimed: 

 
£ 

 Location   

     
Total Cost £    

 
1. How useful did you find this learning and development/conference in your role as a voluntary 

Committee / Staff Member: 
       
  Really 

Useful 
 Fairly 

Useful 
 Not At    All 

Useful 

 For Long Term   Use      

       

 For Short Term Use      

       

 For Personal 
Development 

     

       
  
2. Please give further details to back up your answers above: 
  
  
  
  
3. Do you consider taking the cost of the conference/learning and development, subsistence, travel 

etc. that the learning and development represented good value for money? 
  
 YES / NO Please comment:  
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4. Has this learning and development highlighted further learning and development requirements for 
you? 

  
 Please give details:  

  
  
5. Would you recommend other Committee Members / Staff use: 
  
 a) Attend this conference/learning and development 

again? 
YES / NO 

 b) this provider? YES / NO 
  
 Please comment:  

  
6. Will you be able to share your skills/knowledge gained from this Learning and Development course 

with other Staff/Committee members? 
  
 YES/NO 
  
 If yes, by what date will you be able to have done this? 
  
 Date: 
  
7. Do you think this learning/Development course will enhance your/your section/committees 

performance? 
  
 YES/NO 
  
 If Yes, can you identify any performance indicators that will enable measurement of this? 
  
 Performance Indicators: 
  
Signed(Staff):   Date:  
Signed(Manager):   Date:  

 



 

 16 

APPENDIX 4 
 

Provanhall Housing Association 
Condition of Study 

 
 
 
I,                       , agree that I will continue working for you, Provanhall Housing 
Association for 12 months after completing any course you have paid the fees for. 
 
If I leave your employment or am dismissed before the end of 12 months after 
completing the course or if I leave the course (or the institution makes me leave), I 
will refund you an amount to cover the period of service I would be due to work.  
 
This will be worked out using all money loaned to me for the course of studies. 
 
I agree that you may take any amount I owe from my salary or other payments due 
to me under my contract of employment. 

 
I further understand that if I have re-sits, I am liable for the cost of these, and if I fail to 
undertake them I am liable for the repayment in full of the costs related to my last year of 
study. 
 
 
 
 
Signature:  ______________________________  Date: _____________________  
 
 (Staff Member) 
 
 
 
Signature:  ______________________________  Date: _____________________  
 
 (Director) 


