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STAFF DEVELOPMENT APPLICATION AND FUNDING GUIDELINES
The following guidelines are laid out to clarify the issues of support for staff development activities.  For further clarification of the full process see the attached flow chart – Staff Development Application and Payment Process.
There are two ways in which the University may support a development activity – money and time.  Money can be paid to support direct costs such as fees, travel and subsistence.  Time can be granted to free the member of staff from regular duties to undertake the activity.

PROCESS
Completion of a Staff Development Application Form

This must be signed and approved by the employee’s line manager (time) and the budget holder (money).  It is the responsibility of the line manger to decide the amount of contribution in money and/or time that will be provided to support any such staff development activity that is being funded from the departmental budget.

Relevance
In making the decision in terms of money, the budget holder will have to apply the following principles:

	Priority 1
	Essential – will be a condition of employment or vital for the performance of a specific role and cited on an individual’s PDP.

	Priority 2
	Desirable - will be necessary for future departmental objectives and for individual and role enhancement.  Resources are available to accommodate the activity.

	Priority 3
	Not essential - activity is useful for personal development and maybe only part funding is being requested or activity is outside working hours.


In some cases, exceptions to the above priority rules may apply with agreement from the relevant budget holder.

Access

All staff will have an equal opportunity to benefit from staff development activities and resources.

Transparency

All decisions concerning the allocation of resources will be communicated to applicants with explicit reasons for the decision.

Impact

In making the decisions on allocating resources, managers will need to make judgements of the value of the activity both before it takes place and after completion.  This is done in terms of:

· Relationship to achievement of department/university goals 

· Individual development objectives from the Professional Development Plan and Appraisal outcome
· Costs versus benefits

· Efficiency – doing the current role better

· Effectiveness – doing the right role

Contract

Feedback is required on the learning and outcome of any funded development activity, as a condition of access to further resources.  This means sharing learning with colleagues to get the maximum value from the activity.

Recording of training activities

A record of all training activities and how feedback was delivered should be maintained by each department.  A central record of training activities will also be held by the Academic & Professional Development Unit (APDU) and recorded on the Trent Personnel Database.

Training Activities at the University of Bolton

If employees wish to undertake a programme of study provided by the University, the fees will be paid from the central staff development budget, providing that the programme of study has been agreed as part of the individual’s PDP process.  Any additional time allowance will be subject to negotiation between the employee and the line manager.

A completed and approved application form must be sent to APDU in good time before the event to allow a sponsorship form to be raised by the Professional Development Officer to be sent to Student Data Management.
With respect the PGCE programme, participants are expected to apply to their Local Authority for funding.

Training Activities outside the University

If employees wish to undertake an external training activity, this will usually be funded by the departmental staff development budget.  A staff development application form will still need to be completed to ensure the activity is recorded on the individual’s development record.  
In some circumstances, an external training activity may be funded by the central staff development budget.  For central funding, each developmental activity will be considered on its own merit and will certainly need to be cited as being essential to the role and cited on the Professional Development Plan.
If funding is being requested from the central staff development budget, the completed and approved application form must be sent to APDU in good time before the event to allow a sponsorship letter to be issued to the Training Provider if funding is granted.  This also applies to activities where payment must be made before the event takes place to allow a cheque to be raised.

FOR FURTHER INFORMATION CONTACT:

Tracy Ellis, Professional Development Officer, Ext: 3586, Room Z3-20, Eagle
Email: te2@bolton.ac.uk
Website:  http://www.bolton.ac.uk/APDU/Home.aspx 
