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1. Introduction 

1.1 Nottingham and Nottinghamshire Clinical Commissioning Group (CCG) recognises 

its workforce is integral to the success of the organisation and is committed to 

supporting the ongoing learning, education and development (LED) of employees 

and the development of entry level apprentices (ELAs).  It is acknowledged that a 

highly skilled and well-developed workforce will be better placed to deliver the high 

quality of services expected by the organisation, its population and the Health 

Service as a whole. 

 

1.2 The CCG acknowledges that the learning, education and development of its 

workforce is important to both the organisation and to employees for a number of 

reasons, including: 

 ensuring that employees are given the opportunity to gain new skills, realise 

their own potential and expand their future career options 

 demonstrable improvements in organisational capability, productivity and 

efficiency 

 cultivating and retaining talent  

 succession planning 

 fostering employee engagement and increasing motivation 

 keeping employees safe and ensuring they are fit to practice 

 

1.3 This policy outlines the organisation’s approach to learning, education and 

development in order to provide a fair, equitable and consistent process that enables 

staff to access opportunities for further development.  This policy includes the CCG’s 

criteria for receiving organisational support, the process for applying for LED funding 

and associated study leave, and the reimbursement process. 

 

1.4 The process for managers seeking approval for entry level apprenticeship funding 

(to cover training costs) from the CCG’s apprenticeship levy is included as part of 

this policy. 

 

1.5 The core mandatory and statutory training courses CCG employees need to remain 

compliant with have been included in this policy, as being noncompliant will prohibit 

the approval of further development. 

 

1.6 The policy does not apply to any free development opportunities that CCG 

employees may wish to participate in.  This could include attending conferences, 

coaching or mentoring.  Line Managers are expected to agree where such activities 
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are appropriate for their staff and approve any additional expenses (e.g. travel) in 

accordance with the CCG’s Travel and Expenses Policy and out of their directorate 

budget. 

 

2. Continuous Professional Development (CPD) 

2.1 Learning, education and development can contribute positively to the organisation 

and to an individual’s own CPD.  For the purposes of this policy, CPD (and LED) is 

defined as courses and activities which offer professional knowledge, skills or 

academic/professional qualifications that would be beneficial to (but are not 

necessarily a requirement of) the employee’s current post.  These should form part 

of the individual’s personal development plan, but could be considered as part of the 

employee’s wider career aspirations.  Examples of these could include: 

 Apprenticeships for existing employees i.e. undertaking an employment 

based/professional qualification including meeting a set of standards 

 University study (under-graduate and post-graduate qualifications) 

 Professional qualifications (e.g. AAT, management qualifications) 

 Leadership course (non-accredited) 

 

3. Organisational Support for LED 

3.1 Within the context of this policy, organisational support encompasses the possible 

requirements of employees in relation to undertaking LED.  These requirements 

could include: 

 Financial support 

 Study leave 

 Line manager support (e.g. managing performance objectives whilst undertaking 

studies) 

 Support with managing an effective work-life balance 

   

4. Purpose 

4.1 The purpose of this policy is to: 

 Explain the CCG’s criteria for receiving organisational support via the LED 

funding application process 

 Ensure that a consistent and fair LED funding application and study leave 

process is in place 

 Explain the LED funding application process 

 Ensure that a consistent and fair reimbursement process for LED and bursary 

funded activities is in place 
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8. Application Criteria 

8.1 All applications for LED funding (including support for bursary funded LED) and 

study leave will be assessed using the following criteria: 

 All requests must have been discussed and agreed with the line manager in the 

first instance (LED applications can still be made to the SLT if the line manager 

is not in agreement. Please refer to Section 16, Line Manager Support) 

 The applicant has had their appraisal completed within the last 12 months and 

the LED is recorded as part of their PDP or on their current 1-2-1 paperwork 

 The applicant is compliant with the CCG’s statutory and mandatory training 

requirements (see Section 18) 

 The applicant is up to date with all employee appraisals (line managers only) 

 The most cost effective provider/institute has been identified 

 The application demonstrates how the LED will have a positive impact on CCG 

strategic or team objectives and/or directly supports the delivery of the 

employee’s own performance or development objectives 

 The cost of the LED activity is not considered by the SLT to be excessive in 

relation to its perceived benefits to the organisation or employee 

8.2 Applications cannot be made retrospectively for LED that has already commenced 

or been completed. 

 

9. Prioritisation of Funding 

9.1 All funding will be categorised and then prioritised in the following way: 

 (1) Statutory, (2) Essential, (3) Mandatory and then (4) Desirable (see 

Section 9.2) 

 Development undertaken to maintain professional registration will be 

categorised as Statutory 

 Employees managed under the Capability Policy will have the associated 

development categorised as Essential (unless the development is a Statutory 

requirement) 

 Employees whose LED has been categorised as Desirable and who have 

previously received funding over a year and wish to apply for funding to 

continue their development (e.g. 2nd year of a post-graduate course) will be 

considered before new applicants (also categorised as Desirable) who have 

not previously benefitted under this policy 

 SLT will prioritise the needs of the organisation over the needs of the individual 

 

9.2 The funding categories have been defined as: 

 Statutory - there is a legal requirement to complete this 

 Essential - this is critical to the role or organisation 
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 Mandatory - the organisation are mandating or directing the employee to 
undertake this 

 Desirable - it is advantageous to the organisation that the employee undertakes 

this but this could also be undertaken for the purpose of self-development or 

career development 

 

10. Application Process 

10.1 Applications for LED Funding and Bursary Support 

 LED (including bursary support) funding applications should be made on the 

LED funding application form and signed by both the applicant and their line 

manager (see Appendix A).  To note, applications can still be made to the SLT 

without the support of the line manager (see Section 16) 

 If the course duration is longer than one year this should be included on the 

LED funding application form, however, a new application should be made for 

each subsequent year (excluding apprenticeships).  Funding will not be agreed 

for subsequent years at the initial application stage 

 Once the LED funding application form is completed, it will be passed to the 

SLT via the OD Lead for consideration and approval 

 If necessary, the applicant and/or a line manager may be requested to attend 

the SLT to discuss an application for funding 

 The SLT will consider all LED funding applications on a fair and equal basis. A 

decision will be taken in line with the criteria set out in Section 8; however, the 

SLT reserve the right to challenge the suitability of the required LED activity 

 The SLT can request further information or clarity from the applicant or their 

line manager on any element of the LED application before a decision is made 

 When a decision has been agreed, applicants will be notified of the outcome in 

writing within ten working days of the SLT meeting where the LED application 

was considered 

 The rationale for the LED application being approved or not approved will be 

documented by the SLT.  Feedback will be given to applicants where the 

application was not successful 

 If the applicant wishes to appeal the decision of the SLT, the process is 

described in Section 15 

 

10.2 Applications for Entry Level Apprenticeship Funding 

 Entry level apprenticeship funding applications should be requested using the 

ELA funding application form and signed by the manager requesting the 

funding (see Appendix B) 
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 Approved funding for entry level apprenticeships will be agreed for the duration 

of the apprenticeship.  Although, is it important to understand that funding from 

the CCG Apprenticeship Levy Fund does not cover apprentice salary costs, 

therefore, these will need to be paid for out of a departmental payroll budget 

 Once the ELA funding application form is completed, it will be passed to the 

SLT via the OD Lead for consideration and approval 

 If necessary, the manager requesting the ELA funding may be requested to 

attend the SLT to discuss this 

 The SLT will consider all ELA funding applications on a fair and equal basis 

 The SLT can request further information or clarity from the manager on any 

element of the ELA application before a decision is made 

 When a decision has been agreed, the manager will be notified of the outcome 

in writing within ten working days of the SLT meeting where the ELA funding 

application was considered 

 The rationale for the application being approved or not approved will be 

documented by the SLT.  Feedback will be given to manager where the ELA 

application was not successful 

10.3 Funding 

 Funding decisions will ultimately be based upon the availability of funds 

including the assessed suitability of the LED activity requested 

 No funding assistance shall be provided for personal professional memberships 

 No funding assistance shall be provided for administration costs (e.g. 

photocopying), textbooks or other learning materials 

 Any other costs incurred (e.g. travel) will not ordinarily be funded but will be 

considered in some circumstances 

 Permission for reasonable use of CCG equipment (e.g. printing, photocopying) 

can be sought from the line manager 

 
10.4 Study Leave 

10.4.1 Study leave will need to be considered in line with the LED activity being 

undertaken; however the following should be used as a guide and will be supported 

by the SLT where services allow: 

 Time off for required attendance at college/university/other training provider 

(e.g. for lectures) 

 Time off for exams (usually half a day for the exam and half a day 

preparation/revision) 

 For a dissertation (10,000+ words) a maximum of five days in total 
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 For a PhD a maximum of 5 days per annum but no more than 15 days in total 

over the duration of the award (equivalent of 3 years of full time study) 

 

10.4.2 In all cases, managers are expected to be fair, equitable and consistent in 

authorising study leave within their teams and should not approve more than ten 

working days per employee over the financial year.  Line managers should also 

consider how this absence may affect team objectives and other members of the 

team. 

 

10.4.3 For apprentices government rules state that employees must spend 20% of their 

contracted work time completing the apprenticeship.  A work/study plan must then 

be produced (and maintained) by the employee in order to evidence that all work 

objectives i.e. for the individual and team can be achieved over the duration of the 

apprenticeship. 

 

10.4.4 Any non-attendance and the reasons for this should be reported to the line 

manager in accordance with the CCGs Absence Policy. 

 

10.4.5 Any non-attendance that has not been reported accordingly will be considered as 

unauthorised leave and may be subject to further action in accordance with the 

CCG’s Absence Policy. 

 

11 Distance, Open or E- Learning 

11.1 Employees who choose to undertake LED using one of these approaches will be 

able to apply for organisational support under this policy and will not be 

disadvantaged in any way in comparison with applicants who wish to follow more 

conventional methods of study. 

 

11.2 Applicants who wish to use one of these methods may be allowed time for study to 

compensate for not having to attend lectures etc.  The requirements for time off 

should be clearly set out on the application form. 

 

12 Access to CCG Information and Organisational Research 

12.1 For some studies, it may be necessary for employees to request CCG information. 

Such requests should be approved by the line manager, following consultation with 

the Governance Team if necessary.  This will usually be agreed to provided that 

they are reasonable and conform to the relevant CCG Information Governance 

Policies. 
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12.2 For research involving staff members at the CCG or other CCG stakeholders, this 

must be approved by the SLT; regardless of whether an ethics application has 

been approved by the relevant institution. 

 

13 Cascading of Knowledge 

13.1 Employees who undertake LED under this policy may be expected to undertake 

projects, research etc. that will be beneficial to the CCG.  If requested, they will be 

expected to share the results of their work accordingly. 

 

13.2 All employees who have received support under this policy may be expected to 

share their learning with colleagues. 

 

14 Reimbursement 

14.1 If employees choose to leave the CCG, either before or shortly after completing 

their LED activity, the CCG reserves the right to recover cost.  The recovery of 

costs will not apply if the employee: 

 is continuing their employment within the NHS (although all outstanding LED 

activities must be completed as expected) 

 is being made redundant 

 is retiring, including on health grounds 

 is a BAME, LGBTQ+ or employee with a recognised disability on a temporary 

employment contract 

 

14.2 Reimbursement will be calculated as follows: 

 

1 to 6 months following completion of the 

studies 

50% of the funding provided 

6 to 12 months following completion of the 

studies 

25% of the funding provided 

After 12 months following completion of the 

studies 

No deduction 

 

14.3 Completion of the studies is considered to be the last day of course attendance, 

submission of the last assignment or at the final exam – whichever is the latter. 

 

14.4 If an employee fails to attend or complete the LED activity for any other reason than 

those listed in Section 14.1, the CCG reserves the right to reclaim the costs 

incurred. 
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14.5 For bursary funded and CCG supported LED, all costs incurred by the CCG will be 

reclaimed from the employee if they fail to attend or complete the development 

activity. 

 

14.6 Employees funded through the CCG Apprenticeship Levy Fund will not need to 
reimburse the CCG if they leave the organisation or fail to attend/complete the 
apprenticeship. 

 
 

15 Appeals Procedure 

15.1 Anyone who wishes to challenge a decision made under this policy should discuss 

this with their line manager in the first instance. 

 

15.2 The reasons for challenge should be put in writing to the SLT who will reconsider 

their application alongside this. 

 

15.3 The SLT will endeavour to ensure that all employees are treated equitably under 

this policy; however, if employees remain dissatisfied they are able to request that 

the Executive Team consider their application before finally addressing this via the 

CCG’s Grievance Policy and Procedure. 

 

16 Line Manager Support 

16.1 If a line manager is unsupportive of an employee’s request to undertake LED under 

this policy, employees are able to discuss this, in confidence, with the OD Lead (in 

the first instance) or if preferred any other member of the SLT. 

 

16.2 Applications may still be made to the SLT without line manager approval, including 

if inconsistencies with this policy are apparent.  Line manager attendance at the 

SLT meeting may be requested to discuss this further. 

 

17 Equality and Diversity Statement 

17.1 The Nottingham and Nottinghamshire CCG pays due regard to the requirements of 

the Public Sector Equality Duty (PSED) of the Equality Act 2010 in policy 

development and implementation, both as a commissioner and an employer. 

 

17.2 As a commissioning organisation, we are committed to ensuring our activities do 

not unlawfully discriminate on the grounds of any of the protected characteristics 

defined by the Equality Act, which are age, disability, gender re-assignment, 

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

and sexual orientation.  
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19 Communication, Monitoring and Review 

19.1 To enable effective management and evaluation of all learning, education and 

development that CCG employees undertake and ensure fair and equitable access 

to opportunities, it is important that the CCG is able to monitor all training activity 

that takes place. 

 

19.2 Equality of access will be continuously monitored by the Deputy Accountable 

Officer to ensure employees are being fairly and objectively supported to undertake 

LED activities. 

 

19.3 This policy will be reviewed by the Senior Leadership Team on an annual basis at 

an SLT meeting. 

 

19.4 The effectiveness of the policy will also be measured through the Annual Staff 

Survey. 

 

19.5 Any individual who has queries regarding the content of this policy, or has difficulty 

understanding how this policy relates to their role, should contact the OD Lead. 

 

19.6 This policy will be highlighted to new employees at staff induction and is stored on 

the CCG’s Intranet pages and by the CCG’s HR&OD Department. 

 

20  Interaction with other CCG Policies and Procedures 

20.1  This policy should be read in conjunction with the following CCG policies and 

procedures: 

 Absence Policy 

 Capability Policy 

 Grievance Policy 

 IG Policies 

 Appraisal Policy 

 Travel and Expenses Policy 
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