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Staff Training an velopment Policy

1. Introduction

1.1 Ludgershall Town Council (LTC) understands the importance of having a clear
training and development structure in place within the Council, to ensure all staff have the
skills necessary to carry out their roles to the best of their ability.

1.2  The Council is committed to providing opportunities for training which help staff

develop and grow.

2. Policy Scope

2.1 This policy sets out the principles that underpin the approach to training and
development. It sets out the different types of training on offer and explains the interplay
between training and development and the Council’s Performance Management
processes.

2.2 At paragraph 7.2 this policy sets out the process for requesting training, and
paragraph 9 explains time recording, expenses that may be claimed and payment of
external training.

2.3  This Policy applies to all employees of the Council. It does not generally apply to
workers, agency staff, self-employed contractors or volunteers.

2.4  This Policy does not form part of the contract of employment. The Council reserves

the right to amend or remove this Policy.
3. Training Categories

3.1.  Training requirements will be considered under three categories: Mandatory
Training, Essential Role Training and Desirable Role Training. Please review Annex B for

more information.

3.2 Mandatory Training covers all learning that every employee must complete to

meet legal, statutory, and organisational requirements. This includes essential areas such
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as health and safety, safeguarding, data protection, and core governance responsibilities.
It also incorporates the basic elements of induction that ensure new staff understand the
organisation’s expectations and processes. All mandatory training must be completed
within the specified timeframes, and failure to meet these requirements may result in
formal performance management action. This ensures that the workforce remains
compliant, safe, and aligned with organisational standards.

3.3 Essential Role Training relates directly to the duties set out in an individual’s job
description. It includes all learning necessary for staff to carry out their responsibilities
safely, effectively, and with the required level of competence. These training needs are
typically identified through appraisals or through assessment by a line manager. Because
this learning is fundamental to operational performance, it takes priority over any
developmental or aspirational training. Completion of essential role training ensures that
employees can meet the demands of their roles to a satisfactory and professional
standard.

3.4 Desirable Training provides opportunities for staff to broaden their skills, enhance
their capabilities, and support future career aspirations. While this type of training
contributes positively to personal and organisational development, it is not mandatory and
is considered only when budget, workload capacity, and organisational benefit allow. This
ensures that developmental opportunities are offered in a fair and sustainable way while

still supporting growth and progression across the workforce.

4. Training and Development Principles

4.1 The Council will communicate the aim of training through capture in Employment
Contracts, Job Descriptions and Performance Management activity.

4.2  The Council will not discriminate in the provision of training. All staff will have
access to appropriate training and will be supported in their role development.

4.3  The Council will make reasonable adjustments where necessary to the content,
timing and location of training courses to support those with disabilities or with additional
needs.

4.4  Training must represent value for money, the Council recognises that all
expenditure is funded by taxpayers and should therefore be used responsibly and with
clear organisational benefit. A cost or benefit analysis will be completed when responding
to requests for training that is not considered Mandatory or Essential.

4.5 There will be a joined-up approach between the Performance Management system

and training provision, this supports staff development and provides a means to track
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training completion and success, furthermore where gaps in capability are identified
suitable, or potential training or development opportunities will be identified.

4.6 Training requests may be delayed, deferred, or refused, when a staff member is
under investigation in relation to a disciplinary matter, if they are absent from the Council
for a long period of time, or if they have given or notice to terminate their employment.
4.7  Following training completion (internal or external) feedback should be provided to

the Line Manager, which should then be shared with the Staffing Committee.

5. LTC Approach to Training

5.1  The Council will follow a four-step approach when considering a training need:

5.1.1 Assess: The Council will always start with an assessment of the training need.
This will be done in different ways, depending on the type of training involved.
For example, it may be done by way of a one-to-one discussion between the
staff member and their Line Manager, or it may come out of the Performance
Management process, or be identified as necessary training for all staff, or for a
specific role.

5.1.2Design/Source: Having decided that a training need exists, the Council will
either design or source the relevant training. Where necessary the Council may
engage external organisations for training delivery.

5.1.3 Deliver: The Council will deliver the agreed training, either internally or
externally, and in a timely manner, and in a way which is accessible to all to
whom it applies.

5.1.4 Evaluate: The Council will seek feedback from course attendees regarding the
effectiveness of the training provided and any areas where it could be improved,

or if an alternative provider may be more suitable.

6. Types of Training

6.1  There are several different types of training which may be applicable to employees,
including:
6.1.1Induction Training New staff, and where necessary those moving to new roles,
will normally have induction training. This will provide training on the systems
and equipment in use by the Council and provide relevant contact details and
introductions to Council policy and processes. It may also include any

necessary role specific training.
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6.1.2Employee Relations Training From time to time, there may be the opportunity
to attend training courses in key areas of employee relations. The Council
intends for all staff to be aware of their legal obligations and the standards of
behaviour required, this may be delivered through training, or through the
policies and processes adopted by the Council.

6.1.3 Health and Safety Training All staff are mandated to undertake health and
safety training to ensure a safe place and safe systems of work for all.

6.1.4 Management Training Line Managers will be provided suitable Line Manager
training to ensure their management skills are developed and kept up to date.
Where there are further development needs the Council will identify other
suitable courses or provide coaching and mentoring to ensure sufficient Line
Management processes are abided.

6.1.5Technical Training It is of key importance staff have the skills necessary to do
their job well. Through the performance management process any technical
training needs we be highlighted, which will support the obtaining of required
training, or upskilling activity.

6.1.6 Team Training Team training and development needs will be assessed and,

where appropriate, the Council may deliver team training on key issues.

7. Training Needs ldentification

7.1 The Performance Management process will identify training needs. Where a
performance issue is identified Performance Mangers will consider whether training is
required or may be suitable to support rectification.

7.2  The Council encourages all staff to communicate any training or development
needs. Any requests for training should be made to Line Managers, which then need to be
endorsed by the Staffing Committee.

7.3  All staff are responsible for identifying and requesting any learning or development
needs that will support them in their role or contribute to their ongoing professional growth.
Line Managers are responsible for reviewing each request and confirming whether the
training is mandatory, essential, or desirable for the role. Managers should provide timely
decisions on training requests and outline expected timescales for approval, completion

and subsequent review of learning outcomes.
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8. Practical Considerations in Relation to Training and Development

8.1 The following practical considerations should be borne in mind in relation to training
and development:

8.1.1 All training courses attended should be logged on a training completion
database.

8.1.2 Prior to attending a training course, the staff member should tell their Line
Manager or the course provider if they have any needs, or adjustments that will
help them fully access the training.

8.1.3 Staff must take personal responsibility for organising their attendance for any
training, which includes internal and external training. Where there may be
issues in attendance these should be discussed with the Line Manager in the
first instance.

8.1.4 Prior to attending any external training course potential expenses should be
discussed and agreed. Staff cannot commit to any expenses without Council
agreement. Agreement in principle may be sought from the Staffing Committee
through the Line Manager.

8.1.5Where a staff member fails to attend a training session without good reason, the
Council reserves the right to recover costs of such training from wages, where
cost recovering has been agreed in advance of course booking.

8.1.6 The Council reserves the right to implement a separate training fees agreement
in relation to external training courses, prior to arranging courses.

8.2  The Council will secure in writing on a Training Agreement Form where training
attendance, or completion may impose a return of service. Or where non-attendance, or

failure to complete may have a repayment clause.

9. Training Costs

9.1 The Council will typically meet all costs associated with Mandatory Training and
Essential Role Training, as these are required for staff to undertake their duties safely,
legally, and effectively. This includes course fees, examination or certification costs, and
any directly associated training materials.

9.2  Where training is classified as Desirable Training, the Council may fund the activity
at its discretion, taking into account the organisational benefit, available budget, and
operational priorities. Approval may be subject to additional conditions, including the

completion of a Training Agreement.
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9.3  The Council will provide reasonable and proportionate paid time for the completion
of all Mandatory Training and Essential Role Training. Paid time for Desirable Training will
be considered on a case-by-case basis and must be approved in advance by the Line
Manager and, where required, the Staffing Committee.

9.4  Staff must not commit the Council to any training expenditure without prior written
approval. Any expenses such as travel, accommodation, or subsistence must be agreed
beforehand and claimed in accordance with relevant Council policy.

9.5 Where the Council incurs training expenditure and the staff fails to attend, fails to
complete, or withdraws from the course without valid reason, the Council reserves the right
to seek repayment of associated costs, but only where this has been agreed in writing in
advance through a Training Agreement Form.

9.6 In cases where the Council funds high-cost or specialist training, it may require a
Return of Service commitment. This will be clearly documented in the Training Agreement,
including the length of service expected and any repayment obligations if the staff member

leaves voluntarily before the agreed end date.

10. Training Record

10.1 A centralised Training Record will be maintained for all staff to ensure the Council
can track compliance with Mandatory Training requirements, monitor essential
competence, and identify any gaps in skills or knowledge.

10.2 The Training Record supports organisational oversight of training completion,
statutory compliance, and workforce capability. It will be used to evidence competency,
inform workforce planning, and contribute to performance management activity.

10.3 All Line Managers are responsible for ensuring training is undertaken by staff
members and is reported promptly to the Town Clerk or Assistant Town Clerk for inclusion
in the central Training Record.

10.4 The Town Clerk or Assistant Town Clerk is responsible for maintaining, updating,
and securely storing the Training Record or Training Database. They will ensure the
record is accurate, complete, and retained in accordance with data protection legislation.
10.5 Training records will be monitored as part of routine Line Manager one-to-one
meetings, annual performance management activity and regular periodic reporting to the
Staffing Committee.

END
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Annex A to Staff Training and Development Policy

Administration of the Staff Training and Development Policy

A1. Review Date

This policy will be reviewed every two years, or when there are any legislative changes that affect this policy.

A2. Version Control

Version Approved Date Adopted Date Comments
V1 Staffing Committee 7.7.26 FTC 13.07.26 Initial Copy
END
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Annex B to Staff Training and Development Policy

Training Category Priority

B1. Training Category Priority

The following types of training sit within the three distinctive categories:

B2. Mandatory Training (All Staff)

o

Legal compliance (e.g., health & safety, safeguarding, data protection)
Required governance and statutory training

Induction basics

Must be completed within set timeframes

Failure to complete may invoke performance management consequences

B3. Essential Role Training

Specific to the job description
Required to competently and safely perform duties
Identified through performance management / line manager assessment

Takes precedence over development or aspirational training

B4 Desirable (Developmental) Training

o

o

Supports career progression or broader skill development

Undertaken subject to budget, workload capacity, and organisational benefit
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Annex C to Staff Training and Development Policy

Training Agreement Form

Section 1: Staff Member Details

Name:

Role:

Line Manager:

Date of Request:

Section 2: Training Details

Course/Training Title:

Training Provider:

Location/Delivery Method:
Start/End Dates:
Training Category: 1 Mandatory L[] Essential [ Desirable

Purpose of Training:

Benefit to the Organization:

Section 3: Costs and Financial Commitments

Estimated Cost Approved Cost

Course Fee:

Additional Training Fee:

Registration Fee:

Exam / Certificate Fee(s):

Materials / Equipment:

Travel:

Accommodation:

Subsistence:
Total Estimated Cost:

Travel & Subsistence Rules:

Travel, accommodation, and subsistence expenses must comply with the Council’s
Policies. Claiming must be pre-approved, and claims submitted must be supported with
receipts and claimed through the approved process.
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Section 4: Return of Service (if applicable)
Complete only if required.
e A Return of Service period is / is not required *delete as appropriate.
o If required, the staff member agrees to remain in employment with the Council for
______months following successful completion of the training.
Repayment Conditions (if Return of Service applies): If the staff member leaves voluntarily

before the end of the Return of Service period, the Council may recover costs as follows:

Time of Leaving Repayment Percentage
(after course completion)
0—6 months 100%
6—12 months 50%
12+ months 0%

These percentages may be adjusted depending on the nature and cost of the training.

Section 5: Non-Attendance or Non-Completion

The staff member understands and agrees the repayment terms which have been agreed
and that the Council may reclaim training costs if:

« they fail to attend the course without good reason,

« they do not complete the course,

o they withdraw voluntarily,

« they fail to meet provider requirements,

Section 6: Authorisation and Signature

Employee Declaration
| confirm that | understand and agree to the terms outlined in this Training Agreement,
including any repayment or return-of-service obligations.

Employee Signature:

Date:

Line Manager Approval
| confirm that this training is appropriate
Line Manager Signature:

Date:

Staffing Committee Endorsement

Date:

END
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