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1. Purpose 
 
1.1 This document outlines Havant Borough & East Hampshire District Councils1 approach 

and responsibilities for learning and development.  The Council believes that training and 
development of all staff is central to achieving its strategic priorities. 

 
1.2 The Council aims to attract, develop and promote the best talent by creating a supportive 

environment in which all staff are given the opportunity to learn, develop and grow to 
achieve their full potential. 

 
1.3 Learning and development covers any activity designed to help individuals become more 

effective at their work by improving, or updating their knowledge and skills. This includes 
e-learning, internal or external courses, workshops, secondments, workplace shadowing, 
attending conferences or seminars, networking, coaching and mentoring. Development 
activities which have no direct relevance to the individual’s role or objectives are not 
within the remit of this policy. 

 
2. Scope 
 
2.1 This policy applies to all employees who meet the eligibility criteria regardless of gender, 

gender reassignment, pregnancy, maternity and paternity, race, religion or belief, 
disability, sexual orientation, age, trade union membership or public interest disclosure 
status. Eligible part-time and fixed term employees are also covered under this policy. 

 
2.2 External agency staff are not employees of the Council and should raise any training and 

development needs with their manager (as agency staff have equal access to training 
after 12 weeks’ service). 

 
3. Principles 
 
3.1 This policy provides employees and line managers with the principles that support the 

Council’s approach to learning and development. These are as follows: 
 

• The Council is committed to ensuring that all employees have access to learning 
and development that supports their professional development and improvements in 
service delivery. 

• As a minimum all employees will be trained and sufficiently supported to the extent 
necessary to competently and effectively undertake their roles. 

• Staff are expected to keep abreast of developments within their own area through 
continuous professional development (CPD); using the appraisal process and one to 
one meetings to identify areas of improvement. 

• All employees have equal opportunity to develop their career within the Council. 

• Line managers are expected to encourage and support all staff (regardless of job 
role, grade and work patterns) to take advantage of internal and external staff 
development opportunities relevant to their identified development needs. 

• Any funding and/or study leave for staff development must be approved by the 
appropriate Head of Service or nominee.  

• Learning and development interventions will be considered as part of informal or 
formal capability processes, to ensure employees have the opportunity to improve 

                                                 
1 For the purposes of this document EHDC/HBC will be referred to as the Council 
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their performance to the standard required.  The 
Council’s Capability Policy can be found on the 
intranet. 

• Line managers will ensure that appropriate learning and development support is put 
in place for employees during the probation period (new employees into the Council 
and existing employees in new roles).  The Council’s Probation Policy can be found 
on the intranet. 

 
3.2 For further information on the Council’s commitment to Learning and Development 

please refer to the Council’s Learning and Development Strategy which can be found on 
the intranet. 
 

3.3 Where clarification is required on matters contained within this policy, advice can be 
sought from the in-house Strategic Human Resources function. 
 

4. LEARNING AND DEVELOPMENT 
 

4.1 Corporate Learning and Development Offer  
 
4.1.1  The Council recognises the importance of providing its employees with opportunities to 

develop and learn new skills that help them to do their job well.  
 
4.1.2 The corporate learning and development programme offers development activities 

through a mix of different methods including courses, e-learning, access to online 
resources and training within the role. 

 
4.1.3 The corporate induction also forms part of the learning and development offer for new 

members of staff and line managers are expected to support staff in attending and 
completing all induction related activity. 

 
4.1.4 The Councils’ corporate e-learning offering is available via [insert link] while other 

training available can be viewed here [insert L&D offer]. 
 
4.1.5 Some of the training and e-learning courses are mandatory for employees or managers. 

The mandatory list of training for managers and staff can be found here [insert 
mandatory list]. 

 
4.1.6 Full information on the Learning and Development offer including sources of information 

for self-development can be found here [insert link to intranet]. 
 
4.2 Service Learning and Development Offer 

 
4.2.1 Each service has a learning and development budget available to support 

technical/professional skills development. This development will be aligned to statutory 
training requirements and business plan delivery.  

 
4.2.2 Statutory training means training activities which are a statutory requirement to 

undertake the job or part of the professional requirement to carry out certain work.  
 
4.2.3 Business Plan training means training and development activities clearly linked to 

achieving the business plans for the team or meeting corporate objectives / priorities. 
 
4.2.4 The relevant Head of Service will determine the allocation of this budget across their 

service areas. Any budget spend will be authorised by the Head of Service.  
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4.3 Financial Support 

 
4.3.1 Funding may be available for work related professional and technical qualifications, 

which cannot be financially supported through the Apprenticeship Levy (please see 
section 5) The training must be relevant to the individual’s role and is subject to the 
availability of financial resources. Approval is required from the Head of Organisational 
Development for all funding applications which may cover: 

 

• Tuition fees 

• Registration and exemption fees 

• Examination fees 

• Purchase of course text books 

• Travel and subsistence expenses 
 

4.3.2 Where funding is provided, the staff member will be required to sign a learning 
agreement This agreement requires the staff member to undertake that if, without good 
reason, they fail to complete the course of study or sit any required examinations, or if 
they leave the Council voluntarily either during the course or within 24 months after the 
end of the course they will be required to repay the funding amount. This repayment 
shall be reduced on a pro rata basis for each calendar month in which the staff member 
remains employed by the Council. It is at the discretion of the Head of Organisational 
Development to determine what constitutes a ‘good reason’ for the purposes set out 
above. 

 
4.3.3 For employees undertaking training, reimbursement for any additional expenditure for 

travelling and subsistence is available in line with the travel and subsistence policy on 
the Intranet 

 
4.4 Study Leave 

 
4.4.1 Study and/or leave to sit examinations may be granted for approved courses of study. 

The Professional Qualifications Assistance Policy 
[http://intranet/sites/default/files/Professional%20Qualifications%20Assistance%20Policy
%20-%20final%20ver%201.pdf] contains information on eligibility for study/examination 
leave. 

  
5. Apprenticeships 
 
5.1 Apprenticeships are available to existing members of staff as well as to newly recruited 

apprentices.  
 
5.2 The Council recruits apprentices according to need on fixed term contracts which 

typically last one to two years. At the end of their contracts, apprentices are encouraged 
to and supported in applying for jobs at the Council.   
 

5.3 Further information on apprenticeships can be found by contacting Strategic HR. 
 

6. Internships and short-term work experience opportunities 
 
The Council is committed to providing a variety of paid and unpaid opportunities that support 
individuals into paid employment, help to raise the profile of the Council in the community and 
provide individuals with an insight into local government.  

http://intranet/sites/default/files/Professional%20Qualifications%20Assistance%20Policy%20-%20final%20ver%201.pdf
http://intranet/sites/default/files/Professional%20Qualifications%20Assistance%20Policy%20-%20final%20ver%201.pdf
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6.1 Internships 
 
6.1.1 Internships are paid opportunities where the individual is expected to carry out specific 

work-related tasks over a set period with the aim of providing the individual with 
professional experience and the opportunity to develop skills. Internships will normally be 
for a minimum of six months and a maximum of 12 months. 

 
6.2 Work Experience 

 
6.2.1 Work experience opportunities are unpaid opportunities available to all students who 

normally live or study in the borough/district. These opportunities will normally be for a 
maximum of two consecutive weeks. Work experience placements are agreed and 
organised directly between the student and the service hosting the work experience 
placement. 

 
6.2.2 Requests to complete work experience are made through the ‘contact us’ form on the 

Council’s website. 
 
 http://www.havant.gov.uk/contact-us 
 http://www.easthants.gov.uk/contact-the-council 
 
6.2.3 For those under 18 years of age, consent must be provided by their parent or guardian. 

Further guidance must be sought directly by the manager from the lead officer for 
safeguarding. 

 
6.3 Internal Development Opportunities 
 
6.3.1 The Council has several internal development opportunities to support skills 

development. These are: 
 

6.4 Secondments 
 

6.4.1 The Council uses secondments as a form of personal development that can support 
career progression. There are three types of secondment: 

 

• Internal secondments – an employee works in a different area of the Council. 
 

• Outgoing secondments – an employee works in a different organisation to the 
Council. 
 

• Incoming secondments – a role at the council is filled by an employee from another 
organisation. 

 
6.4.2 Further information can be found in the Council’s Secondment Policy on the intranet 
 
6.5 Work Shadowing 
 
6.5.1 Work shadowing can provide an opportunity for employees to gain an understanding of a 

role, service area or profession by shadowing staff.  
 

http://www.havant.gov.uk/contact-us
http://www.easthants.gov.uk/contact-the-council
http://intranet/sites/default/files/HBC%20Secondment%20Policy%20FINAL%20February%202015.pdf
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6.5.2 The duration of the opportunity will depend on what is 
agreed with the line manager of the employee who is 
requesting the shadowing opportunity and the relevant service.  
 

6.5.3 Work shadowing placements should not exceed two weeks. 
 

6.6 Acting Up Opportunities 
 
6.6.1 On occasion staff may complete additional activities that are carried out over and above 

their normal duties and responsibilities. 
 

6.6.2 These opportunities must comply with the Council’s remuneration policy on the intranet. 
 
 


