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1 Introduction 

 
The Caledonia Group recognises that its staff are fundamental to its success. 
The Group is therefore committed to excellence in learning and development in 
order to create an equitable and motivating work environment, which values 
and empowers people at all levels. Investment in all our staff is a key strategic 
objective. 

 
The Group aims to create a learning culture where individuals and managers 
(and the HR Department where necessary) work together to identify learning 
needs and also methods of addressing these. Where the commitment to 
develop individuals so that they are fully equipped to deliver the business 
objectives, now and in the future, is core to the Group’s business strategy. 

 
This requires all staff to have the commitment to ensure they gain the relevant 
skills, knowledge and competencies and this policy provides the framework to 
encourage all employees to reach their full potential. 

 

2 Scope  

This policy applies to all staff. Staff development embraces all forms of 
development activity including personal study, e-learning, internal or external 
courses, workshops, work shadowing, conferences and planned experiences. 
The Group will aim to support individuals through a variety of means within the 
prevailing budgetary provision and identified business need. 

 
Development activities which have no direct relevance to the individual’s role 
or objectives of the Association are not covered by this policy and are the 
responsibility of the individual to pursue. The Group will however assist, where 
possible, an individual to pursue learning and development opportunities, even 
those which are not directly related, where there is a perceived benefit to the 
Group and its customers.  

 
The policy also takes into account the Group’s competency frameworks that 
are designed to provide clarity in respect of the attitudinal and behavioral 
expectations the Group has of its staff.    

 
3 Aims 
 
 The aims of this policy are to: 
 

• provide effective inductions for all new appointees and staff members  
 moving jobs; 
• to equip staff members with the skills and knowledge required to carry 

out their duties effectively; 
• ensure that learning and development needs are identified as part of 

the business planning process and are reviewed regularly; 
• ensure the appropriate skills are in place to deliver the business 

strategy and achievement of strong performance outcomes; 
• provide leadership and management skills to managers;  
• balance the needs of individual staff members and the Group; 
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• encourage the use of different methodologies in relation to the 
provision of learning and development activities; 

• ensure equality of access to all development opportunities; 
• ensure the effective delivery of mandatory training, such as Health and 

Safety, Equality and Diversity, Data Protection; 
• ensure the Group’s continuous improvement in relation to service  

provision to customers and stakeholders; 
• encourage staff engagement. 

 
This approach is designed to ensure that the Group’s aims are met through 
giving staff the opportunity to realise their potential for the benefit of the 
business. 

 
4 Learning and Development Identification 
 
 Learning and Development needs will be identified and assessed at three 
 levels: 
 

• Group/Organisational 
• Team 
• Individual 

 
4.1  Group/Organisational Level 
 
 These needs may arise as a result of: 
 

• business objectives; 
• changes in legislation; 
• new information systems; 
• changes in the business environment; 
• introduction of different working practices; 
• implementation of new policies and procedures; 
• service development initiatives. 

  
4.2  Team Level 
 

These needs should be identified by Directors, Managers and Team Leaders, 
when they are considering their operational and team plans.  

 
4.3  Individual Level 
 

The Group’s appraisal system and formal 1:1 meetings held between staff 
members and their line manager will be the main means by which these needs 
are identified.  

 
 Considerations will be given to: 

• the skills and knowledge the individuals will need to achieve their targets; 
• the skills and knowledge individuals already possess; 
• the gap between what people already have and what they need for the 

future. 
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This analysis will be undertaken in relation to departmental plans linked to the 
overall business plan, which provide a basis for the identification of team and 
individual targets and contributions to achieving those objectives.  

 
It is an individual’s ability, or otherwise, in achieving these targets that will 
identify the key gaps to be addressed by learning and development activities. 
Consideration will also be given to the relevant Competency Framework to 
assess if there are any specific gaps in attitudinal or behavioural learning 
required to be competent within their role. 
 

5  Responsibility for Learning and Development    
  
5.1  The primary responsibility for ensuring that staff development needs are 

identified and met lies with line managers. The Group will actively support the 
line managers to successfully achieve the requirements of this responsibility. 

  
5.2  There is also a responsibility on individual members of staff to ensure that 
 they take an active part in the process of planning their own development 
 opportunities, and undertaking agreed activities. 
  
5.3    The HR Department at Caledonia will support the delivery of staff development 

needs across the Group and will:  
• advise and assist those responsible for managing staff; 
• advise and assist individual members of staff  ; 
• monitor the allocation of training opportunities to ensure equality;  
• assist in ensuring learning and development opportunities are related 

to/link to the Caledonia, Bellsmyre and Cordale Business Plans; 
• monitor fairness and the delivery of improved performance; 
• maintain records of all development undertaken.   

 
6 Learning and Development Activities 
 

It is recognised that people have preferred learning styles and can learn at 
different rates and in different ways. Many people have preferences for certain 
forms of learning, many of which do not depend upon attending formal training 
events. 

 
The Group will therefore strive to adopt a variety of learning  methodologies 
including: 

 
• self-study; 
• on the job training and development; 
• seminars/conferences; 
• in-house training; 
• e-learning; 
• job shadowing/swaps; 
• coaching/mentoring; 
• secondment; 
• professional qualifications. 
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In offering these options, consideration will be given to internal expertise and 
external trainers, educational establishments etc., and the costs associated 
with any activity.  

 
 
7  Group Learning and Development Plan 
 

Each Association within the group will produce a Learning and Development 
Plan annually to consolidate all the team or group-wide requirements. These 
plans will link the separate proposals to the business requirements, describe 
what is to be delivered, outcomes, priority level, how it will be delivered, who is 
responsible and estimated costs where known (both in terms of time and 
financially). 

 
 The plans will be made accessible to everyone. 
 
 Delivery of the learning and development plan will be regularly monitored by 
 the Executive Management Team. 
 
 Individual development needs which are recognised and agreed during staff 
 appraisals and one to ones will not feature on this plan but will be recorded 
 within each Caledonia Directorate and at Bellsmyre and Cordale.   
 
 
8 Formal Qualifications\Sponsorship 
 
8.1 Members of staff wishing to undertake formal qualifications or enter into a 
 course of study are required to complete an application form for 
 consideration by their line manager (see Appendix 1). 
 
8.2 Subject to approval by the Line Manager and relevant Director, each Association 

within the Group may provide all or some of the following in relation to staff taking 
formal studies for an approved qualification: 

 
• tuition and examination fees; 
• paid leave in accordance with the attendance requirements of the 

course;   
• assistance with the cost of books and other study material, subject to 

budget availability, provided that these become the property of the 
Association in due course;   

• paid leave to take examinations; 
• paid leave for revision prior to vocational or professional examinations or 

professional course assessment interviews.  
   
8.3 The relevant Association within the Group will meet the cost of student 

membership of the relevant professional body where a member of staff is being 
sponsored on a course of study leading to full membership in that professional 
body. 

 
8.4 The relevant Association within the Group will pay for membership of one 

professional body if it is an essential requirement of the post to be a member and 
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will support such staff in their participation of related Continuing Professional 
Development Programmes. 

 
8.5 Members of staff receiving support from an Association within the Group in 

relation to formal qualifications/sponsorship do so on the strict understanding that 
it is conditional upon: 

 
• satisfactory attendance and performance on the course of study;  
• achieving a pass in examinations or course work;   
• the employee taking all reasonable steps to undertake the normal weekly 

workload associated with their post in addition to the course of study; 
• a review of the course and its sponsorship requirements being undertaken 

with the line manager annually prior to commencement of the new 
academic year. 

 
9  Funding Arrangements 
 
9.1 Funding considerations will be made on an annual basis in respect of 
 identified learning and development activities to ensure such activities are  
 affordable and included in the overall budget setting process. 
  
9.2  Funding for development activities comes from department budgets or from 
 the individual Association’s corporate development budget.  
  
9.3  Directors will be responsible for costs arising through on-the-job training, 

developmental meetings, conferences and seminars within their area.  There 
may also be a corporate development budget that can be used to pay the costs 
of developmental events which are provided for the benefit of staff across the 
Group or Association (rather than within an individual department).   

 
9.4  The cost of award-bearing courses may be wholly or partly funded by the 

participant’s directorate provided they have been approved by the line manager 
and have relevance to the individual's job or agreed career progression (in line 
with the achievement of the Group, or Association’s business objectives).  

  
9.5 If funding has been provided for an employee for a course of study, they will be 

asked to enter into a development agreement to repay fees in the event of 
voluntarily leaving the organisation, failing or withdrawal from the course. 
Repayment levels are outlined in Appendix 3 of this policy.. 

 
9.6  In the event of an employee being made redundant, they will not be liable to 
 repay any course fees. The Group will not, however, be liable for the 
 payment of any further fees after the date of redundancy, even to complete a 
 course of study.    
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10  Measuring the Effect of Learning and Development 
 
 If learning and development activities are to be successful in enhancing and 
 improving current knowledge and skills, then the effectiveness of all activities 
 must be measured and evaluated against this aim. 
 
 The benefits of evaluating learning and development are to: 
 

• promote business efficiency by linking efforts to train and develop staff 
to operational priorities, goals and targets; 

• identify achievement of business plan objectives on an ongoing basis; 
• identify cost effective and valuable training events or programmes, 

leading to better focused learning and development; 
• ensure the transfer of learning into the workplace; 
• use and reinforce techniques learned to help improve quality and 

customer service within the organisation; 
• help define future development objectives. 

 
The initial step to proper evaluation of training is to encourage staff members 
and line managers to review each learning and development activity once 
completed. The post-activity form can be used to record findings. (See 
Appendix 2).  

 
 This post-activity form will identify how staff members intend to put what they 
 have learned into practice and will also identify whether the anticipated results 
 were actually realised and what the business benefits will actually be. The 
 form will also be used to encourage honest criticism where activities have 
 failed to live up to expectations.  
 
 Line managers will also be encouraged to discuss and review development 
 activities undertake as part of the appraisal and one to one processes
 undertaken.  
 

Further steps towards evaluating the worth of training and development 
activities will be carried out by the HR Department in conjunction with the 
related departments and partner organisations to help assess the potential 
return on investment such learning provides.  

 
11 Review of Policy 
 
 This policy will be reviewed regularly to ensure it reflects the on-going needs 
 of the business.  
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Caledonia Group         Appendix 1 
 
Learning and Development Application Form  
Section One (to be completed before activity takes place) 
 

Please tick as appropriate Caledonia  Bellsmyre  Cordale  
 

Name  
Job Title  
Location  
Activity (Title and brief description of proposed development e.g. training course, academic 
course, development programme, conference, exhibition, seminar etc.) 
 
 
 
 
Name of Event  
Provider  
Date  
Please give  a brief statement detailing your reasons for wishing to undertake this 
development activity: 
 
 
 
 
 
How was this development need identified? 
Induction/appraisal/one to one meeting/other (please delete as appropriate) 
 
What are the specific objectives or desired outcomes you wish to achieve from this 
activity and how will you apply the learning? 
 
 
 
Costs Please set out the known/anticipated costs for the development activity: 
 
Fees/attendance charge/administrative 
costs 

 

Travel & subsistence costs  
Total  
I, as the applicant, have read the Group Learning and Development Policy and agree to 
the terms contained within it. 
Applicant 
Signature 

 Date  

  
Please now pass this form to your Line Manager for consideration. 
 
Request approved/not approved (delete as appropriate) 
If not approved, reasons for non-approval: 
Line manager 
signature 

 Date  

Director Signature  
 

  

Please pass completed form to the HR Department. 
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Caledonia Group         Appendix 2 
Post-activity Evaluation (to be completed after the activity has taken place, ideally between 
1-3 months after event) 
 
Caledonia  Bellsmyre  Cordale  

Name  
Job Title  
Location  
Development Activity 
 

 

Date(s) of attendance  
Did the activity meet your identified 
development objectives? 

(delete as appropriate) 
Exceeded/ Fully / Partially / Not at all 

Please give details 
 
 
 
 
How have you applied what you have learned? – give specific examples 
 
 
 
 
 
 
What impact/benefit has the development activity had on: 
a.) Your own skills, knowledge and professional capacity 
b.) The team that you work in 
c.) The departments objectives 
 
 
 
 
 
 
 
 
What additional support or opportunities (if any) do you need from your line 
manager/others to help you to further implement what you have learned? 
 
 
 
 
Date of learning review discussion with 
Line Manager: 

 

Signature (Employee) 
 

 

Signature (Line Manager) 
 

 

Please return completed forms to the HR department for recording purposes. 
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Repayment of Course Fees                                    Appendix 3 
 
1.1 If funding has been provided for an employee for a course of study, they will be asked to enter into 

a development agreement that will include terms  to repay fees in the event of voluntarily leaving 
the organisation, failing or withdrawing from the course. The circumstances for the leaving the 
organisation, or ceasing the course of study will be considered, to assess if there are any 
extenuating circumstances that would allow for the reduction or waiving of fees.  

 
In the event of an employee being made redundant, they will not be liable to repay any course fees. 
The Caledonia Group will not, however, be liable for the payment of any further fees after the date 
of redundancy, even to complete a course of study.    

 
If an employee wishes to repeat a failed section of an award, or to re-sit examinations, they will be 
expected to pay any additional costs.  

 
1.2 The repayment terms for the individual Associations are laid out below:  
 
1.2. a Specifically for Caledonia Housing Association employees the terms of repayment are as follows: 
  

• Failure to attend all the relevant classes without due reason or pull out of a course of study 
commenced, 100% of the fees to be repaid  

 
• Leaving employment prior to the course ending, 50% of the fees to be repaid. 

 
• Leaving employment after the course has ended but within 2 years of the end date, 50% of 

the fees reduced by 1/24 for each month up to the 2 year period. 
 

Initial review of any repayment will be carried out by the HR Team in conjunction with the Functional 
Director as appropriate. 

  
1.2. b Specifically for Bellsmyre and Cordale Housing Association employees the terms of repayment are 

as follows:  
 

Employees resigning from their post with Bellsmyre or Cordale Housing Association during the 
year for which financial assistance was granted will be required to repay those course and 
examination fees paid by the Association for their most recent year of study. 
 
Employees resigning from their post within a year of completion of the course, will be required to 
repay the last year’s course and examination fees on a pro rata basis, if the employee leaves: 

 
• Within 3 months of completion, repayment in full will be required by the Association 

• Within 3-6 months, 75% of the cost repaid 

• Within 6-9 months, 50% of the cost repaid 

• Within 9-12 months, 25% of the cost repaid 

Initial review of any repayment will be carried out by the Management Committee. 
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