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Introduction
The Library has a mission to provide staff with the necessary skills and knowledge to enable them to offer the best possible service to Library users and prepare them for career progression. Staff development and training is an entitlement for all staff. Each member of staff must share in the responsibility for his/her own development.

Section A of this document covers issues of responsibility for staff development, allocation of resources and identification of training needs. Section B relates to internal training and Section C to external training. Section D covers professional development.

This policy is revised annually by the Staff Development Group. Revisions and updates will be referred to the Management Team.
Section A General Aspects

A.1 Responsibility

A.1.1 College

It is Birkbeck policy to encourage and assist staff development. Birkbeck’s Human Resources Strategy 2006-2011 (Section 3F – Staff Training and Development) sets out the framework for staff development in Birkbeck and the Library’s own policy is intended to fit within this framework. 

The Human Resources Department is responsible for developing and implementing induction, probation and appraisal procedures for all staff and for managing Birkbeck’s Central Training and Development budget. The Human Resources Strategy 2006-2011 (Section 3F – Staff Training and Development) sets out Birkbeck’s provision of, and approach to, staff development. Birkbeck also provides various in-house workshops, courses and services for staff. Further details can be found on the Learning and Organisational Development website [http://www.bbk.ac.uk/lod/].
A.1.2 Designated Training Officer

Within the Library the designated Training Officer (currently the Deputy Librarian) is responsible for disseminating information on external training events. The Training Officer will work closely with the Library’s Staff Development Group and Training Group and report to the Librarian who has ultimate responsibility for staff and resources. 

A 1.3 Library Staff Development Group
The Library’s Staff Development Group identifies and reviews staff development needs in the Library and identifies ways in which those staff development needs can be met. It identifies the staff development needs which arise from the Library’s strategic plan. In collaboration with the Training Group it develops training programmes to meet staff development needs. It maintains a watching brief on best practice in staff development within the sector and identifies practices that could be successfully adopted at Birkbeck Library.
A.1.4 Library Training Group

The Training Group devises a term-time programme of training designed to ensure staff are kept up to date with procedural changes and strategic developments in the Library. The training programme also updates staff on new resources, new developments in the College and relevant developments in the sector. The Group members are expected to consult with staff members from their teams and represent their views at the meetings of the Group. Annually, the Training Group will collect feedback from staff on the Library’s training programme in order to develop te programme to meet the needs of Library staff. 
A.1.5 Line managers

It is the responsibility of line managers to provide appropriate training for staff in their sections, monitor the progress of these staff and provide support and assistance where necessary. It is also their role to identify training needs in staff that can be met by attendance at training courses or other methods of staff development.

A.1.6 Reader Services Librarian

The Reader Services Librarian has overall responsibility for staff training in issue desk procedures and reader services activities.
A1.7 IT Development Manager
The IT Development Manager has overall responsibility for staff training in library computing. 

A.1.8 Heads of sections

Heads of sections have a responsibility for providing internal training to all Library staff on the work of their sections.

A.1.9 Individual members of staff

All staff are expected to share in the responsibility for their professional development by participating in the training provided, discussing their development needs with their line managers and being aware of developments within their specific area. Where appropriate, staff will be encouraged to make contact with similar staff in other institutions to share ideas and refine procedures here in line with best practice. Members of staff are expected to keep abreast of professional thinking and literature and developments in the information and university world.

A.2 Resources
Effective staff development involves a commitment, on the part of Birkbeck and the Library, to provide the necessary resources for staff to develop their skills and experience. 
A.2.1 Learning and Organisational Development
Learning and Organisational Development, part of the Human Resources Department, organises appropriate training for College staff on behalf of the College. Priority is given to requests for training arising from Progress and Development Reviews (PDRs), which relate to performance in the post holder’s role. Learning and Organisational Development organise the Introduction to Birkbeck Days for new staff. 
A.2.2 Birkbeck Safety Officer

The Birkbeck Safety Officer administers a safety training budget, which is used to deliver training sessions on a range of safety issues to College staff. 
A.2.3 IT Services 

IT Services offer a range of IT courses to staff. There is no charge for staff to attend these. Further details can be found on the IT Services website at: http://www.bbk.ac.uk/its/help/training
A.2.4 Library staff development budget

The Library has primary responsibility for funding the staff development and training of Library staff. A Library staff development and training budget is set and monitored by the Librarian and Deputy Librarian each year. The amount allocated to this budget can change on an annual basis. The Deputy Librarian can provide information on the amount allocated in the current year. Expenditure is monitored for both the Library as a whole and for each staff member. 
A.2.5 Time

Staff are expected and entitled to devote a proportion of their working time to staff development and training. The amount will depend on the duties of the post, the experience of the post holder (e.g. a new member of staff will devote a significant proportion of their time to training) and the needs of the service. Line managers are expected to encourage the development of their staff and ensure that sufficient time is made available for appropriate training purposes. Members of staff are expected to attend all relevant training sessions and those marked as essential for their staff group.

A.2.6 Support for trainers

When training is being provided internally by a member of Library staff, that member of staff will be given guidance on running a training session and time will be made available for preparation during normal working hours. Learning to work as a trainer is in itself a form of staff development and staff engaged in this activity are encouraged to attend a ‘training the trainer’ course when one is offered by an appropriate training provider.

Trainers are expected, where appropriate, to provide handouts to support their training and, where these relate to procedures, policies or services, copies of this documentation should be added to staff procedure manuals and the staff intranet. Guidelines for trainers are outlined in section B.5.2.
A.3 Identifying training needs
The training needs of Library staff are identified in a number of ways:

A3.1 Library Strategic Plan

The Library’s Strategic Plan sets out the development of the Library over a three year period. Staff training and development forms a specific part of the Plan and other sections will have training implications. Decisions of the Library Management Team will also have implications for training.

A.3.2 Progress and Development Review Scheme (PDR)
The Birkbeck Progress and Development Review is an opportunity for a member of staff and their line manager to review performance, to set and review objectives together and to identify staff development and training needs. This takes place annually and is in addition to the usual day to day communication between line managers and staff. Progress against objectives in the PDR should be reviewed regularly by the staff member and their line manager. The Development Plan, within the PDR form, records any training needs identified at the PDR meeting. Learning and Organisational Development collate Development Plans and use these as a basis for an in-house Staff Development plan in order to address the generic training needs of staff throughout Birkbeck. Individuals should use their Development Plan to identify specific training offered by other providers which they could benefit from.
A.3.3 Probation

Each new member of staff is subject to a probationary period of six months and Birkbeck has an obligation to supervise an employee’s progress during this period and ensure that adequate advice and training is provided. The new member of staff’s line manager will act as their probation supervisor. The probation supervisor writes 3 monthly and 6 monthly reports on the probationer, which are then passed to Human Resources. A copy of the report should be passed to the Librarian and a copy kept by the staff member. Any training needs should be identified in these reports. Guidelines for probation supervisors can be found on the Library wiki. 
Line managers will be responsible for training in the specific aspects of the post as laid down in the probationer’s job description. Full details about the College’s probation policy can be found on the Human Resources website:

http://www.bbk.ac.uk/hr/policies_services/policies_az/probation_nonacademic

Section B Internal Training

B.1 Induction for new staff

On the appointment of a new member of staff, the Deputy Librarian, in consultation with the line manager, will appoint and brief an induction mentor. The mentor will help his/her new colleague to settle in quickly and will be available to respond to their concerns and refer them to other colleagues where appropriate. Mentors will usually be on the same grade as the new member of staff.
To ensure that new members of staff acquire the necessary skills and background knowledge to carry out their duties effectively, they are given a Library induction checklist of topics to be covered and skills acquired and an induction pack. For each topic there is a nominated trainer who will certify that the specific training has been covered. It is the responsibility of the Staff Development Group to keep the induction checklist up-to-date. The Library Administrator will collate induction packs and the documentation is stored in the induction pack folder on the staff intranet and the shared folders. An induction training programme will be drawn up for all new staff by their line manager.
The Reader Services Librarian/Assistant Librarians (Reader Services) will organise inductions for weekend/evening staff and for shelving staff. 
B.1.1 Logbooks

Line managers and new members of staff should discuss whether the new person will keep a logbook and if either, or both, are of the opinion that this would be beneficial then this should be undertaken. The following guidelines outline the purpose and use of logbooks.

Logbooks are a staff development tool that can be used by new Library staff during the first two months of probation to identify areas where they may wish for further training, and provide the opportunity to comment upon existing policies and procedures. They are not intended to be a diary of activities, as induction and issue desk timetables fulfil this function. Entries can be discussed during regular progress meetings with line managers during the early stages of probation. Line managers will forward comments and suggestions relating to other Library teams on to appropriate staff, if the new staff member does not wish to discuss the issue with them directly. New staff should spend a few minutes at the end of each day to think about whether an entry needs to be made and up to 15 minutes to note points for further discussion.

B.2 Reader Services training

All issue desk staff will receive training in circulation and other reader services activities including customer care and service skills. Initial training in reader services activities is provided during induction. Refresher training and updates are provided as part of the Fri/Tues training hour programme. The Reader Services Librarian has overall responsibility for the reader services training of all staff working on the issue desk although much of this training will be provided by the Assistant Librarians (Reader Services).
B.3 IT training

All staff will have access to and need to be competent in the use of the following applications:

· e-mail, the normal channel of communication for non-urgent matters

· Microsoft Office packages, particularly Word and Excel but also others as required by the post

· Internet Explorer to use Birkbeck, Library and other websites as well as the staff intranet

· File management application e.g. My Computer or Windows Explorer

All staff will also receive appropriate training in the Library’s Horizon system in accordance with the requirements of their post. 

Where appropriate IT training needs will be met through in-house training including sessions in the Fri/Tue training hour programme. Training in Microsoft applications will usually be provided via IT Services courses. Other software and hardware training will be necessary for specific post holders and will be provided as appropriate.

The Library IT Team have overall responsibility for staff training in library computing, but, as noted above, staff will be encouraged to attend courses run by IT Services. It is recognised that IT training is an ongoing process as hardware and software changes and new packages appear and that in addition to formal training staff will need time to practise their skills.
B.4 Safety training

All new staff will receive a safety training pack from the College Safety Officer. This contains documentation about the College’s safety policies. Refresher training from the College Safety Officer can also be provided for existing staff.  Where appropriate, staff may be sent on external courses (e.g. courses for DSE assessors, first aid courses). The College Safety Officer runs sessions as part of the Library Training Hour programme on manual lifting, fire procedures etc.
B.5 Staff training programme

Training sessions are run from 10.00 – 11.00 every Friday and repeated the following Tuesday from 15.00 – 16.00, where possible. The hours of part time staff who work in the day are arranged so that that they are able to attend one or other of the sessions. Hourly paid enquiry/issue desk staff are encouraged to attend sessions and will be paid for doing so. Other part time staff can occasionally re-arrange their hours to attend sessions if the service permits.

The Training Group are responsible for providing a training programme on these days during term time. Sessions may also be run during vacations although these will be kept to a minimum as staff on leave will not be able to attend.  
B.5.1 Content of the programme

The training programme will include the following regular sessions:

· Issue desk work, Horizon and Admissions

· Access support
Other sessions will be organised in response to the annual evaluation, requests from staff and in order to cover topics of current interest. The Staff Development Group will recommend topics to be included if they are seen as necessary to enhance the skills of staff to deliver the strategic objectives of the Library. The programme will usually include at least one session per term from an external speaker, either from elsewhere in Birkbeck or from an outside organization, e.g. another library. Visits to other libraries may be included. 
The programme will indicate which staff will benefit from attending each session. Staff are expected to attend all sessions which are relevant to them. Shelvers and processors are not expected to attend weekly training sessions or to engage in self-paced training during these times.
B.5.2 Responsibilities of trainers

As noted in section A 2.6, guidance will be available for staff running training sessions and time allowed for preparation. Trainers are expected, where appropriate, to provide handouts etc. to support their training and, where these relate to procedures, policies or services, copies of this documentation will be added to staff procedure manuals. Documentation will be made available via the staff intranet for staff who could not attend and for future reference. Paper copies will be provided for staff who do not work on Friday or Tuesday where appropriate.

Notes for trainers are available via the Staff Training page on the staff intranet.
B.5.3 Sessions for the evening and weekend team

Termly training sessions will be provided for the evening and weekend team. These will focus on topics relevant to their work and provide opportunity for discussion of issues. Sessions will be arranged for a day at a weekend before the start of the autumn term and an evening session at the start of the spring and summer terms. The sessions are organised by the Reader Services Librarian/Weekend Manager. 
B.5.4 Use of external speakers

While most training within the Library will be provided by in-house trainers, external trainers will be used when these provide a cost-effective means of providing high-quality training in an area where internal expertise is lacking. Where possible external speakers will be used who will provide their services for free, possibly on a reciprocal basis, for example from other libraries.

B.6 Stratford Learning Advisers

The training needs of the Stratford Learning Support Advisers are met by a combination of individual one-to-one sessions and organised group sessions.  They can take advantage of training provided by UEL Library, Birkbeck College and Birkbeck Library.

B.7 Help Desk training

Help Desk staff will be provided with relevant training during their induction period in accordance with the induction checklist. Initially they will shadow a more experienced member of the Help Desk rota on the Help Desk. Refresher training and updates are provided as part of the Friday / Tuesday training programme but staff working on the Help Desk are also expected to familiarise themselves with the appropriate reference and information sources. Occasional training and sharing of experience for Help Desk staff may be organised. 
B.8  Library Staff Development Day

The Library holds an annual Staff Development Day. All salaried staff are expected to attend this. Hourly paid staff are strongly encouraged to attend and will be paid for doing so. The Library remains open on the Staff Development Day on a self-service basis. 
The content of the day is planned by the Library Staff Development Day Working Group. Where appropriate, support will be sought from the Staff Development Team within Human Resources. This may take the form of identifying venues and/or speakers as well as advising on the structure of the day.

All staff attending the Library Staff Development Day will be asked to complete an evaluation form and these will be analysed in order to inform the planning for the next Staff Development Day.
Section C External Training

C.1 Courses, conferences and visits

C.1.1 Awareness of events

Information about events is made available in the following ways:

· Via emails circulated by the Training Officer and other staff as details are made available.

· The Staff Training page on the wiki contains links to other training providers e.g. IT Services, CILIP, CPD25. These are kept up to date by the Staff Development Group
· Paper information is displayed on the Staff Training notice board.
Staff are also expected to maintain awareness of events relevant to their posts and wider professional development via email lists and reading professional literature.

C.1.2 Approval for attendance and funding

Approval for attendance should initially be sought from the staff member’s line manager by using the Training Request Form, which can be found on the Library Intranet. The Training Request Form will be sent by the line manager to the Deputy Librarian to make a decision about whether the Library can fund the event. Priority will be given to areas identified during appraisal and to events relevant to the person’s work although broader staff development activities will also be supported where possible.

Where possible, the Library will take advantage of low-cost training opportunities and staff will be encouraged to attend workshops and seminars run by CPD25. Training events may also be organised in collaboration with other university libraries locally.

C.1.3 Hourly paid staff

If hourly paid staff wish to attend external events related to their work at Birkbeck then the Library will meet the costs (subject to funds being available) and the member of staff will be paid for their attendance. As with salaried staff priority will be given to areas identified during appraisal.

If hourly paid staff wish to attend a course not directly related to their work at Birkbeck (e.g. for more long term career/personal development), the Library may be able to meet some of the costs (subject to funds being available) if the event is library related but staff will not be paid for their attendance.

C.1.4 Evaluation

All external events fully or partially supported by the Library, whether in terms of money or time, or both, need to be evaluated using the Training Evaluation Form, which can be found on the Library Intranet. The Training Evaluation Form can be used as the basis of a discussion between the member of staff and their line manager after the event as to the value of the event and any information learned which can be of use to the individual and the service. They are also a useful record of training for PDR discussions. 
Staff are also encouraged to write reports of training events on the Library wiki. Reports should be kept brief, ideally no more than half a side of A4 and at most one side of A4. They should include the following:

· Date, title, venue and organiser of training activity

· What the training involved

· What the participant learnt from it

· How the participant will use the information

· Brief details of any documentation picked up

· Whether or not the training activity could be useful for other staff.

Training and development events not previously discussed should be considered during the annual Progress and Development Review (PDR) meeting. 

C.2 Professional qualifications in library and information studies

The Library is not able to provide financial assistance to Library staff wishing to pursue a qualification in library and information studies. The Library will try and grant flexibility in working hours to any member of staff who wishes to pursue a professional course either wholly or partly in their own time in accordance with the Flexible Working Policy of the College (http://www.bbk.ac.uk/hr/policies_services/policies_az/flexibleworking).
C.3 Other qualifications and research

Staff on contracts of one year or more may apply to the Registry for remission of fees for Birkbeck courses. This is pro-rata for part time staff. This policy is included in the Study Support Policy of the College which can be found at: http://www.bbk.ac.uk/hr/policies_services/policies_az/study_support
Staff following examined courses at Birkbeck are granted one day’s study leave per examination plus one day to sit the examination subject to the needs of the Library service. This is pro-rata for part time staff. Staff following courses that are assessed entirely on the basis of course work may be granted study leave for major projects at the discretion of the their line manager and the Deputy Librarian/Librarian and subject to the needs of the Library service. The Library works within the framework of the College Study Leave Policy, which can be found at: 

http://www.bbk.ac.uk/hr/policies_services/studysupport/studyleave
Staff wishing to undertake research in library-related areas will be supported by the Library as far as possible and assistance and encouragement will be given to staff preparing material for publication.

Section D Professional Development

D.1 Working groups

Staff are encouraged to join one or more working groups within the Library. While the primary purpose of these is not staff development, they nevertheless provide an opportunity for staff to gain experience of other areas of library work.
D.2 Lateral moves

It may be possible for staff to move to a post on the same grade, subject to operational requirements. In order to facilitate this most vacancies will be first advertised in Grapevine to ascertain if staff are interested in making lateral moves. Internal applicants, should they meet the criteria of the person specification, will be given an interview to establish suitability for the post in question. If the panel feels that the candidate does not meet the requirements of the person specification they will not be interviewed. 
D.3 Job exchanges

Support will be given to members of staff who wish to participate in job exchanges or similar activities, with other members of staff on the same grade within the Library, when this can be accommodated within organisational requirements. Staff interested in such activities will be asked to write a short case for the job exchange (or similar) and will have an interview in order to establish their suitability. The criteria for assessment will be: 

· Whether both parties have the requisite skills and experience for the post they wish to move to
· The benefit to the individuals involved in terms of career/personal development

· The benefit to the Library in terms of staff members gaining extra skills and experience

· The benefit of a new perspective being brought to a role by another person

· What the implications will be for the team members of the colleagues involved in the job exchange

The people who will assess whether the job exchange should take place:

· Will be dependent on the roles involved

· Will be made up of a panel drawn from: the Library’s Staff Development Officer (Deputy Librarian), the line managers involved, Human Resources Advisers and academic staff as appropriate

The duration of the job exchange will be agreed prior to its commencement by all parties involved, including line managers. This will be done on a case by case basis. 

It will be possible to apply to do a job exchange with someone in a different department within the College, but obviously the agreement of the other department involved will be required. 

All job exchanges must be approved by the Librarian. 

Job exchanges with a member of staff from another organisation will also be considered on a case by case basis.  

D.4 Job shadowing

If a member of Library staff wishes to learn more about a particular job role other than their own, job shadowing will be considered as a way of achieving this. Both parties involved i.e. the person shadowing and the person being shadowed will need to agree to this. The line managers of both members of staff and the Librarian must be satisfied that the job shadowing arrangement will not be to the detriment of the operational needs of the service. The length or frequency of the job shadowing arrangement will be agreed before it is put in place. Job shadowing arrangements with external organisations will be considered on a case by case basis. 
D.5 Certification

Staff without LIS qualifications but who have appropriate experience will be encouraged to apply for certification with CILIP. More details can be found at: http://www.cilip.org.uk/qualificationschartership/FrameworkofQualifications/certification. The Library will consider applications for financial support with fees for certification.
D.6 Chartership 

Support will be given to staff wishing to attain chartered status. The Library will pay the fees to staff for their chartership submissions, but not the cost of their registration. Support through study leave will be considered in relation to the College study leave policy (at: http://www.bbk.ac.uk/hr/policies_services/studysupport/studyleave). 
D.7 Revalidation and Fellowship of CILIP
CILIP’s Framework of Qualifications (http://www.cilip.org.uk/qualificationschartership/FrameworkofQualifications/revalidation) will provide a means for chartered members to participate in validated CPD (revalidation). Support will be given to staff who wish to apply for Revalidation of their CILIP chartered status and also to those staff who wish to apply for Fellowship status with CILIP. The Library will consider applications for financial support with fees for Revalidation and Fellowship. 
D.8 Higher Education Academy
Staff are encouraged to join the Higher Education Academy if appropriate. Details about the Higher Education Academy are available at: http://www.heacademy.ac.uk/default.htm
D.9 Professional literature

The Library is a corporate member of CILIP. This entitles the Library to receive CILIP publications, which are made available for staff to read. 
D.10 Career development

The Library encourages the long-term career development of all staff and will provide support with job applications and interviews when requested. Staff who apply for posts internally and are not appointed will be given feedback on their application from the chair of the panel or their nominee. 
Staff Development Group 
28 July 2009
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