Durham University Library

Staff Development Policy

Introduction
This statement enlarges upon the University's staff development and training policy for the library context.   The Library's strategic plans recognise the significant role staff development plays in enabling the Library to support the University's mission for excellence in teaching and research. 

Purpose

Staff development is beneficial both for the Library and for individuals at all levels.  It enhances quality of work, productivity, flexibility, commitment, professionalism, good management and the ability of the Library to prosper in a rapidly changing environment.  It supports recruitment and retention of well qualified staff and contributes to motivation, job satisfaction and potential for career progression.

The Library aims to provide training in job-related skills and knowledge to enable staff to carry out their duties efficiently and effectively in order to provide the best possible service.

It also seeks to provide broader development opportunities which may not be job-specific, in order to keep staff informed and aware of the external environment, to enable them to manage and adjust to change effectively, and to enhance their ability to develop future services.  

The Library's goal is to develop a learning culture amongst all its staff in which training and development is an integral part of daily working life, and skills and knowledge are readily shared between colleagues.

Responsibilities

The Librarian has overall responsibility for the commitment of financial, human and time resources for staff training and development and for determining the "Staff Travel Fund" budget annually.

Continuous review of development and training needs is a core management responsibility and an integral element of strategic planning.   Senior managers are responsible for monitoring developments in the wider institutional, HE, information and technological environments, for  identifying and anticipating training needs driven by these external forces, and for incorporating training in the planning of activity for delivery of team and library goals.

Responsibility for the provision of staff development and training lies with the Staff Development Officer, whose role includes implementation of policy, the alignment of training plans with Library objectives, co-ordination of activity, administration of the "Staff Travel Fund", ensuring effective use of resources, maintenance of records, analysis and monitoring.  An annual training report will inform training and development programmes for the following year.

Active and on-going training of staff is an essential and routine aspect of staff supervision. Those with management and supervisory roles are responsible for fostering a supportive environment in which team needs can be identified and addressed, for following up individual needs identified during appraisal, for discussing the effectiveness of training undertaken with individuals, and for providing opportunities within the framework of duties for staff to put newly acquired skills into practice.  The need for training and development is independent of the contractual basis of employment, and attention must be paid equally to the training requirements for part-time staff, especially those employed outside normal working hours.   

The Staff Development Group with representation from all sites and teams is the principal forum for matters relating to training; its members are responsible for identifying organisational need through the representational process, for generating and disseminating ideas, for developing training and development programmes informed both by the Library's annual plan and by analysis of training needs identified through the appraisal and other processes, and for assisting the Staff Development Officer with the monitoring and evaluation of staff development activities.

Individuals have a responsibility for maintaining and updating their skills and knowledge to ensure their continuing effectiveness in their post and for participating in any training identified as necessary for their present or future roles.  Identification of training needs is the joint responsibility of individuals and their supervisors and managers and forms part of the University's formal appraisal process, but may also occur informally at any time. Where training and development needs, particularly the pursuit of qualifications, relate to expectations of career development, responsibility for meeting those needs lies principally with the individual.   

Induction 

Induction is offered to help new staff understand their role within the overall Library operation and their responsibilities in the workplace.  An induction pack is provided and a 2 to 4 week programme supplementing the University's provision includes familiarisation with the Library, its role within the University and the wider information environment, an introduction to the work of all Library departments, visits to all sites and requirements relating to health and safety, data protection and disability awareness.   In accordance with University policy, all new staff are assigned a mentor to provide informal, collegial support during the first months of employment.   The induction period will conclude with a training needs analysis.

Training and development

On-the-job training is provided for all normal duties.  Implementation of new procedures, policies, services or equipment will incorporate suitable training, which will also accompany changes in work practices or responsibilities.  All staff are required to undertake relevant training identified as necessary for the running or development of the service.
Training may take a variety of formats, both formal and informal, including

· seminars

· presentations

· one-to-one and small group sessions

· self-paced and self-directed learning from workbooks 

· hands-on IT training

The interpretation of development activities is wide ranging; these may include

· coaching and mentoring

· job exchanges, rotation and secondment

· participation in committee and work groups

· experience of activities not part of normal duties (e.g special projects, staff selection, supervision, report writing, collaborative work)

· visits

· conference attendance

· reading professional literature

Generic areas for which ongoing development activity will be required include

· IT skills

· management skills 

· teamwork skills

· quality issues, including customer care

· communication and interpersonal skills

· teaching and training skills

· legal requirements including health and safety, data protection, disability awareness

· awareness of developments in institutional and HE environment

· awareness developments in library and information environment

Resources
Whenever possible and appropriate, training will be provided in-house by suitably knowledgeable Library staff, or by drawing on expertise elsewhere within the University.  

Staff are encouraged to take advantage of appropriate training opportunities offered by other providers within the University including the IT Service, Personnel Department and Health and Safety Office.

Training and development events will be arranged, wherever possible, to enable all appropriate staff to attend.  Operational requirements and service quality are paramount, however, and the reporting on developmental activities to team colleagues by representatives who have participated will be the norm.  Meeting the training needs of staff employed on a part-time basis, particularly those working during extended hours, represents a particular challenge, especially as user perceptions of the quality of the Library service is dependent upon their competence; appropriate modes of delivery, including cascade training, self-paced and online resources, will be exploited to address these needs. 

Opportunities for collaborative training, through regional and national partnerships, will be exploited where they represent good value for money.  The use of Library training facilities for co-operative events enables cost-effective participation by Durham staff in a wider range of activities, and the opportunity to bring external speakers to the Library at low cost.  External trainers and developers may be brought to the Library where training cannot be provided locally; the value for money of such provision will be carefully monitored.  

Attendance at appropriate regional and national events such as conferences, courses and professional meetings is encouraged, within time and funding constraints, and may on occasion be required.  Requests to attend external events must be submitted to supervisors and thence to the Staff Development Officer using the appropriate form. Staff and managers should be able to identify in advance the expected outcomes of all training activities; all training requests will be considered in the context of the aims and objectives of the library and priority will be given to activities clearly associated with those goals.

The Library seeks to ensure value for money and to maximise benefit from sending staff to external events by encouraging the dissemination of skills and knowledge through oral reporting within teams, "cascade" training, or the contribution of written reports to the general library staff bulletin.

The provision of financial support and/or study leave for approved courses leading to qualifications will be in accordance with University policy.

Monitoring and evaluation

Participants are encouraged to reflect upon and articulate the benefits they derive from attendance at internal and external development events through the completion of evaluation forms. 

With the exception of on-the-job training, all staff running in-house training of any kind must keep attendance records and provide an evaluation form; this documentation to be forwarded to the Staff Development Officer for central record keeping and to form the basis for annual analysis and reporting.  Aims and objectives for training should be set, against which effectiveness may be measured both by participants and trainer.  Reflective practice amongst those providing training is encouraged through self-evaluation immediately after training and from analysis of feedback from participants. 

Continuing Professional Development

Membership of professional organisations such as the Chartered Institute of Library and Information Professionals, the Society of Archivists and the Institute of Learning and Teaching is encouraged, as is active participation in their work at regional and national levels, and the recommended maintenance by individuals of training and development portfolios; support will be provided for professional registration processes required by such bodies. 
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Implementation of Staff Development Policy 

The University’s Staff Development and Training Policy is available on the Personnel Department’s web site at

www.dur.ac.uk/Personnel/policy.htm
This site also provides details of the extensive range of training course for staff offered by various University departments including

· Personnel Office

· Health and Safety Office

· IT Service

Details of the Library’s internal staff development programme are posted in the weekly pink Staff Information Bulletin.  The programme is devised by the Staff Training Group, which includes representatives from all Departments and Sections.  The Group meets regularly to discuss staff development needs and the best means of meeting those needs for the benefit the Library and individual members of staff.

Staff are encouraged to take advantage of training opportunities relevant to their post and attendance at appropriate external events is supported.  Before arranging to attend any external meeting, seminar, course or conference, a green form (available from the Library Office) should be completed and signed by your supervisor and Clare Powne, Deputy Librarian.   The Office will organise event bookings, and arrange travel and accommodation if required; under normal circumstances all such arrangements are made in advance and paid by invoice, but if necessary expenses may be claimed retrospectively using a blue Staff Expenses Claim Form (receipts for all expenditure will be required).  

In order that maximum benefit from attendance at training and development events is derived, staff will routinely be asked to complete an evaluation form, indicating what they have learnt and how they will be able to make use of new knowledge gained in their work.  Additionally, staff may be asked to report verbally, and to write a brief critical report on the event for the Staff Bulletin so that information is disseminated widely. 

Your training needs as a new member of library staff will be assessed towards the end of your induction period, and subsequently as part of the regular appraisal process. The Deputy Librarian is responsible for library staff development and is very happy to talk with individual members of staff at any time about training and development.
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