The LSE LIBRARY Staff Development Policy


1.
OBJECTIVES

The Library is committed to staff training and development, recognising that a highly motivated and productive workforce is its most valuable resource in ensuring the provision of  an effective service. To this end the Library successfully worked towards Investors in People accreditation, which it renewed in December 2002, and it continues to work within Investor's principles and guidelines.

The objectives of staff training and development provision include the need to:

· Increase skills and knowledge to ensure the provision of an effective Library service

· Equip staff to cope with technological and procedural changes

· Promote staff commitment and job satisfaction

·  Maintain a framework in which it is the expectation that staff will develop to meet     changing needs and priorities;

· Provide support for the personal and career development of staff.

· Support the recruitment and retention of a high quality workforce.

2.
BASIS FOR TRAINING AND DEVELOPMENT PROVISION


2.1

Management commitment
  2.1.1 
The Library senior management is committed to:

· Identifying the training and development needs of particular groups of staff and individuals;

· Encouraging learning within the work environment;

· Providing appropriate resources, for staff training and development

2.1.2 
Line managers are responsible for assessing the training needs of their staff and ensuring appropriate development opportunities

2.2 

Staff commitment



Individual members of staff are expected to show commitment to self-development, and to



participate in appropriate training to ensure the achievement of the Library’s aims and



objectives.

2.3 
Priorities

2.3.1 
Priority will be given to training requests that are clearly associated with the objectives of the library or the skills required for the current responsibilities of the staff member concerned.

2.3.2 All training requests will be considered in the context of the aims and objectives of the Library and the affordable budget. Requests for training may be refused or deferred. In such circumstances the Librarian is the final arbiter.

2.3.3 The Librarian may require the training of any member of staff where this is considered necessary to ensure the achievement of the current priorities of the Library and information services.

3.
TRAINING AND DEVELOPMENT PROVISION

3.1 
Areas of provision

Training and development provision will normally be offered in the following categories:

· Induction training for new staff

· Job specific training for staff who have moved to other posts within the Library

· Continuing development of existing staff

·  Job rotation within teams

· Training for changes in the working environment

3.2 
Training methods

Training will be provided in the following ways:
· on the job training (which may include coaching, mentoring)

· training sessions/courses run as part of the LSE Staff Development Programme

· attendance at external courses, seminars, conferences, etc.

· visits to other libraries

· job rotation, secondment/exchanges

4.
ORGANISATION

4.1
Identification of training and development needs

4.1.1
Training and development needs will be identified initially by:

· Identifying the range of skills required in all staff at all levels via the provision of core skills guidelines.

· Defining the skills level required for each job or grade within the Library via the provision of core skills guidelines.

· Using this task/skills analysis to identify training and development needs of existing staff, and to recruit the right quality of new staff

4.1.2 
The regular route for identifying training and development needs will be through:

· evaluation of work performance by line managers at regular and documented one to one meetings with staff.

· annual appraisal interviews

· requests from staff for training

· changes in work practices or responsibilities

4.2
Planning and implementation

4.2.1 The Deputy Librarian has overall responsibility for staffing matters, including staff development, but has currently delegated chairing of SDG to the User Services Manager. The Library Administrator will be responsible for the identification of training options and methods, the evaluation of training courses, and setting up training programmes.

4.2.2 The Staff Development Group, chaired by the User Services Manager and composed of representatives from all sections and grades of the Library, will assist with planning staff development programmes and activities and will meet bimonthly. An annual training report will be made to SMG by members of the SDG at the end of each academic year to inform training and development programmes for the next year.

4.2.3  Training and development programmes will be planned annually in the context of the cycle of 

budget provision, operational plans and appraisal. A yearly training plan will be drawn up 

outlining the specific training and development objectives for the next year, together with a bid 

for the necessary funding from the Library budget. 

4.2.4  Details of in-house training activities and suitable external training and development 

opportunities will be circulated to staff via The Library Bulletin. Individual members of staff will be alerted to appropriate courses and staff  will also be expected to be pro-active in seeking out appropriate courses etc.

4.2.5 All requests for training should be made through line managers who are required to discuss  

these requests with staff.

4.3 Evaluation

All training and development will be evaluated. When agreeing to staff attending courses managers will discuss the objectives of the training with staff and follow up the effectiveness of the training immediately after it has taken place and then 3 months after the training activity. These discussions will include identifying actions, change and improvement resulting from the training and development activity.

4.4     
Records
4.4.1 The Library Administrator will keep a central record of attendance at courses and conferences, 

and produce an annual report on training and development activities.

4.4.2 Staff should keep a record of training and development activities to be reported on annual appraisal forms

4.4.3  Staff attending external courses and conferences will be required to write a report and make it available to colleagues by circulation to appropriate staff or inclusion in the Library Staff Newsletter.

4.4     Professional qualifications

4.5.1  Applications to attend courses leading to recognised professional qualifications will be limited by budget and time constraints. Opportunities for staff to reduce their working hours to part-time for a fixed period of time in order to study for a qualification, will be advertised in the Library bulletin. Number of staff overall and from particular sections and teams will be limited by operational constraints. 
4.5.2   Provision will be made for staff requiring study time for National Vocational Qualifications which 

are relevant to their role, being pursued in the work place and with the prior approval of the Library.
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