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THE POLICY STATEMENT
The Library's Staff Training and Development Policy is designed to provide a framework within which staff training and development can be effectively managed, sustained and improved.  It is intended to provide practical guidelines and structures so the Library can meet, in a resource-effective way, its strategic aims in terms of staff development.  The aim of the policy is to engender within the Library a development culture in which staff training and development is seen as a natural and central part of everyday working life.  It is intended that all library staff should share ownership of the training and development process.  The policy applies to all grades of staff and to every individual, whether full or part time.

The policy contains the following elements:

Aims and objectives of library training and development
Responsibilities for training and development
The identification of training and development needs
Types of training and development
Continuing Professional Development
Resources and budget management 
Monitoring and evaluation
AIMS AND OBJECTIVES OF LIBRARY TRAINING AND DEVELOPMENT
The purpose of the Library's efforts in managing staff training and development is to build up a body of well-informed and competent staff who can successfully adapt and contribute to change and future developments in the provision of a quality service.  Staff training and development is managed in order to enable staff to work more effectively towards achieving the Library's organisational aims and objectives.

· To help staff to understand their role within the Library and their relationship to the Library and the University as a whole

· To help all staff to work more effectively towards meeting the strategic and annual aims and objectives of the Library

· To ensure that all members of staff have their training needs identified and met so that each individual can make an effective contribution to the achievement of those aims and objectives

· To help staff gain an awareness, acceptance and mastery of new ideas and new technology and develop the skills which will encourage innovation

· To encourage staff to enhance their own individual skills, and improve their career prospects, by the support of relevant continuing development initiatives for all members of staff 

RESPONSIBILITIES FOR TRAINING AND DEVELOPMENT
Responsibility for staff training and development is held by all members of staff within the Library.  All staff are expected to contribute to the staff development effort by providing and receiving training and by supporting the Library's staff training and development policy.

Senior Management
The University Librarian and the Senior Management Team define and develop the strategic framework for staff training and development within the Library as a whole.  This includes establishing the broad aims and objectives of the training and development effort, identifying strategic organisational needs, and determining the training and development budget.

Heads of Divisions
Heads of Divisions have a responsibility for ensuring that the training and development of staff within their own division meets divisional and organisational needs and that their staff are enabled to deliver training to staff in other divisions to meet agreed organisational needs.
Heads of Divisions are also responsible for:

· managing and co-ordinating the appraisal and review procedures by which individual training and development needs are identified

· the production of a programme of induction for new members of staff

· liaising with the Staff Training and Development Group to provide input to the overall staff development effort in the Library

Staff Training and Development Group
The Staff Training and Development Group is a cross-divisional, cross-grade team which is responsible for overseeing the training and development activities in the Library.  It aims to ensure that training and development opportunities of a high standard are offered to all grades of staff.

The Group or specific individual members within the Group:

· advises the Library's Senior Management Team on staff development policy and practice

· provides a forum for staff suggestions on staff training and development and a source of advice for staff seeking training

· co-ordinates all staff training and development activities within the Library

· develops mechanisms for identifying and meeting training needs

· manages and monitors expenditure of the Staff Travel and Development fund

· produces the Library's in-house Staff Development Programme

· organises the in-house Summer Training sessions

· maintains the Library Training pages on the Library Intranet

· keeps under review, monitors and evaluates the Library's training activities

· produces an annual report outlining progress with training and development

· produces an annual schedule of training and development activities

· supports staff acquiring relevant qualifications such as NVQ's and ECDL 

· supports CILIP and SOA Chartership candidates

· liaises and co-operates with external organisations and training providers

· participates in local training initiatives in conjunction with Libraries Together: Liverpool Learning Partnership 

· strengthens links and works in association with the NoWAL Staff Development Group

Line Managers
Line Managers within the Library are responsible for identifying the training needs of their staff and discussing them; liaising with their Head of Division to enable these needs to be met; discussing with their staff requests for attendance at events and conducting feedback sessions following attendance and for delivering training within their own field of expertise.

Individuals
All staff are responsible for contributing to the Library's staff development effort by providing and receiving training and by actively supporting the Library's staff training and development policy. All members of staff are expected to:

· identify and report personal training needs to their line manager 

· maintain a record of training achievements and outcomes in the Training Logbook provided as part of their induction programme

· maintain awareness of training opportunities by viewing the Training and Development pages on the Library Intranet, by referring to the University's Staff Development Programme and by attending training session provided by Computing Services and other University departments

· complete the relevant forms prior to and following attendance at training events
For further information on professional-grade staff, see Continuing Professional Development
IDENTIFICATION OF TRAINING AND DEVELOPMENT NEEDS
All the above groups have an important part to play in the identification of training and development needs.  Members of staff have a responsibility to report and discuss training needs with their line manager, either on an informal basis or through the mechanism of Staff Development Review.  Line managers are expected to identify and meet the training needs of staff reporting to them.  Ultimately, divisional heads are responsible for ensuring that their staff are adequately trained for the tasks required of them.
The Senior Management Team has a responsibility for identifying overall departmental training and development needs, particularly from a longer term, strategic viewpoint.  In practice, the Staff Training and Development Group takes on much of the work involved in identifying training needs by acting as the co-ordinating body for requirements within and across divisions, by conducting regular staff surveys and questionnaires and by other means of assessing training needs.
The Staff Development Review process offers a formal and structured means of gathering information on training needs in the Library.  With the agreement of the member of staff involved, individuals conducting development review interviews should pass on details of identified training needs which can be met within the Library or for which assistance is required.
TYPES OF TRAINING AND DEVELOPMENT
The Library offers a wide range of training opportunities that are delivered in a variety of ways, a detailed list of which is provided in Appendix 1.  The Library's policy is to sustain quality training and development initiatives using as full and varied means of delivery as is effective and cost-efficient.
CONTINUING PROFESSIONAL DEVELOPMENT
Chartership support
The Library offers support to suitably qualified members of staff who wish to gain chartered membership of the Chartered Institute of Library and Information Professionals (CILIP) or the Society of Archivists.

Wherever possible, CILIP chartership candidates are offered:

· approved mentoring support, including regular progress meetings, to assist with the production of the required personal professional development plan and portfolio. 

· a half day per week over 12 months in which to undertake developmental activities

· access to the wider professional community through guided reading, off-site courses and visits and attendance at meetings

· a total of two days additional time to write up the application for chartered membership, to be taken within one year of the end of the training programme

SoA Registration candidates are offered:

· guidance to identify a suitable mentor for the Registration scheme

· assistance in the preparation of presentations for professional meetings, workshops and conferences and time to write up reviews for the Registration Portfolio

· access to the wider professional community through off-site courses, visits and attendance at meetings

Professional organisations
The Library holds institutional membership of a number of professional bodies and encourages library staff to take out and maintain individual and active membership of appropriate bodies.  Chartered membership (and its continued revalidation) of, for example, CILIP and involvement in its CPD activities is the expectation for professionally qualified staff.  Such activities are likely to be taken into account in development or performance reviews.  Membership will also be considered as a desirable attribute in the production of an employee specification for professional grade posts.

The Library will provide support by permitting time off for staff to attend relevant meetings and conferences and by paying attendance and travel costs where appropriate.  The Library does not offer to pay professional organisational subscriptions on behalf of members of staff.

CPD framework
The Library encourages professionally qualified staff to make use of Continuing Professional Development support publications such as the CILIP's "Personal profile" and provides a Training Logbook to all staff in which a development portfolio can be maintained.
RESOURCES AND BUDGET MANAGEMENT
The Library's Training and Development Policy necessarily operates within certain financial and resource constraints. Informing resource allocation decisions is the principle that all staff should have access to and be able to participate in the Library's training and development activities.

The Staff Travel and Development budget is set annually by the Senior Management Team. Expenditure against the fund is controlled by the requirement for staff to complete in advance an application form for claiming costs against the fund.

Priorities for resource allocation are influenced by factors such as the number of staff directly or indirectly benefiting from attendance and how closely attendance meets identified organisational or divisional training needs.  A high priority is given to events that provide the opportunity for training to be cascaded.  A guide to completing the Staff Travel and Development Fund application form and more detailed guidelines to resource allocation priorities are provided in Appendix 2.
Even events that have no actual monetary cost have an impact on staff time.  It is therefore essential that staff discuss attendance with their line manager before making a commitment.  It is also vital that a note of attendance is passed on to ensure its inclusion in the Staff Training and Development Annual Schedule.

MONITORING AND EVALUATION
Effective monitoring and evaluation of the Library's staff training and development effort is essential to ensure value for money.  Monitoring and evaluation also helps the Library to match its training activities against identified organisational and individual needs and to demonstrate that staff understand the benefits they have derived from participation.  These aims are met in a number of ways:

Annual report

The Staff Training and Development Group produces an annual report in which the activities of the Library's Staff Training and Development Programme are listed.

Annual schedule

Each year a complete listing of all attendance at any staff training and development event is produced and posted onto the Library's Intranet.  A comparison with rates of activities in previous years is also included.

Feedback following attendance form

Staff who have attended external training events are expected to complete and discuss with their line manager a form detailing the benefits derived from attendance, actions or changes to be implemented as a result and identification of opportunities for cascading or passing on the training to other members of staff. See Appendix 4.
NoWAL evaluation forms

A requirement for attendance at NoWAL courses or formal training events is the completion of a NoWAL Staff Training and Development Evaluation Form and the completion of an Action Plan for discussion and implementation with the participant’s line manager, as appropriate.
Report of attendance

Staff are expected, where appropriate, to provide a brief report of their experiences of attending an external training event or conference.  Intended to cascade the benefits of the training, the reports are posted onto the Library's Intranet for other staff to read.
Evaluation reports
Those attending in-house events forming part of the Staff Training and Development Programme are expected to complete an evaluation survey form, the results of which are included in the account of the event on the Intranet to be seen by the training deliverers, the participants and other staff.

Annual Survey

The Staff Training and Development Group annually circulate a form to all library staff seeking their views on recent training activities.  The survey seeks to evaluate staff opinions of the level and effectiveness of the Library's training and development efforts, as well as offering the opportunity to suggest areas for further activity.

Strategic Review

As part of the Library's strategic planning initiative, progress with training and development is measured against identified organisational development needs.

Staff Development Review

As part of the review process, as well as being instrumental in the identification of needs as described above, feedback on the value of current development activities can be provided to the Staff Training and Development Group from line managers and divisional heads.

Exit interviews

Exit interviews provide a useful source of information by which training and development within the Library can be evaluated.

APPENDIX 1
TYPES OF TRAINING AND DEVELOPMENT
New staff induction programme

The first and essential element in building the foundation for a new member of staff.  The Head of Division is responsible for the programme and guidelines for the creation of an effective programme are available on the Intranet.  Staff delivering parts of the programme are expected to work from a checklist, a copy of which is made available to the new member of staff.  Feedback from the participant is obtained towards the end of the induction process. In addition to the programme, all new staff receive a Training Logbook and an induction pack, prepared by the secretaries, the contents of which are reviewed and updated annually.

Additional induction training

Where required, additional induction sessions are to be arranged by the line manager.

On-the-job training

The line manager is responsible for the provision of on-the-job-training and a checklist of areas to be covered is worked through jointly.  Feedback and confirmation of meeting the training targets is essential.

Contextual training - summer vacation sessions

Particularly during the summer vacation, staff are given the opportunity to spend time in other departments, re-familiarising themselves with their operations and catching up on new developments or changes.  Demand for sessions is identified by means of an annual survey.
Internal occasional group training sessions

New developments or changes to procedure may require all staff to be trained in a specific operational area.  The relevant Head of Division is responsible for seeing that such training is full and effective.

Staff Development Programme - twice-termly events

The Programme provides a wide range of training and development events that all staff may attend.  Conducted in-house, priority is given to those events which members of staff themselves present.  The Programme represents an opportunity for staff to develop their presentation skills and to cascade training they may have attended.

Customer Care workshops

The Library holds in-house customer care workshops on at least an annual basis.  All staff are expected to attend and to develop an understanding of the principles and key elements of customer care and how they can be brought into reality in the context of their day to day library work.

Internal initiatives: NVQ, ECDL, chartering support

The Staff Development Group, or individual members of it, provide support and advice for chartership candidates.  A programme of encouraging take up of ECDL qualification is underway and Library Assistants are given the opportunity to qualify with NVQ Level 2 in Library and Information work.

University Staff Development Programme

The University has a well rounded and professionally delivered programme of events in which all library staff are encouraged to participate.  Suggestions for attendance may come from line managers or Heads of Divisions, as well as from individual staff.

CSD training
The Computing Services Department delivers a wide range of training in IT-related skills.  Staff are actively encouraged to make full use of the opportunities provided by programme.

Special CSD training

With the Library's close operational links with CSD, there are regular opportunities for CSD to deliver training specifically tailored for library staff. The Staff Development Group identifies and organises any such opportunities.
External: LT:LLP

The Library co-operates closely with the Staff Development Group of Libraries Together: Liverpool Learning Partnership.  One member of the Library Staff Training and Development Group also serves on the LT:LLP Group.  The Partnership's cross-sectoral nature offers local development opportunities not easily found elsewhere.

External: NoWAL

NoWAL's Training and Development Programme provides a very useful source of well-delivered and inexpensive training events.  As the programme expands, opportunities arise for the Library to take on a more active role within the organisation, hosting or delivering training events.

External: CILIP; CILIP groups; ASLIB; JISC; UKOLUG; NAG; FIL; SCONUL; CURL; other bodies; conferences; other external events; workshops; seminars; meetings; subject groupings; library functional groupings 

The library and information world is well supplied with professional bodies and organisations that provide training and other development opportunities.  Professionally qualified library staff are expected to keep themselves informed and up to date with progress in their field of speciality and with wider issues generally.  Staff are encouraged to network and participate fully in the activities of such organisations.

APPENDIX 2
GUIDELINES FOR RESOURCE ALLOCATION PRIORITIES
In an ideal world, the Library would be able to provide unrestricted access to all training and development events.  Financial constraints, the need to keep the Library fully operational and even physical restrictions on the numbers able to attend locally held events, mean priorities for the allocation of funds and time have to be carefully established.  In principle, the aim is to maximise the benefit of, and return on, investment in training.

Internal events

All grades of staff are encouraged to attend internal events such as those forming part of the Staff Development Programme or others that are delivered as part of the University's programme.  In reality, it is unusual for staff to be denied the opportunity to attend such training or development events.  The need to maintain services, however, has to take precedence and line managers need to be satisfied that staffing levels are sufficient before releasing staff.
Limitations on numbers at some events might mean that priority has to be given to those staff to whom the subject is most relevant, to individuals who might have fewer opportunities than others to attend events and to Graduate Library Assistants as part of their professional training.  The Staff Training and Development Group will try to hold additional sessions of any event in which demand exceeds capacity.

External events
Permission to attend an external event is generally sought by completing a Staff Travel and Development Fund application form (see Appendix 3) and having it countersigned by the person responsible for the management of the Travel and Development Fund.  Before submitting a form you should discuss the matter with your line manager.  If you are unhappy with the outcome of that discussion, you can talk with any member of the Staff Training and Development Group.

The forms are not intended to create a barrier to attendance but help to provide a reasonable level of control on expenditure.  The fund provides support for all staff and allocations from it must be seen to justifiable.  The forms also create an important part of the record of all the training and development activities being undertaken in the Library.  It is important to complete a form even when attendance at an event incurs no cost.
In reality, it is very rarely that permission to attend an event is not given.  It is obviously helpful if the event has a clear relevance to an individual's or division's needs.  Priority will also tend to be given to attendance that has been requested, or is strongly supported, by a divisional head.

If similar training is available locally within the University, a recommendation may be made for an individual first to take up that opportunity, rather than attend a more expensive event held at a distance.

Attendance at overseas conferences is not usually supported unless there is a clear operational need or the individual is presenting a paper.

Towards the end of the University's financial year, the Travel and Development Fund may be depleted.  Reserves are held for key annual events, such as Faculty Librarians' annual conferences but it is sensible to give as much advance notice as possible if attendance at a costly event is anticipated.

For financial reasons, preference will also tend to be given to NoWAL events over similar ones hosted in London by CILIP. Some other training providers are disproportionately expensive: ASLIB or TFPL, for example.  Alternative sources for training should be investigated.

Travel
In line with the University's policy, the Library will pay for standard class rail fare to attend training events and conferences.  Other than for very short journeys, or for travel that has to be made at unavoidably short notice, all travel arrangements should be made in advance through the secretaries' office.  The further in advance arrangements can be made, the cheaper the rail tickets are likely to be.  Rail travel is also less expensive, particularly on main line routes to London, when the times of departure and return can be specified and staff are expected to be able to provide this information.  Reasonable efforts should also be made to avoid, whenever possible, peak-cost travel times.

Where rail travel is not available, other methods of transport can be considered: air travel, for example, or car hire.  If there is a good reason why car travel is preferable to rail, the cost for individual car journeys will usually be reimbursed by the provision of the standard class rail fare to that destination.  In certain circumstances, for example when a number of staff are travelling together by car, petrol costs will be reimbursed according to the University's standard rate.  The Library will follow University guidelines in deciding on the benefits of car hire over personal car use.

Other than in exceptional circumstances, involving part-time staff, for example, time involved in travelling to and from training events or conferences which falls outside normal working hours cannot be considered as time at work for additional hours’ pay or time off in lieu.

Travel to London and some other destinations can be extremely expensive for arrival at early times.  It is often cheaper for overnight accommodation costs to be provided and that is usually considered to be the preferable option.

Accommodation
Arrangements for accommodation made necessary by attendance at a training event should be made in advance through the secretaries' office.  The University has a substantial list of hotels throughout the country with which it has agreements for special rates.

Additional expenses
Reasonable expenses incurred by attendance at approved events will be reimbursed by the Library on completion of a University expenses claim form.  These may include taxi fares and meals. Receipts or invoices must be provided for all claims or the claim may be rejected.  Normally, tips, alcohol and other non-essential items should not be claimed for.
Registration on award bearing courses
Except where it is agreed Library policy, for example, with costs for ECDL and NVQ's, the Library will not normally provide any financial assistance for individuals registering on award-bearing courses.  Arrangements for time off work for attendance will be determined by many factors, including the nature of the course, the amount of time required, the actual timing of the absences, the likely impact of any time off, the number of other requests already received and so on.  The Library will make every reasonable effort to meet individuals' needs.  So it is sometimes possible for work to be re-arranged or re-scheduled to take account of absences and some flexibility with working hours may be put into place where appropriate.  Additional time off will also normally be given for taking examinations.
With attendance for the part-time postgraduate diploma in library and information studies, for example, it is recommended that only one or two members of staff should be studying on the course at the same time.  Where a full days absence each week is required, the expectation is that a full-time member of staff would repay at least four hours by working additional hours on other days.  When possible, the working week for a part-time member of staff should be rearranged to minimise absence but similar pro rata time off may be provided.
Ian Jackson
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LIVERPOOL UNIVERSITY LIBRARY

Staff Travel and Development Fund

For work-related travel applications, please complete parts 1 and 2

For applications for attendance at an external event or conference, please complete parts 1,2 and 3

1. Name: …………………………………   Division ………………………………………
Purpose of travel/Name of event: 

________________________________________________________________________

Location: ______________________________________________________

Date(s): ____________________  Organising body: _____________________

Costs

	Attendance fee:            £

Accommodation costs: £


	Travel costs: rail/air/other:   £

Insurance abroad:  Yes/No

	Total cost: £


	
	
	
	
	
	
	
	
	
	

	Account no:
	
	
	
	
	
	
	
	
	
	


Estimate of additional expenses: £

Costs to be reimbursed by ………………………
2. TRAVEL REQUEST BOOKING DETAILS
Outward

From:



To:



Day & date

Time

……………………………
…………………………….
…………….

…….

Return

From:



To:



Day & date

Time
……………………………
…………………………….
…………….

…….

Special Requirements

Non-smoker/Smoker …………………….

Back/Facing …………………………

Window/Aisle           …………………….

Other            ………………………..

PTO

Accommodation

Name and location of hotel: …………………………………………………………………

From: ………………………………………
To: …………………………………………

3.
Reason for attending external event, conferences, etc.

Please identify what benefits you will derive from attendance at this event:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Please indicate how these benefits will contribute to the Library’s effectiveness:
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
SMT authorisation …………………………………………. Date: ……………………….
Confirmation of booking:
Event
(
Travel
(
Accommodation
(
VISA

Request ref. No.
…………………………

Innopac Order No.:
…………………………

LCA\SHAREDFILES\INDUCTION-PACK\TRAVELFORM.DOC
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LIVERPOOL UNIVERSITY LIBRARY

Staff Training and Development 

Feedback following attendance at an external training event/conference

I attended the following event:

Name of event ……………………………………………………….………………………

Date ……………………………………………………………………………………………

Name ………………………………………..
Division ……………………………………..

Did the event deliver the expected benefits?
Yes
(
No
(
Was attendance worthwhile in terms of cost and time?
Yes
(
No
(
If relevant, would you recommend this event to any other member of staff?


Yes
(
No
(
Please discuss with your line manager and answer the questions on the form as fully as possible

What personal benefits did you derive from attendance?

How will attendance help you in the performance of your job?

What outcomes or action points arose from your attendance?

PTO

Please indicate how the information or knowledge you gained from this event will be disseminated within the Library

Please attach to this evaluation, if applicable, a brief report of the event.

Report posted on the Intranet?
Yes
(
No
(
Signed  ……………………………………………
Date  ……………………………

When completed, please return the form to your line manager who will then forward it to the Chair of the Library’s Staff Training and Development Group.

LCA\SHAREDFILES\\FEEDBACKFORM-IJ.DOC
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