ISLS: Staff training and development policy

A. Aims

1. Staff are our most important resource and we require highly motivated, competent and flexible staff who have the skills and knowledge needed to meet the changing requirements of the service and the University.

2. Our aim is to create an environment which encourages ISLS staff to extend their skills and knowledge, to take advantage of opportunities to develop their full potential and allow them to deliver the highest possible quality of information support to the teaching, learning, research and administrative needs of the University.

3. Staff training and development encompasses not only formal courses but also any work activities which relate to enhanced work performance. Internal staff training and development activities should be well-structured and planned, giving a view of the broader needs of ISLS and/or the University where appropriate.

B. Responsibilites

4. The Director of ISLS is responsible for identifying broad strategy-related training and development needs. The Director allocates central ISLS funds to the staff development budget (see section 19) and also for librarianship monographs and serials (see section 29). He/she co-ordinates the ISLS bid for central University funding for staff development across the department.

5. ISLS managers are responsible for identifying both short and long term training needs, monitoring performance, providing encouragement and conducting annual appraisal meetings with their own staff. 

6. The Director of Information Systems is responsible for staff development and training within the team. He/she should also keep abreast of national, regional and local staff training and development issues and report these as appropriate. The University of Westminster is a member of UCISA and its Staff Development Group. 

7. The IS Customer Services Manager is responsible for co-ordinating staff development needs for IS and to work with the Staff Development Co-ordinator to ensure that cross-team needs are met efficiently.

8. The Staff Development Co-ordinator is responsible for identifying cross-campus and cross-team needs and organising appropriate initiatives. He/she should keep abreast of national, regional and local staff training and development issues and report these as appropriate. The Staff Development Co-ordinator is currently a member of the CPD25 Group. Links with neighbouring services such as UCL, and public library authorities such as City Of Westminster and Harrow are encouraged. The Staff Development Co-ordinator is responsible for managing the librarianship monograph and serials collections (see section 29) and for the central University staff development budget allocated to the department. (See also section 19). 

9. Staff are encouraged to take some responsibility for their own training and development. They should seek opportunities to acquire new skills and gain further experience and share learning with colleagues when appropriate. 

10. When attending external events staff must complete an evaluation form and send copies to their line manager and the Staff Development Co-ordinator. Feedback forms for internal events should be completed and sent when requested.

11. The Library Staff Development Group meets at least three times per year. Its aim is to act as a focal point for the consideration of staff training and development for all library staff, to discuss cross-campus training/development needs, plan in-house training events and circulate information regarding courses and events. This group will be managed by the Staff Development Co-ordinator. Each library and post category is to be represented. For IS staff, development and training matters are discussed by the IS Managers Group.

C. The Policies

12. Appraisal: Our aim is to implement the University’s annual staff appraisal  and development scheme for allied staff which, among other things, identifies individual training/development needs. Common or cross-campus needs will be addressed as far as possible by the Staff Development Co-ordinator and the IS Customer Services Manager and in the light of provision by the University’s central training programme.

13. New staff induction: There is a departmental staff induction programme and checklist for all new recruits, implemented by ISLS managers (with appropriate delegation), to be kept updated by the Staff Development Co-ordinator. Managers should ensure that new staff understand the procedure for attending internal and external training events. New staff are also expected to attend the University’s staff induction programme.

14.  Qualifications for IS staff
As far as funding allows, ISLS will support IS staff to gain computing/certification qualifications. Any IS staff interested in applying for such qualifications/certification should discuss the matter with their line manager to seek their support. If supported by the line manager, then permission should be sought from the IS Customer Services Manager.

15. Librarianship qualifications and information assistants
As far as funding allows, ISLS will support information assistants who wish to study for a librarianship qualification. Any information assistants with this interest should raise the matter with their line manager who will discuss with them the content of the separate policy document on ISLS support for long courses in librarianship. If the request is supported by the line manager, then permission should be sought from Suzanne Enright. The Staff Development Co-ordinator needs to be consulted on the availability of funds.

16. National Vocational Qualifications: Information assistants and other non-professional ISLS staff are encouraged to enrol for appropriate NVQs, either by part-time mode in their own time or by distance learning. Staff interested in these qualifications should gain the support of their line manager. Financial support will be provided by ISLS where funding levels allow. University policy on re-sit fees and re-sit study leave also applies.

17. Support for long/distance learning courses: 
a) ISLS cannot offer day release or regular study leave for long courses. This is in keeping with University policy and because we do not have the staffing levels to support it. Anyone who chooses to enrol for a long course has to attend classes in their own time. 

b) For those who choose to do so, and for those who embark on distance learning courses, ISLS aims to reimburse up to 50% of the annual course fee, depending on the state of the staff development budget and the level of fee involved. (Note that there are no fees payable for University of Westminster courses studied by ISLS staff.) However, in accordance with University policy, we cannot pay for re-sit or repeat fees.

c) At the discretion of the manager, one day study leave per examination and one day study leave for revision per examination is allowed. In accordance with University policy, we cannot give study leave for re-sit examinations.

d) We can reimburse travel expenses for those attending summer schools. 

18. Pre-registration training programme for academic liaison librarians: There is a pre-registration training programme approved by CILIP: the Chartered Institute of Library and Information Professionals in place. It is managed by the Staff Development Co-ordinator in association with the library managers. New professional staff who are not already chartered should be referred to the Staff Development Co-ordinator for such training.

19. Study leave for the professional development report required by CILIP for chartership: At the discretion of their managers, academic liaison librarians may take up to three days off as study time to write their professional development report or equivalent. The days must be agreed in advance with the library manager.

20. CILIP registration fee: While funding levels allow, academic liaison librarians can be reimbursed for their CILIP registration fee for the submission of the professional development report from the library staff development budget.

21. External supervision: The Staff Development Co-ordinator will consider requests from academic liaison librarians in other organisations to act as an external supervisor for pre-registration training.

22. CILIP affiliated membership for information assistants: Information assistants are encouraged to join CILIP as affiliated members and as long as funding levels allow it, will be reimbursed for 50% of the affiliated membership fee.

23. Funding: While funding levels allow it and at the discretion of the Director of ISLS, there may be a top-slice for staff development and training in the ISLS budget, to be added to the funding allocation from central University sources, to be managed by the Staff Development Co-ordinator (for the libraries) and the Customer Services Manager (for IS staff). This funding pays for in-house training events, attendance at short external events and all travelling expenses incurred thereby. 

24. Approval to attend short courses: Staff wishing to attend internal or external events must seek the approval of their line manager for time to be away from work. If the event is fee-paying, then library staff must contact the Staff Development Co-ordinator, to check that funds are available. IS staff must liaise with their manager who will contact the Customer Services Manager. 

25. Approval to attend conferences abroad: Requests to attend conferences abroad should be made by ISLS staff to their manager who should then seek approval from the Director of ISLS. Attendance will be funded from the staff development budget. If it is marginal as to whether it will benefit ISLS/the University as opposed to the individual, then costs may be divided.

26. Travel expenses: ISLS staff will be re-imbursed for all travel, accommodation and meal expenses when attending approved external events. Expense claims are subject to guidelines set by the University and ISLS. Travel expenses can be claimed for attendance at internal events where extra expense is incurred. Staff are normally re-imbursed for travel to events on the basis of second class fare. However travel by car can be re-imbursed on the basis of the University’s mileage allowance in exceptional circumstances such as carrying bulky goods, avoiding the costs associated with an overnight stay, or by proof that the cost of second class rail fare would be more expensive than the car mileage allowance. Staff may use their car for travel as a matter of personal preference but in such instances they will be restricted in reclaiming the equivalent cost of the second class rail fare. Requests to be re-imbursed on the basis of car travel must be made in advance of the journey by library staff to the Staff Development Co-ordinator and by IS staff to the Customer Services Manager.

27. Library graduate trainee programme: While library graduate trainee posts exist in ISLS, a graduate trainee programme will be implemented, to be managed by the Staff Development Co-ordinator. All staff are welcome to attend any of the graduate trainee events where their line manager judges it to be beneficial. Each year’s cohort of graduate trainees are expected to produce a report at the end of their contract year.

28. Library graduate trainee travel expenses for interviews: While funding levels allow, library graduate trainees will be reimbursed for travel expenses to attend interviews for post-graduate library studies courses up to a maximum of £100.  Time off from work is allowed to attend such interviews or open days.

29. Graduate trainee attendance at external courses: While funding levels allow, graduate trainees may attend one external event (where there is a fee) related to their work. Approval from line managers must be sought.

30. Librarianship monographs and serials collection: Central ISLS funding is allocated for the purchase of librarianship monographs and serials, the level to be determined by the Director. The collection is managed by the Staff Development Co-ordinator. Monographs are catalogued and shelved at the Regent Campus Library. Serials are received at the same library, circulated to all libraries and the Harrow Learning Resources Centre, then shelved at the Regent Campus Library. It is the responsibility of the Staff Development Co-ordinator to ensure that information regarding new monographs is disseminated to all sites. Requests for new purchases are very welcome.

31. Collection of computing monographs for IS staff

ISLS allows some funds for providing relevant computing monographs for use by IS staff. These items are held within the IS offices at Cavendish Campus.
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