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1. Introduction 

1.1 Our organisation recognises the importance of training and development of finance staff and the need for our finance departments to develop the knowledge and skills required to meet the increasing expectations and standards of the NHS today and tomorrow and achieve the highest standards of practice. 

1.2 This policy is based on best practice recommended by the East of England Finance Academy following a survey undertaken and reviewed by the Eastern NHS Finance Student Support Network.  It was adapted from a sample policy developed by the Cambridgeshire and Peterborough system learning and development group.

1.3 The regional best practice recommendations aim to improve consistency across NHS organisations in the East of England, providing all staff with access to the relevant skills development and support to maximise their potential.  Adoption of this policy helps achieve our regional aim ‘to develop and support the delivery of an excellent and diverse education training and talent management programme for NHS finance teams in the East of England, which is fair and accessible to all’. 

2. Purpose & Aims

2.1 The purpose of the policy is to ensure that:

· [bookmark: _Hlk180136093]all staff substantively employed within the finance function are given the opportunity to develop the skills and competencies required to fulfil their roles; [The term ‘finance function’ and therefore the scope of this policy will be defined by each organisation according to the structure of their finance department.  The organisation will need to spell out the coverage here and/or in the scope (section 3) e.g. ‘The term finance function includes staff working in finance, procurement, payroll, business intelligence etc’ ]

· the education, training and development needs of all staff within the finance function are identified, acknowledged and met in a fair and equitable way;

· all staff are developed in line with the organisation’s strategic objectives and wherever possible in line with talent management succession planning and individual career pathway requirements; 

· [bookmark: _Hlk180136200]there is clarity and fairness regarding the financial and study leave support for staff undertaking professional accountancy qualifications:  CCAB (Consultative Committee of Accountancy Bodies), CIMA (Chartered Institute of Management Accountants) and AAT (Association of Accounting Technicians) or any other relevant and agreed professional qualifications; and

· [bookmark: _Hlk197590047]the provision of learning and development activities is based upon sound appraisal and development review processes and is in line with business need. 

It should be noted that the provision of learning and development activities is made on a case-by-case basis with regard to both business need and the ability of the organisation to support the training.

2.2 The aim of the policy is to ensure that:

· Individuals have equitable access to learning and development opportunities across the region, regardless of their organisation of employment;

· all staff are provided with a range of options for extending, developing and renewing their skills;

· all staff are provided with support to develop;

· all staff are encouraged to engage in a culture of continuous improvement, lifelong learning and continuing professional development (CPD);

· all staff enhance the department and wider system’s effectiveness by ensuring the continuous improvement of services provided to their organisations; and 

· all staff are developed to ensure a capable and motivated workforce.

2.3 The implementation of this policy helps deliver our aim of creating and maintaining a developmental culture within the finance function that supports promotion, recruitment and retention by supporting and encouraging continuous development to support the delivery of world class health and care.

3. Scope

3.1 This policy provides guidance for all substantive members of staff, including those on fixed term contracts and secondments, within the finance function.  [The term ‘finance function’ and therefore the scope of this policy will be defined by each organisation according to the structure of their finance department.  The organisation will need to spell out the coverage here and/or in the purpose and aims (section 2.1) e.g. ‘The term finance function includes staff working in finance, procurement, payroll, business intelligence etc’ ]

3.2 [bookmark: _Hlk180140722]The policy does not apply to employees on Graduate Training Schemes (National or Regional). Apprenticeships are within scope of this policy, specific information relating to apprenticeships is set out in section 7.

3.3 [bookmark: _Hlk180143079]Mandatory training is not within the scope of this policy.

4. Ownership and Responsibilities

4.1 Role of the Manager

Line managers are responsible for:

· [bookmark: _Hlk180138946]ensuring all direct reports are made aware of the training opportunities that exist, including those provided by One NHS Finance, HFMA, Skills Development Network and professional accountancy bodies;
· through appraisals and regular 1:1s, working with their direct reports to identify skills gaps that may exist and jointly agreeing appropriate development opportunities and training to address the identified gaps;
· through talent management conversations, identifying the future aspirations of the individual and where appropriate agreeing development opportunities to support these aspirations; 
· subject to meeting the needs of the business, ensuring that staff are given the necessary time to undertake any training agreed in accordance with this policy and any local policies within the organisation; and
· ensuring agreed actions are documented by the individual in their personal development plan and that agreed actions are followed up on a regular basis.

4.2 Role of the Individual

All staff members are responsible for:

· ensuring they obtain and update the skills required to perform their role and for jointly identifying skill gaps that may exist;
· discussing any current skills gaps as part of annual appraisals and 1:1 meetings;
· identifying future aspirations as part of talent management conversations and agreeing development actions with their line manager where appropriate;
· completing a personal development plan based on actions agreed in appraisal and talent management discussions;
· [bookmark: _Hlk180141031]investigating training opportunities relevant to their role, personal development plan and professional body CPD requirements where relevant;
· undertaking the training and development actions set out in their personal development plan; and
· where required for their role, maintain their professional registration, by complying with the requirements of their professional body(ies).  

5. Access to Training

5.1 Subject to the ability of the organisation to support, access to training and development resources is available to all substantive finance staff that fall within the scope of this policy where the individual has:

· identified and agreed with their line manager their training and developments requirements as part of their appraisal or talent management process; and

· for professional qualifications, confirmed that the training request is part of the mandatory requirements for their role.


5.2 For individuals within the first 3 months of their employment or currently part of a performance management process, agreement to study or development activities will require agreement and sign off from a member of the organisation’s senior finance team.

5.3 [bookmark: _Hlk180140860]Requests by employees to access training will need to be balanced with the need to provide services on a day-to-day basis, and with regard to the ability of the organisation to support. Where there is high level of requests for training, requests may need to be prioritised and phased in order to manage these competing demands.  However, the overall aim will be to support as many employees as possible and any prioritisation will be done in a fair and equitable manner, subject to the ability of the organisation to support the training. All decisions relating to training support (including any requests which are refused) will be reviewed and require sign off by the organisation’s finance senior management.

6. 	Continuing Professional Development (CPD)

6.1 CPD is part of the lifelong learning process. It is the systematic and continuous updating, maintenance and enhancement of professional and personal skills. All professional accountancy bodies recommend that CPD should be undertaken, regardless of whether it is mandatory for individuals.  Information on the individual requirements for each body can be found on their websites.

6.2 The organisation is supportive of CPD and will work with staff to try to ensure that CPD needs are met. 

6.3 [bookmark: _Hlk180141297]It is the individual’s responsibility to ensure that timely and accurate records are maintained of CPD activity, even where there is no mandatory requirement to submit CPD evidence to their awarding body. In most cases, CPD activity can now be recorded on the relevant professional body websites.   Local learning log tools [provide details of any mechanisms used in the organisation or remove this section] can also be used to capture CPD.  Professional accountancy bodies reserve the right to request evidence of CPD activity at any time, with random sampling of member CPD activities being undertaken.   Continued failure to comply may result in the member being penalised by their institute. 

6.4 [bookmark: _Hlk180142000]Staff will be given the opportunity to attend developmental events, both personal and professional.  Personal development includes for example, health and wellbeing, equality, diversity and inclusion, and innovation. Attendance at all events should be agreed with the line manager prior to booking.

6.5 [bookmark: _Hlk180142035]All staff will be given protected learning time as defined and agreed by their organisation.  [set out here where applicable for general training & development protected time]

6.6 The organisation will aim to ensure that employer accreditation is gained for all relevant professional accountancy bodies in line with staff qualifications.

6.7 [bookmark: _Hlk180142356]All organisations in the East of England have access to HFMA, One NHS Finance (ONF) and Skills Development Network (SDN) East of England resources, training courses and events, most of which can be access free of charge or offered at significantly reduced costs through our contribution to the regional levy.

7. Apprenticeships

7.1 [bookmark: _Hlk180160302]The use of apprenticeships is encouraged and coordinated in this organisation in conjunction with [insert details of HR/apprenticeship support for apprenticeships]

7.2 Individuals, with line manger support, should first ensure that they are eligible for apprenticeship funding.  Note that from 1 January 2026 funding for level 7 apprenticeships (CCAB/CIMA) will only be available for under 21s (under 25 for care leavers).

7.3 Individuals should make themselves familiar with the full requirements of an apprenticeship scheme and should discuss suitability with the line manager.

7.4 As with all training, reference should be made to section 10 of this policy regarding the requirement to balance the needs of the department and the additional work required to support training effectively within a particular the team.

7.5 A record of all OTJ (off-the-job) training must be shared with the line manager at the individual’s regular review of their study plan. Advice on how to record the hours should ​be provided by the training provider.  Note that the Education and Skills Funding Authority rule relating to OTJ states that the apprentice should spend an equivalent of 6 hours per week of their apprenticeship learning and developing. This rule helps to ensure that a high-quality apprenticeship programme is delivered by the employer and the training provider which adds value to the apprentice.

7.6 When applying for an apprenticeship, the individual must discuss and agree with their line manager, how their workload will be covered during periods of study.

7.7 An individual enrolled under an apprenticeship scheme must have all study leave agreed with their line manager prior to booking. 

8. Professional Qualifications

Section A – Financial support & Application process

8.1 Finance staff that are interested in pursuing professional finance qualifications, such as AAT, CIMA, CIPFA, ICAEW, ACCA will be encouraged to do so via a supported training package where this is in line with the requirements of the organisation and the ability of the organisation to support the training.


8.2  The table below outlines the base level of study support that will be provided:

	Element of training expense
	Condition
	Employee’s contribution
	Employer’s contribution

	Initial registration fees
	
	100%
	0%

	Annual subscription
	
	100%
	0%

	Travel expenses (over and above those incurred in normal travel to on-site work base)
	
	0%
	100%

	Exemption fees
	
	50%
	50%

	Examination fees
	see 8.4 and 8.5
	0%

	100%


	Course fees (including distance learning)
	see 8.4 and 8.5
	0%
	100%

	Revision course
	see 8.4 and 8.5
	0%
	100%

	Core books & materials
	Where not provided as part of the package and core to the course
	0%
	100%



8.3 Annual subscriptions and registration fees to professional bodies will not be paid by the organisation, these must be fully paid by the individual member of staff.  Note that these are tax deductable in many cases through PAYE.

8.4 1st attempt examination - course and revision fees to be reimbursed 100% by the employer 

8.5 [bookmark: _Hlk210985273]2nd attempt examination - course and revision fees to be reimbursed 100% by the employer where an individual can show that they completed all the assignments and mock examinations for the course. Study through a training provider offering a pass guarantee scheme is encouraged.  

8.6 Travel expenses for courses must be agreed prior to commencement of the programme of study. It is expected that local course providers for professional study are used and agreed prior to commencement.   Travel expenses will only be reimbursed where they exceed those of commuting to the individual’s primary place of work. 

8.7 The process for gaining approval for professional study is as follows: 

a) line manager and potential student (student) to review the requirement and basis for applying for professional study;

[bookmark: _Hlk180143976]b) student to gain support from their line manager, setting out detailed plans and the full costs for the proposed study package for agreement;

c) student to complete the [study leave / financial support application replace with organisational requirements] which is then signed off by the line manager.

[bookmark: _Hlk180144236]d) line manager to submit the request to the organisation’s Senior Management Team and subsequently receive Chief Finance Officer or Deputy Chief Finance Officer (or other nominated individual) sign off [update to fit local sign-off requirements, good practice suggests the need for senior oversight to ensure equity]; and

e) Once approval has been given internal processes, such a raising a purchase order, should be followed.

8.8 [bookmark: _Hlk180144894]Once approved, a learning agreement incorporating a study plan, will need to be completed and held within the student’s personal file. [update to fit the requirements of the organisation] 

Section B – Support during the Study Period, Examinations and Study Leave 

8.9 Study leave will be provided to cover all training days offered by the organisation’s agreed training provider(s), this includes revision courses. In addition, a day of study leave will be given for each exam sitting day for eligible students (see 8.16). Where a student is studying through a flexible learning route, an equivalent number of study leave days will be offered to ensure equal opportunity. 

8.10 Where an exam is not passed at the first or second attempt, the student is required to take annual leave in order to take any further resits

8.11 Once a student has enrolled onto the relevant qualification the line manager and student should create a roadmap setting out the relevant timelines such as exam dates and expected qualification end point.   As part of this roadmap the line manager will need to allow time to support the student to meet any practical experience requirements needed to achieve full qualification status.  

8.12 Both parties are expected to meet at least quarterly to review progress, agree any additional support required and update the roadmap.  

8.13 [bookmark: _Hlk180148502]It is expected that students remain in training until the qualification is fully completed. Breaks will only be considered on an exceptional basis and will need line manager approval to ensure that future funding is secured. If a student wishes to stop studying completely, this should be discussed openly with their line manager prior to stopping, looking for potential solutions to any problems being experienced. 

8.14 Examinations may be available on-demand or have scheduled sitting dates depending on the accounting body and paper.

8.15 Exams should be booked before the end of the tuition element of the course, and should be taken no later than 4 weeks after the end of the tuition course for each paper. The timing of scheduled exam sittings may mean this is not always possible, in which case students should book the first available sitting.  Students should keep their line manager informed of exam dates and study leave required, letting the line manager know where there are any reasons for delay.

8.16 Subject to the ability of the organisation to support the training, all students will be supported with both costs for courses and paid study leave (outlined above at 8.2) for the first sitting of each paper. Most training providers have a pass guarantee scheme if the taught course and revision course is undertaken, thus limiting the expense of potential re-sits, these should be used where feasible.  Where a student fails a paper, the student is expected to retake at the next available sitting / opportunity.  The organisation will provide study leave for a resit (2nd attempt at a paper) only where the student can demonstrate that they have completed all necessary assignments and mock exams for the paper.  Where this cannot be demonstrated, or for any subsequent attempts, study leave will need to be taken as annual leave. 

8.17 [bookmark: _Hlk180149453]If an individual wishes to raise any concerns about funding of costs or study leave, they should do so in the first instance with their line manager. The line manager should signpost the individual to any organisational or system hardship funds or additional funding routes. If this does not result in a satisfactory outcome, escalation should be made to the Deputy Chief Finance Officer (or other nominated individual) and then to Chief Finance Officer. Any unresolved disputes can be escalated under the organisation’s Grievance Procedure if required.

Section D - Financial Clawback

8.18 To ensure best value for tax-payers and appropriate use of public funds, the organisation reserves the right to reclaim from the employee costs incurred for study support [as outlined in the individual’s learning agreement] where the individual leaves the NHS up to 24 months from completion of the course. This financial ‘clawback’ will be on a sliding scale: 

· 0 to 12 months of study completion 100% of costs incurred
· 13 to 24 months of study completion 50% of costs incurred.
  

8.19 [bookmark: _Hlk180149430]Exceptions to clawback will be considered for individuals affected by organisational change or leaving the NHS for a job with a recognised public sector partner (e.g. local authority).

Section E – Support from the organisation and expectations from the student

8.20 Students studying towards professional qualifications will have quarterly reviews with their line manager or study mentor / supervisor to discuss any body specific requirements (e.g. portfolio completion) and plans for the following sittings. Students studying towards professional qualifications shall have quarterly reviews with their Line Manager or study mentor / supervisor to discuss any body specific requirements (e.g. portfolio completion) and plans for the following sittings.

8.21 Each student is expected to provide a PDP (Personal Development Plan), study plans and practical experience requirement records as required by the professional body. Line Managers are expected to actively support students in their programme of study, including the review of workplace deadlines or milestones to support exam success.  

8.22 The student should inform their line manager of any course non-attendance, mock results and exam results. This should be requested at the point the course is booked by the staff member and confirmed to the Line Manager in what form and how often these will arrive.
8.23 Students across the East of England have access to the Eastern NHS Finance Student Support Network and are encouraged to join in order to gain valuable advice and peer support. 

8.24 Where requested and possible, each organisation will provide a buddy (who has completed a relevant professional qualification in recent years) who will be there to offer support and guidance.  Where no suitable individual is available, the organisation will find an alternative from with the system or wider region.  

8.25 Where a student encounters any issues with their training provider or their employer that requires escalation then this should be raised with their line manager in the first instance. If this is not appropriate, this can be raised with another manager of equivalent seniority.
[bookmark: _Hlk180155428]
9. Other Learning and Development

9.1 This policy extends beyond professional qualifications and includes support in non-professional qualifications and learning and development relevant to the individual’s personal development programme and job role. 

9.2 Areas for development should be identified by the individual and line manager as part of appraisals, 1:1 meetings and talent management conversations. Resources such as the One NHS Finance development self-assessment tool can be used to identify skills gaps and talent management carer conversations will help to identify areas of agreed development to assist future aspirations. 

9.3 Training or learning activities should be agreed with the individual’s line manager prior to booking.

10. Service Requirements of the Finance Function

10.1  Time released for courses, revision and examinations is subject to the business needs of the organisation. All time released for learning and development will require agreement of the individual’s line manager and/or the finance department senior managers where this may impact on the organisation’s business needs.

10.2  The [Deputy Chief Finance Officer (or other nominated individual)] will ensure that authorisation to commence professional study does not have a detrimental effect on the running of the department or its ability to deliver within the stipulated timescales. This means that students will need to work jointly with line managers to ensure there is appropriate cover when taking time off for study courses, revision courses or examinations.  

10.3 The requirement to balance the needs of the department and support training may in some cases result in a staff member having to complete a different course to their first choice to accommodate their request to study. This decision should be made jointly between the line manager and the individual.  

11 Equal opportunities (replace with those from your organisation)

11.1 This policy is applicable to all staff in the finance department to ensure that every member of staff is treated according to their needs and there is a shared respect for diversity, dignity and human rights. 
11.2 All types of discrimination within the organisations will not be tolerated, specifically addressing the following: 
• Race / ethnicity (different ethnic groups and cultures).  
• Gender (male, female and transgendered). 
• Disability (disabled people). 
• Age (younger and older people). 
• Religion or Belief (different religions and beliefs). 
• Sexual Orientation. 
• Pregnancy / maternity. 
• Marriage / civil partnership.

12. Communicating this Policy 

12.1 Current terms and conditions of study leave within the finance function are to be explained at interview and as part of the local induction. A copy of this policy will be made available to all staff [add info on where this can be found] and can be provided to candidates as part of the interview process if requested.

13.	Review and Sign-off

13.1 The policy is approved by [appropriate individual or committee in the organisation]

13.2   The policy will be reviewed at least every two years.
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