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Appendix B
Salisbury NHS Foundation Trust

Personal Contributions for Training and Development Policy

Managers Discussion Checklist

This form should be used as a basis for discussion between a Manager and their Employee in order to consider the appropriate level of support that the employee may need when completing a training programme. 
In relation to this the Manager should consider whether the training course could/should be funded by: 
A- HEE Continuing Professional Development fund. This funding is available for Nurses, Midwives and AHP’s, (with some exclusions) from April 2020 to March 2023.

B- SFT Training Budget
C- Departmental funding

D- Charitable funds

E- Self-funded
F- Apprenticeship Levy
Further clarity linked to this can be found in the Personal Contributions for Training and Development Policy available on the Trust Intranet

The below questions must also be considered in order to ensure that all parties are aware of their obligations, both during and following completion of the course/training. Such understanding should cover the actions that would be taken should the employee not complete the training course, and secondly if they were to leave Trust employment within 2 years of course completion.
	Employees Name:
	

	Ward / Department:
	

	Course / Training:
	

	Managers Name:
	

	Date of Discussion:
	


	1. What is the nature of the course/training? Consider:

- length of course / training

- cost of course / funding

- what time off will be required and the frequency of this

- what additional support/costs may be required e.g. course materials (books) time off for exams?

- reason(s) for attending the course/training (is it statutory/mandatory/personal)

	


	2.  What difference will the course/training make to the employment of the employee at the Trust? Consider:

- will this increase the employee skill set

- would it further the career of the employee and also benefit the Trust

	


	3. What additional time off would be required (e.g. time off for Study leave before exams or time off to attend ad hoc training days) and is the employee already aware of these dates and able to provide them in advance?

	


	4. Explain to the employee their obligations in terms of the funding (if provided) by the Trust – and ensure that the employee understands this. Specifically:

“Where an employee leaves the Trust within a period of two years of completing the course, the employee will repay 1/24th of the net total of the Trust contributions for each month of employment less than  2 years between the date of completion of the course and the date of termination of employment”

	


	5. Does the employee understand their obligations at point 4 and are they happy to sign an agreement based on this?

Please make additional notes where required.

	


	6. Are there any further points to consider?
If yes, please log these below

	


	Employee Signature:


	

	Date:


	

	Line Manager Signature:


	

	Date:


	


Once this discussion has taken place, the following need to be completed (available in Appendices of Personal Contributions for Training and Development Policy):
· CPD Funding Agreement Form or
· Ongoing Professional Development Request From

· Personal Contributions Learning Agreement
Once completed, all these documents should be forwarded to the Education Depertment to be agreed and actioned by the Associate Director of Education, Inclusion, Communications & Equality.
Copies of these documents should also be filed within the employees’ personal file.
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