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Introduction 
 
Ceredigion County Council recognises that the only way of achieving its prime 
aims and objectives are through its people.  Ceredigion County Council 
commits itself to the training and development of its employees in order to 
meet the ever changing challenges facing Local Government of today. 
 
The Training and Development Strategy aims to promote the supporting aim 
of the Council by providing high quality services to the Public through well-
trained, managed and motivated staff and through third parties, where the 
County Council acts as an enabler. 
 
The Training and Development Strategy is designed to: 

 Provide an analysis of individual training needs in line with the needs of 
the Council as identified within the Corporate Plan 

 Deliver an effective training programme which targets resources at 
priority areas 

 
Personal Performance Progress Plan 
 
Personal Performance Progress Plans are a key element in this strategy; it is 
required for a number of reasons: 

 Managers and employees can negotiate clear objectives for the 
work they are doing in line with the Sections Business Plan. 

 Managers are able to identify whether employees are meeting those 
objectives 

 Employees and managers are able to identify training and 
development needs to help them do their jobs to the best of their 
ability 

 Employees and managers are able to review the plans they have 
made for training and development and evaluate its effectiveness 

 It promotes better communication between managers and their 
employees, thus enabling more effective management of services 

 It enables the Personnel department to produce a Corporate 
training plan to share amongst each department.  This will in the 
long run save time, money and effort on behalf of each respective 
departments  

 
 
Criteria 
 
All training and development activities must be for the benefit of the Council in 
meeting its aims and objectives and either: 



 Directed towards the employee in order to assist him/her in their day-
to-day role 

 Assist the employees’ development in order to enhance their role by 
taking on additional responsibility within the Council. 

 
There are several key areas where training will be offered to all staff: 
 
Induction Training 
 
Line Managers should assess the training needs of all new staff and those 
changing roles within the Council in order to assist in their performance to a 
satisfactory standard from the start.  Each line manager should design an 
induction programme to meet the specific needs of individual, together with 
the Corporate Induction Programme, which is available to all employees. 
 
Skills Training 
 
Skills training must be considered relevant to the job and based on the 
individual training plan in addition to the overall departmental plan.  Training in 
various skills must be considered in light of enabling an individual to carry out 
their role within the Council effectively and efficiently.  This must be given a 
priority within the department. 
 
Welsh Language Training 
 
The Language Policy and the guidelines for Staff make it clear that staff will 
be supported to develop their language skills.  Suitable training programmes 
will be delivered at all required levels and it is assured that departmental 
managers will support staff by: 

 Providing time from the workplace to attend training 
 Ensuring that every effort is made to support the learner in the 

workplace 
 
 
Management Development 
 
Management Development is seen as crucial to the success of the Council.  
Management Development will be concentrating around developing the key 
competences required to be a successful manager within the County Council.  
Management Development will target all levels of management i.e. Chief 
Executive, Directors, Assistant Directors, Business Unit Managers and any 
other employee with managerial responsibilities for other employees.  Most 
importantly, the Council will be looking at developing Managers of the future. 
 
Equal Opportunities Training 
 
All employees should be aware of the implications of Equal Opportunities 
legislation for their work, both in terms of their dealings with colleagues and 
members of the public.  Relevant Equal Opportunities issues are incorporated 
into many aspects of training. 



In addition, the aim is to provide: 
 Recruitment and Selection training for managers 
 Equal Opportunities Awareness training for all staff 
 

Pre-Retirement and Mid-Career Financial Planning 
 
Good employers now see pre-retirement programmes as standard practice.  
Pre-retirement planning should, ideally, start some years before retirement.  
However, many people do not have much advance warning, either because of 
ill health or early retirement and for others it is not possible to take some 
decisions until quite near to the retirement date.  These courses are open to 
people planning to retire within the following 2 years. 
 
Mid Career Financial Planning is open to all staff.  This financial planning 
course will cover areas such as investments, pensions etc.  These courses 
will be held depending on demand.   
 
Conditions for Assistance 
 
Before granting leave of absence and/or financial assistance to study for 
approved qualifications, the Authority will require from any employee a 
guarantee of service after completion of a training course, details of which are 
provided below. 

 Where facilities are granted under this scheme to enable an employee 
to acquire a recognised qualification, the authority will make it a 
condition precedent to the granting of such facilities that the employee 
shall be required to undertake to remain in the service of the employing 
authority for a period of two years from the date on which the 
qualification is obtained, regardless of there being a post requiring the 
qualification which the employee has secured. 

 Where the employee who has been granted facilities fails to honour 
his/her obligations as a result of obtaining a post outside Ceredigion 
County Council, then repayment of the financial assistance shall be 
required 

 Where facilities are granted to enable an employee to acquire a 
recognised qualification and the employee leaves the Authority before 
completing the whole or a defined part of the qualification, the authority 
shall be entitled to claim repayment of all financial assistant that has 
been provided up to this time of leaving. 

 Where an employee leaves the employ of local government within two 
years of completion, fees will be reclaimed on 1/24 sliding monthly 
scale. 

 Where repayment of financial assistance is required, this shall not 
include remuneration paid in respect of time spent at approved courses 
of study 

 The continuance of a succeeding stage of study shall be granted only if 
the employee has passed the appropriate examination and has made 
satisfactory progress in his/her studies in relation to the current stage. 

 Employees who are unsuccessful in their first attempt at obtaining an 
approved qualification may be authorised a second and subsequent 



attempt only if it can be shown that they made reasonable progress 
during their studies for the first attempt and is subject to the approval of 
the Head of Department or nominee. 

 All employees who have been granted release for training shall notify 
the Head of Department or nominee on receipt of their examination 
results. 

 If an employee fails to sit for an examination within a reasonable period 
or fails to show satisfactory progress in his/her studies, or discontinues 
his/her course, the Authority will, other than in exceptional cases, 
require the refunding of all or part of the financial assistance granted in 
relation to that particular course. 

 For employees undertaking a full N.V.Q. as a general rule a two year 
period start to finish will apply, or in the case of individual units, as 
determined by Personal Action Plans. 

 
Time Allowance 
 
Attendance 
 
Full normal earnings (as used to calculate payments made during periods of 
ill-health) shall be paid for attendance at full time, day release and short 
courses leading to approved qualification inclusive of agreed time to gain a 
National Vocational qualification and also for attendance at courses and 
seminars which do not lead to an approved qualification.  No allowances will 
be made above that of a standard full time working day in consideration of 
either attendance or travelling time. 
 
Study Leave 
 
Subject to the requirements of directorates and at their discretion: 
 

Traditional College based 
Qualification Courses 

A maximum of 1 day per exam with 
approval from the department.  Study 
leave excludes any management 
report writing, dissertations or any 
other kind of assessment work 

Distance Learning As college based plus residential 
elements taking place on working 
days 

Work based NVQs Difficult to quantify because of the 
requirements but as a general rule a 
minimum 1½ days per unit per level 
to assist in preparation, indexing etc., 
in addition to any time required to 
attend events addressing related 
training needs. 
 

Examination Re-sits No allowance 

 
 



Financial Assistance 
 
Membership Fees – When a course of study or qualification cannot be 
pursued without membership of the applicable professional institution, 
membership fees will only be paid for the normal duration of the course.  
Should the person fail to qualify at the first attempt, payment of the 
membership fees to enable subsequent attempts will be at the discretion of 
the directorate based on the circumstances of the individual case.  Only one 
membership fee will normally be paid for any one employee during the period 
of training. 
 
College Fees – Fees will be paid in full, by the Directorate, where the Director 
is satisfied that the course is relevant to the requirements of the present post 
or necessary to the future needs of the Directorate and/or the future work of 
the employee within the Directorate. 
 
Books – Should specific books be required, the persons requiring them shall 
ensure that there is not, first of all, a copy of the relevant material available in 
the County Library Service. Where no copy is available through the Library 
Service, then the Director shall approve the purchase of the book(s) on the 
understanding that, should the person requiring the book want to keep it, then 
they must pay for it, but if they do not wish to keep it, then the book becomes 
the property of the Directorate and due care must be taken to ensure that the 
book is returned to a Directorate library provision in good condition when it is 
no longer required for course work 
 
Subsistence for College Courses and Other Training - Receipts will be 
required for any expenses claimed, during a college course or any other form 
of training.  This should include meals, parking and overnight accommodation 
if applicable. 
 
Travelling Expenses - Travelling expenses will be payable in accordance 
with the National Joint Council for Local Government services.   
 
Procedure for Applying - Requests for employees to attend Training courses 
shall be presented in writing to the Departmental Chief Officer or nominee for 
approval.  
 
 
Roles and Responsibilities 
 
The successful implementation of training and development activities requires 
a clear indication of the roles and responsibilities of those involved in the 
process i.e. Elected Members, Senior Management, Line Management, 
Personnel staff and the individual themselves.  The definition of the roles and 
responsibilities of each of these groups is provided below: 
 
Elected Members 
 

 Setting direction and agreeing the broad aims of the organisation. 



 Setting direction and approval of policy statements and practices. 
 Devolving responsibility and approval of policy statements and 

practices. 
 Reviewing achievement and organisational effectiveness and in this 

context, ensuring that adequate support is being given to management 
and staff development. 

 Approval of the strategy developed and allocation of the necessary 
funds for implementation 

 Ongoing development of the training and development strategy. 
 
Senior Management 
 

 Developing and communicating the broad aims or vision of the Council. 
 Agreement of and commitment to training and development policy 

statements and practices. 
 Agreement of and commitment to the organizational training and 

development strategy required to support the achievement of the 
service and commercial objectives of the Council. 

 Allocation of the necessary funds for programme implementation. 
 Regular review and evaluation of the outcome of priority training and 

development programmes against objectives. 
 Ongoing development of the training and development strategy. 

 
Line Management 
 
Line Managers have a key role in developing their staff through a process of: 

 Setting and agreeing performance standards. 
 Assessing individuals and groups. 
 Appraising and establishing training and development needs. 
 Evaluating training options and costs and agreeing appropriate 

approaches. 
 Being aware of how people learn and using learning opportunities 

within the organisation to develop others. 
 Delegation and coaching 
 Providing career guidance. 
 Ongoing development of the training and development strategy. 

 
Line Managers are also responsible for the provision of support before, during 
and after training and development actions and the evaluation of outcomes. 
 
Personnel 
 
Personnel staff are responsible for: 

 Developing and agreeing the systems and procedures for the 
identification, planning, delivery and evaluation of training. 

 Initial and ongoing development of the training and development 
strategy. 

 Monitoring the quality of training design and delivery in relation to 
organisational learning objectives and the needs of target groups. 

 Coordinating processes for performance appraisal and assessment. 



 Establishing arrangements for the provision of learning resources:  
budgets; facilities and support for learning/study; communication of the 
range of facilities and opportunities for learning which are available. 

 
The Individual 
 
All staff have a responsibility for: 

 Personal self development 
 Continuous professional maintenance and development 
 Accepting shared ownership in the process of identifying job related 

training and development needs and agreeing how they should be met. 
 Giving their best commitment and effort to agreed learning 

programmes, both on and off the job and to related activities and 
requirements. 

 Reviewing and evaluating outcomes. 

 Having the willingness to share knowledge and experience to support 
the attainment of the business objective. 


