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Corporate Qualifications Panel 

Procedure

Introduction
This guidance document sets out the purpose of the Corporate Qualifications Panel, the roles and responsibilities of employees and managers and identifies the process by which employee applications for Qualifications will be considered, how decisions will be made and funding agreed.
Corporate Strategy links
This guidance document should be read in conjunction with Ceredigion County Council’s Corporate Learning and Development Strategy.

The Council is committed to developing a flexible, agile and bilingual workforce and the Workforce Plan states learning and development opportunities should be linked to workforce planning with the aim of ensuring the right number of people with the right skills are in the right place at the right time.

Purpose of the Corporate Qualifications Panel
The purpose of the Corporate Qualifications Panel is to:

· consider applications from employees for any qualification or award they  wish to undertake as part of their career pathway or continuing professional development (CPD) 

· ensure that access to funding and support is applied fairly and equitably across the organisation

· ensure a consistent and coordinated organisational approach to the learning and development  opportunities supported and funded by the organisation
Objectives of the Corporate Qualifications Panel
1. To consider applications submitted by employees for qualifications and/or accredited awards 
2. To determine if applications should be approved and the level and nature of funding or support that should be granted 
3. To ensure that employees have gained the appropriate or mandatory qualifications for their current  post prior to further progression
4. To ensure that applicants’ line managers have demonstrated their support for the employee’s application and that the award or qualification applied for will support team service and organisational priorities.

5. To check that there are no outstanding capability or disciplinary issues that may prevent the achievement or completion of an award prior to approving support for a qualification 

6. To ensure any funding and/or support is granted in a consistent way across teams and service areas.

7. To provide the applicant with a decision in writing within 10 working days of the date of the Corporate Qualifications Panel.

Membership of the Corporate Qualifications Panel

The panel will consist of Strategic Directors, HR Representative and L&D Representative. The Panel will also need to call on line managers and Corporate Lead Officers to attend in some circumstances

Panel meetings
The Corporate Qualifications Panel will meet three times a year with the dates set in advance and published on Cerinet. The learning and development team will be responsible for arranging and organising the meetings and for recording and communicating any decisions made. 
Individual employees are responsible for ensuring their application meets submission deadlines and has been discussed, approved and signed by their Line Manager and Corporate Lead Officer prior to submission.

Extraordinary meetings of the Panel will only be convened if any urgent matters arise and there is a need to comply with specific timescales/deadlines before the next scheduled Panel. Only in exceptional circumstances and if a meeting is unable to be arranged will applications be discussed with individual panel members.
Applications to the Corporate Qualifications Panel
The Corporate Qualifications Panel will consider all applications in the context of the available budget and based on the following principles:
1)  Accredited awards and/or qualifications that may enhance individual and service performance: 

Consideration should be given to achieving a flexible and agile workforce and/or the nature of the skills required in the future workforce.
2) Training courses, awards or qualifications which are specialist to a particular service area:  
Consideration should be given to workforce succession planning, staff development and retention and any links to organisational priorities. These will include management and leadership awards/qualifications.

Consideration should also be given where appropriate to utilising any available grant funding for example, Social Care Wales Workforce Development Programme Grant (SCWWDP) which supports the training and qualification priorities and requirements of the social care workforce, please indicate if this is so in the application form.
3) Core training or a qualification that is mandatory to the employees’ current role: 

Although usually funded from the relevant service area budget, applications should still be made via the Panel in order to allow the Learning and development team to maintain a central record of employees being supported to undertake qualifications.
Application process
1. Applications should be sent electronically to the Learning and Development Team at Dysgu@ceredigion.gov.uk no later than 10 working days prior to the Corporate Qualifications Panel.
2. Applications will only be accepted on the appropriate application form 
Appendix 1) Forms must be authorised by the employee’s Line Manager and Corporate Lead Officer.  

3. Applicants should identify their intended career pathway in relation to the qualification/award they are pursuing and clearly state if it is mandatory to their current role.
4. Applicants must identify any requests for study /college leave on the application form along with any exam fees, professional fees or other fees involved.

5. Applicant’s should provide details of the qualification/award they wish to undertake this may include information on potential training providers. However the Learning and Development team will utilise this information to check and clarify sources of funding and may choose a more appropriate training provider.  

6. Line manager’s should  ensure they are aware of the potential impact on service delivery and have the capacity to cover any study leave/time out of the office If more than one application is submitted from their team the Line manager may need to attend the qualification panel to discuss the applications with the panel.
7. Applications will be strengthened if information from the employees’ annual appraisal recorded on the Ceri system supports the application and is attached.
8. All Panel decisions wherever possible will be communicated to the applicant in writing electronically.

9. Any applications which are incomplete or to follow will not be considered.

10. Retrospective applications will not be considered.

Additional information
The Corporate Qualifications Panel may seek additional information it requires from any employee and all employees are required to co-operate with any request made by the Panel.  
Decision making
The Corporate Qualifications Panel will make a decision about whether or not to offer an applicant the opportunity to pursue the desired qualification/award and the level and nature of support that is granted.  The decision and rationale will be conveyed to the applicant within 10 working days of the meeting.

If the applicant is dissatisfied with the Panel’s decision, then they have the right to provide additional information to support their application and resubmit the application to a future panel.
Funding and charging arrangements
If the Panel approves funding or support for an employee to undertake a qualification then any travel and accommodation costs involved should be covered by the relevant service area budget.  
The financial costs involved for some awards are considerable and staff who apply to study for these Awards need to be aware of the investment and understand the demands such a request places on service delivery and upon themselves.
If an employee does not complete a qualification/course or leaves the local authority prior to completing the course in full, Ceredigion County Council will cease funding and the employee will be responsible for funding the remainder of the course themselves. The employee may also be required to reimburse the authority as outlined in the Corporate Qualification Application and Learning Agreement Form.  
D. Ayriss (16/01/2019)
Learning & Development Manager
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