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INTRODUCTION

The procedure aims to ensure access to CPD is available to all staff in a fair and standardised manner
and in relation to the principles set out in the associated CPD policy
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2.1

2.2

PROCEDURE

There is a shared responsibility for the CPD of staff at Nulogic Training, which is summarised
below. It is recognised that there will be differences between areas as to how these
responsibilities are fulfilled

Nulogic Training are responsible for:

Effective CPD provision, from clarifying the need, to design and selecting methods, through to
the coordination of delivery and evaluation of interventions

Providing all line managers and those involved in the identification and prioritisation of CPD
activities with the relevant support

Provide a range of accredited and non-accredited development opportunities in response to
needs identified

Providing the mechanisms to ensure accurate training records are maintained

Deliver appropriate briefings, advise and provide development and coaching for managers so that
personnel policies and procedures can be operated in an equitable, fair, transparent and
objective manner

Liaise with the Teacher Education Department and other central training providers in order to
collaborate on CPD strategy, plans and implementation, including development of central
resources, monitoring and evaluation systems

Manages a range of centrally delivered management and leadership development provision and
equality and diversity briefing and training

Line managers
Line managers are responsible for:
Ensuring their staff all participate in appropriate CPD activity
Ensuring that individuals have the opportunity at regular intervals, to discuss their CPD needs
Liaising with Nulogic management in their area regarding the provision of appropriate
developmental interventions
Providing appropriate resources (time and venues) for CPD activities
Where appropriate, identifying nominee/s among their staff to provide internal CPD to share best
practice




2.5

Individuals
Individuals are responsible for:
Taking a proactive approach to their own CPD and aspiring to develop their abilities in their role
Implement, cascade or otherwise disseminate the skills, knowledge or understanding acquired as
agreed
Providing an evaluation/report on all CPD activities in which they have been involved on the
standard evaluation form
Update and maintain a CPD log of all CPD activities in the agreed format
Reflecting at regular intervals upon their performance in their current jobs and future career
aspirations and identifying their appropriate development needs
Discussing these with their line manager during their appraisal with a view to establishing
priorities in relation to their professional, departmental or College objectives
Applying newly developed knowledge and skills to their work and the development of their
careers
Staff supported in undertaking part time extended courses including MA/PHD’s will be required
to disseminate knowledge gained and support the institution i.e seminars/journal contributions
etc.
Ensure compliance with their mandatory training as and when recommended by the College as
part of your duties under their contract of employment. If staff do not fulfil this requirement it
will be dealt with as a disciplinary by HR and the line manager

Accessing CPD Services

Internal courses

2.6

2.7

2.8

All CPD opportunities to be held internally (and attended externally) must be processed by
Nulogic Training. For internal events all activities must have associated registers to capture
CPD attendance and evaluation forms returned to your line manager within 5 days of the
event concluding.

Staff wishing to host internal events must source their own venues alternatively one of our
Alternative Provision Centre can be accessed if available. All centres/areas must utilise
internal venues for in house CPD activities proposed i.e. team building/team planning to
adhere to this principal and ensure cost effectiveness

If delegates turn up late to a session, the trainer who is running the session reserves the right
to turn delegates away, particularly if they have missed a significant part of the training.
Cancellation fees will apply

to apply for a CPD qualification on offer
to apply for in house Management Training




External Courses

2.9

2.10

2.11

2.12

2.13

Staff development will be authorised if the activity is deemed essential to the individual’s role
and meets centre/college objectives. Approval for CPD activities submitted by individuals may
be postponed until staff are compliant with their mandatory training

Nulogic Training will arrange all course bookings, travel & accommodation requests. Staff are
requested to travel by the cheapest methods and select venues within the West Midlands for
attendance, wherever possible. Only travel over and above the distance taken to travel to
work will be funded. Nulogic Training will only pay expenses upon the completion of the
evaluation form post attendance All travel and subsistence costs should be in accordance with
the company financial regulations and the budget is not designed to pay any membership fees
for staff wishing to join professional associations. Also, staff are required to where possible
for the event

Nulogic Training is already providing the same or a similar CPD activity as the one requested,
the individual should attend the in-house provision

If an individual is in the formal performance management system, only development activities
directly related to their improvement in their current areas of weakness should be approved

Staff will undertake CPD activity in-house/centrally offer staff development after attendance
at Nulogic Training supported events.

Cancellation Charges

2.15

2.16

There is no charge or contribution expected by staff for attending training provided in-house.
However, where employees cancel less than 7 days of the event taking place or there is non-
attendance, the staff member will be charged the unit cost for that event. Unless the absence
is due to a valid reason such as family emergencies. Please see cancellation statement for
further details.

Failure to attend an event or where a staff member has to withdraw or cancel their place
(either internal or external) leading to a cost for Nulogic Training, will be investigated by the
Nulogic Manager and a charge maybe incurred unless there are exceptional circumstances.

Maintenance of Training Records

2.18

Once staff have attended an internal training course, and signed the register, the central
training tracker, will be updated. The only time when the internal training record will not be
updated is if:

Attendance at training in-house is not organised by Nulogic Training.
External training attended — it is the employees’ responsibility to update their own CPD log found
on in their own designated area in Dropbox.




Who delivers the Training?

2.19 Internal
Members of the Organisational Development Team and other specialist staff cross Nulogic
Training.

2.20 External
CPD aims to build a diverse portfolio of trainers which help to meet staff needs more
effectively. Trainers are recruited successfully based on:
= Credibility
=  Experience in the academic sector, where appropriate
=  Qualifications
=  References
= Other FE/HEI recommendations
= Specialism
=  (Client List
= (Cost

Recommendations

2.21  Staff must be encouraged to travel and return within the day to limit the costs incurred i.e.
for overnight accommodation

3 MONITORING AND REVIEWING

3.1 Nulogic Training will evaluate its provision by verbal feedback, questionnaire, focus groups
and self-assessment, and will review practice thereafter. The policy and associated procedure
were created following consultation with Nulogic Training reps and managers

3.2 The procedures will be reviewed and renewed every 2 years by the policies and procedures

committee




