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EDINBURGH NAPIER UNIVERSITY 
 

STAFF DEVELOPMENT POLICY 
 
1. Introduction 
 
1.1 This document sets out the policy for Staff Development at Edinburgh Napier 

University, including requesting time off and funding for staff development. The 
University recognises that staff are key to achieving Edinburgh Napier’s strategic 
plan and supporting the University’s purpose to provide educational services 
which support the transformation of people, businesses and communities. 

 
1.2 In 2010 the ‘time to train’ right was introduced and covers the right of eligible 

employees, as outlined in Appendix 1, to request time off for staff development. 
Under this legislation, we can continue to use the current Edinburgh Napier 
system, the Professional Development Review (PDR) process, to make training 
requests.  If members of staff specifically want to request time off for staff 
development under their right and / or if they wish to request funding, please 
follow the guidance notes in Appendix 1 and complete the application form in 
Appendix 2.  Line Managers must then respond to the request as outlined in 
Appendix 3. 

 
2. Scope 
 
2.1  This policy covers all staff development activity within the University. Staff 

development encompasses a range of methods, including mentoring, coaching, 
secondments, sabbaticals, self-directed study, experiential exchanges, and 
making use of learning opportunities on the job, as well as attending training 
courses and conferences and undertaking job related academic or professional 
studies.  This includes activities to enhance: 

 

 Technical, academic and specific knowledge and skills in all roles and areas, 
including  teaching, research, administration, that is relevant to individual roles; 

 Leadership and management capability;  

 Individuals’ personal development relevant to performing their role. 
 
2.2 Staff development must be aligned with the University’s objectives and focused 

on developing staff within their current and potential future roles. Relevant staff 
development is therefore defined as any learning opportunity or activity which: 

 

 Enhances the ability of individuals, teams and the institution to contribute to the 
delivery of the University’s mission and strategic plan; 

 Enables staff to carry out their current and future roles effectively and adapt to 
change; 

 Assures the quality of teaching, learning and research, and the services 
supporting them. 
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3. Guiding Principles and Processes 
 
3.1 The staff development policy is underpinned by the Investors in People principles 

and the University’s Equality and Diversity Statement which states that ‘the 
University is committed to encouraging everyone to provide fair and accessible 
opportunities for training and promotion for staff’. These aim to ensure all staff 
have access to appropriate and agreed development opportunities, information, 
advice and support, with no restrictions based on any of the protected 
characteristics covered by the Equality Act 2010, such as age, gender, disability, 
ethnic background or type of employment. 

 
3.2 The Principal and senior management are responsible for ensuring that the PDR 

process is cascaded throughout the University and that appropriate resources are 
provided for staff development.  PDR guidance and forms are available on the HR 
intranet site. 

 
3.3 Completion of PDRs will be monitored on an ongoing basis by the Head of School 

or Director of Service and reviewed annually by HR. 
 
3.4 Heads of School and Directors of Service are responsible for: 
 

 planning how to develop their staff to achieve the necessary mix of skills to 
meet their Faculty and Service Strategic Plan objectives and  

 evaluating the impact of development undertaken.  
 
3.5 Line Managers and supervisors have a responsibility to develop their staff.  In 

turn, all staff have a responsibility to engage in relevant continuing development 
(see 4.5 and 4.6).  They must work in partnership, using the PDR process, to 
identify and address development needs and review development activity 
undertaken to ensure that each member of staff develops appropriately, in line 
with their Learning and Development Plan.  

 
3.6 Staff development needs are also identified through internal and external 

customer feedback and quality enhancement mechanisms such as student 
evaluations, service user evaluations, peer reviews, Scottish Funding Council 
assessments and Research Assessment Exercises. 

 
3.7  Additional needs emerging during the year following the annual PDR review can 

be identified and discussed during the interim review and ongoing 1:1 meetings. 
 
3.8 Identifying and discussing development needs during the annual PDR review 

period, enables all Line Managers within a School or Service to consider the 
needs of all staff before deciding which requests they can support and in what 
way. Any development supported should both enhance the member of staff and 
contribute to the wider objectives of the School or Service.  Decisions must take 
into consideration: 

 

 relevance to the staff member’s role and School or Service objectives; 

 cost; 

 timing. 
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3.9 Where all requests received cannot be supported they can be further prioritised 

according to whether the training and development will support the staff member: 

 Immediately to be able to carry out their current role; 

 In the future to enhance how they carry out their current role; 

 To take on a different role in the future. 
 
3.10 Final decisions about any time off or funding for staff development within this 

policy will rest with the Head of School or Director of Service, informed by Line 
Managers’ recommendations. 3.11 This policy does not provide an 
automatic right to receive support for a request for particular development or 
training as there will be some circumstances when the University is unable to 
accommodate the request, even under the right of ‘time to train’. Justifiable 
reasons for refusal are listed in Appendix 1, section 7.  The University has a duty 
to consider requests for development support seriously and to discuss possible 
solutions that suit both the employee and the University.   

 
3.12 Each School or Service must provide a summary Learning and Development 

Plans to Corporate Learning and Development, following their completion of all 
PDR annual reviews, to enable the Staff Development providers to identify the 
development needs of the institution, teams and individuals in order to procure or 
deliver the interventions required to meet the needs of staff to support the 
achievement of the University’s strategic objectives. 

 
4. Core development requirements and entitlements 
 
4.1 All staff are entitled to a comprehensive induction to their own School or Service 

on joining the University.  Staff are also entitled to a comprehensive induction to 
the University, other than zero hours or casual staff, if their Head of School or 
Director of Service does not consider this necessary to undertake their role. 

 
4.2 All Staff are entitled to an annual and interim PDR review to agree their objectives 

for the coming year then discuss how best to meet any resultant development 
needs. This part of the discussion should be informed by the terms of this staff 
development policy. The output of this discussion should be that every member of 
staff has a Learning and Development plan for the forthcoming year, linked to the 
achievement of their objectives. 

 
4.3 Academic staff within the first three years of their teaching career are entitled to 

attend the Academic Induction programme for Lecturers “Induction to Learning, 
Teaching and Assessment in Higher Education”.  This is run over four days 
devoted to deepening understanding of what is involved in learning, teaching, 
assessment and student support in higher education. 

 
4.4 Full details are provided in the University’s Academic Induction Procedure, 

available on the HR intranet site. 
 
4.5 All Line Managers are expected to undertake management and leadership 

development, to include attending all ‘Management Essentials’ workshops offered 
by Corporate Learning and Development which cover: 
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1. Effective use of the PDR process through developing relevant skills 

2. Managing staff effectively in line with HR Policies and Procedures  

For further details please follow the link: 
http://staff.napier.ac.uk/services/hr/workingattheUniversity/LandD/Pages/Leaders
hipandManagement.aspx 

 
4.6 At least five days staff development per year is assured for all staff, pro-rata for 

part time staff, to undertake relevant development activities to acquire or update 
knowledge and skills related to their roles. This can include planned development 
on the job. Staff will have their knowledge and skills assessed and accredited 
when practicable.  

 
4.7 All staff are both entitled to and expected to have an annual career development 

discussion.  This would normally take place during either the annual or interim 
PDR review with their line manager, linked to workload allocation and their 
Learning and Development plan for the forthcoming year. 
 

5. Funding 
 
5.1 Staff development activities are funded from local budgets held by individual 

services and faculties and some centrally held budgets. Decisions on what to fund 
are determined by the needs arising from current priorities in the University’s and 
individual service or faculty plans and budget available.  The Corporate Learning 
and Development budget funds University wide activities to address common staff 
development needs.  

 
6.  Job–related academic qualifications or professional studies 
 
6.1 Staff wishing to undertake a part-time programme or course leading to an 

academic or professional qualification which is directly related to their job may 
apply to their Line Manager for financial support, using the form to request 
funding in Appendix 5. They may require to consult with the budget holder, as 
outlined in 3.10:- 

 

 for courses attended at Napier 100% of the full fees may be met; 

 the costs and benefits of agreeing to fund any programmes or qualifications 
must be taken into account by the Head / Director when making the decision. 

 
6.2 If a member of staff is undertaking a programme or course they must agree clear 

learning outcomes with their Line Manager in advance of any such study and 
submit a final report of achievement.  

 
6.3 Study leave or time off may be available. This leave can be granted to staff sitting 

examinations associated with an agreed programme of study and, for academic 
staff, should be included within the individual’s workload allocation (WAM). 
Reference should be made to the most recent WAM guidance.  The amount of 

http://staff.napier.ac.uk/services/hr/workingattheUniversity/LandD/Pages/LeadershipandManagement.aspx
http://staff.napier.ac.uk/services/hr/workingattheUniversity/LandD/Pages/LeadershipandManagement.aspx
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study and examination leave will be at the discretion of the Line Manager but 
should not normally exceed five days in any one year. 

 
6.4 Books, tools or equipment which are required as an essential element of the 

course may be reimbursed at the discretion of the Line Manager. The suggested 
maximum is £50 per year. Members of staff should obtain authorisation from their 
Line Manager before purchasing any items related to their course.  

 
6.5 Excess travelling expenses incurred as a result of attending a course will normally 

be reimbursed if approval has been given to support the course financially. 
Excess travelling expenses are defined as travel costs for a return journey to the 
place of study (University/College) less travel costs for a normal return journey 
from home to their place of work (if lower). 

 
7. Non job-related academic qualifications or professional studies 
 
7.1 Staff wishing to undertake academic or professional studies in their own time 

which are not directly related to their work may apply to their Line Manager for 
financial support, using the form to request funding in Appendix 5.The Line 
Manager may require to consult with the budget holder, as outlined in 3.10. 

 

 for courses attended at Napier, up to 50% of the full fees may be met by 
individual's school or service with the remaining 50% by the individual; 

 

 for courses attended externally, up to 25% of the fees may be met by the 
school or service and 75% by the individual. 

 
7.2 There is no entitlement to study leave for this form of study. 
 
7.3 There is no entitlement to payment towards books, tools or other materials for this 

form of study. 
 
7.4 Travel costs will not be paid. 
 
8. Funding for professional or academic studies   

 
8.1  All requests for development support must be discussed, as described in 3.5.   
 
8.2   Where the request is to undertake any professional or academic studies that will 

require an outlay from the University in excess of £1,000, the member of staff 
must also complete and submit the ‘form to request funding’ in Appendix 5. 

  
8.3 Line Managers must respond to any request for funding by completing and 

returning the ‘record of approval form’ in Appendix 6, either following receipt of 
the application or after having a meeting to discuss the application. 

 
8.4 Staff will be required to repay all or a proportion of the fees if they resign from 

Edinburgh Napier within two years of finishing, or three years of starting the 
programme of study. This applies to all professional and academic courses and 
programmes where the total cost of fees, books and other outlays funded by the 
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University exceeds £1000.  Where staff leave the University due to redundancy, ill 
health retirement or other circumstances outwith their control, no repayment of 
fees will be expected.  However, the University will only continue to pay further 
fees to complete the qualification in exceptional circumstances.   

 
8.5 The following will apply to the repayment of fees: 

  

Date of resignation from Edinburgh 
Napier University 

% of fees due to be 
repaid 

 

Before completion of qualification 100% 
 

Within 1 year of completion 50% 
 

Within 1-2 years of completion 25% 
 

More than two years after completion 
 

0% 

 
 

9. Payment of professional fees and subscriptions 
 
9.1 The individual should pay for all professional fees and subscriptions unless there is 

a contractual agreement to the contrary. Professional fees and subscriptions are 
tax-deductible.   

 
9.2 In circumstances where a professional qualification or membership is an essential 

requirement of the job on appointment, failure to maintain membership can lead to 
a contract being terminated.    

 
10. Communication and further information 
 
10.1 A copy of this staff development policy will be included in the Induction 

information provided to each new member of staff and available to all staff on the 
HR intranet site.   

 
10.2 If you have any questions about this policy please contact the Head of Corporate 

Learning and Development on: 
 

Email:  j.meighan@napier.ac.uk   or 
Telephone:  0131 455 5046 

  

mailto:j.meighan@napier.ac.uk
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 APPENDIX 1  

 
INFORMATION ON THE RIGHT TO REQUEST ‘TIME OFF TO TRAIN’ 
 
1. Principles 

 
1.1    In addition to the provision in this staff development policy that all staff are entitled 

to receive appropriate development, all ‘eligible’ employees as defined in 2.1 have 
a statutory (legal) right to request time off for study or development.  The right is 
known as ‘time to train’.   

 
1.2      Under a member of staff’s 'time to train' right, they can request: 
 

 training or study leading to a qualification;  
 training or development to help members of staff develop skills relevant to their 

job or the University.   
 
1.3 The University’s Special Leave provision1 also covers the legal entitlement2 of a 

shop steward, or equivalent trade union official, of a trade union that is recognised 
and independent, to reasonable paid time off to: 

 carry out your duties as an official  

 receive training relevant to carrying out those duties 

If you have been appointed as a learning representative by your trade union, and 
the trade union is recognised and independent, you are entitled to reasonable 
paid time off to: 

 receive training to carry out the duties of a learning representative  

 carry out those duties 

 
1.4 The most important requirement is that the training or development they want will 

help improve their performance and their effectiveness at work and so the right is 
designed to meet the needs of both employees and employers. 

 
1.5  Any requests under the right to ‘time to train’ need to be made in writing using the 

request form in Appendix 3. 
 
1.6 The date an application is received by the Line Manager will be taken as the date 

the application is made by the employee. 
 
1.7 All requests will be considered seriously and will only be declined if there is a 

“justifiable reason” for doing so. 
 
 

                                        
1 http://staff.napier.ac.uk/services/hr/workingattheUniversity/leave/Pages/SpecialLeave.aspx  
2 http://www.direct.gov.uk/en/employment/tradeunions/dg_10027556  

http://staff.napier.ac.uk/services/hr/workingattheUniversity/leave/Pages/SpecialLeave.aspx
http://staff.napier.ac.uk/services/hr/workingattheUniversity/leave/Pages/SpecialLeave.aspx
http://www.direct.gov.uk/en/employment/tradeunions/dg_10027556
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2. Eligibility for ‘Time to Train’ 
 
2.1 To be able to exercise their right to make a request, the member of staff must: 
 

 be an employee of the University; 

 have worked with the University continuously for 26 weeks at the date the 
application is made; 

 not be an agency worker. 
 
3. Scope of Request 
 
3.1 Eligible employees will be able to request: 
 

 time off to attend training or development either during or outside their normal 
working day; 

 funding for academic qualifications or professional studies, as outlined in 
sections 5-8 in the staff development policy, using the separate form in 
Appendix 2; 
 

4 Procedure for Making a Request 
 
4.1 The employee needs to make a considered application in writing using the 

application form in Appendix 3, to their Line Manager, who in turn will confirm 
receipt of the application.  

 

5. Timescales for considering time to train requests 

5.1 Within 28 days of receiving a valid request the Line Manager must either: 

 accept the request on the basis of the information set out in the individual's 

written request and inform the employee of their decision in writing  

 meet with the employee to discuss their request   

5.2 Within 28 days of the application, the Line Manager will arrange a meeting with 
the employee to explore the request to attend training in depth, and to discuss 
any options or alternatives available. The employee will be able to bring a 
colleague or trade union representative to the meeting. 

 
5.3 Within 14 days after the date of the meeting, the Line Manager will inform the 

employee of their decision in writing, to either: 
 

 agree in full or in part to the request and confirm details; or 
 

 provide clear business grounds as to why the request cannot be accepted in 
full or in part and the reasons why these grounds apply in the circumstances. 

 
5.4  The Line Manager should submit a Special Leave Form to HR detailing any time 

off that is being granted  
 

http://staff.napier.ac.uk/services/hr/Documents/SpecialLeaveRequestForm.doc
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6.  Appeal Procedure 
 
6.1 The employee has the right of appeal against the Line Manager’s decision not to 

accept their request, in full or in part, within 14 days of the decision being notified 
to them. The appeal process will encourage both the employee and the University 
to reach a satisfactory outcome. The University will carefully consider the grounds 
for the appeal and will notify the employee in writing of the decision. Appeals will 
be heard, using an appropriate stage of the Grievance Procedure 

 
7. Justifiable Reasons for Refusing a Request 
 
7.1 The University is entitled to refuse any request in full or in part.  Justifiable 

reasons for refusal include: 
 

•     The burden of additional cost 
•      Detrimental effect on ability to meet customer demand 
•      Inability to reorganize work amongst existing staff 
•      Detrimental impact on quality 
•      Inability to recruit additional staff 
•      Detrimental impact on performance 
•      Insufficiency of work during the periods the employee proposes to work 
•      Planned structural changes 
  

8.  Further Information 
 

Further information on a member of staff’s legal right to request ‘time to train’ is 
available from:  
www.direct.gov.uk/en/Employment/Employees/Timeoffandholidays/DG_183635   

 
 

http://staff.napier.ac.uk/services/hr/Documents/Grievance%20Procedure%20Approved%202009.doc
http://www.direct.gov.uk/en/Employment/Employees/Timeoffandholidays/DG_183635
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      APPENDIX 2 
 

EDINBURGH NAPIER UNIVERSITY 

 

FORM TO REQUEST ‘TIME OFF TO TRAIN’ 

 
Name:   
 
Line Manager:  
 
In order to make a request under the ‘time to train’ right as defined in the University’s 
Staff Development Policy, please confirm the following: 
 

Criteria applicable in all cases Tick to confirm 

I have worked continuously as an Edinburgh Napier University 
employee for the last 26 weeks. 

 

I am not an agency worker 
 

 

 

1. Describe the time off work you require to attend this training or 
development including any exam leave.   

 
 
 
 
 
 

 

2. State the dates when the training or development will start and finish.  

 
 
 
 
 

 

3. State the total cost of this training or development.  If you are also applying 
for financial support for academic qualifications or professional studies, 
complete the form in Appendix 2 as well. 
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4. Describe how this training or development relates to your current role and 
how it will improve your effectiveness and benefit the University (linked to 
School / Service objectives and strategic goals). 

 
 
 
 
 
 

 
 
Signature ………………………………………… 
 
 
Print Name: ……………………………………… Date: ………………………….. 
 
 
 
Notes: 
 
Prior to completing and submitting a request for funding or ‘time off to train’ you must 
have read and understood the University’s Staff Development Policy, as updated in June 
2011.   
 
To help your Line Manager consider your request please complete all the above 
questions and provide as much information as possible about the training or 
development activity you wish to undertake and the time off required.   
 
Your Line Manager should confirm receipt of your request using the attached 
confirmation slip.  
 
Your Line Manager will either accept your request based upon the information provided 
or arrange to meet with you to discuss your request within 28 days of receiving your 
form.  If you are invited to a meeting you have the right to be accompanied by a work 
colleague or trade union representative. 
 
Your Line Manager must write to you within 14 days of the date of the meeting notifying 
you of their decision. You should therefore ensure that your application is submitted to 
the appropriate person in good time to enable a decision to be reached well in advance 
of any deadline or start date. 
 
 
NOW PASS THIS APPLICATION TO YOUR LINE MANAGER, KEEP A COPY AND 
SEND A FURTHER COPY TO YOUR HR CLIENT PARTNER  
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 APPENDIX 3 
 

EDINBURGH NAPIER UNIVERSITY 

 
 

FORM TO REQUEST ‘TIME OFF TO TRAIN’             
Employer’s Confirmation of Receipt 

(to be completed and returned to employee on receipt of application) 

 
 
 
 
 
 
 
 
Dear: 
 
I confirm that I received your request under the right to have ‘time off to train’ on [insert 
date request was received] 
 
I will now consider your application.  If I am unable to accommodate your request in full 
without further discussion, I will arrange a meeting with you to discuss your application 
within 28 days following this date.  You have the right to be accompanied at the meeting 
by a work colleague or a trade union representative.  Your companion can address the 
meeting but not answer questions on your behalf although you may confer with your 
companion during the meeting. 
 
 
From: 
 
 
 
LINE MANAGER 
 
 
cc: Human Resources Client Partner 
 
 



Final Version 

13 
Human Resources  2nd April 2012 

                    APPENDIX 4 
 

EDINBURGH NAPIER UNIVERSITY 

 
 

REQUEST FOR ‘TIME OFF TO TRAIN’ NOTIFICATION OF DECISION 
(to be completed and returned to employee) 

 
 
 
 
 
 
 
 
Dear: 
 
 
Further to receipt of your request for ‘time off to train’ on [insert date application was 
received] I can now confirm that I have given the request consideration and: 
 
 

 Tick to confirm 

I can accommodate your request in full as detailed in your 
application form.  Your HR Client Partner will write to you 
shortly confirming the details and conditions of this approval.  
 

 

I cannot accommodate your request in full as detailed in your 
application form.  Instead I will arrange a meeting to discuss 
your application within 28 days of receiving your request.  You 
have the right to be accompanied at the meeting by a work 
colleague or a trade union representative.  Your companion 
can address the meeting but not answer questions on your 
behalf although you may confer with your companion during 
the meeting. 
 

 

 
From: 
 
 
 
LINE MANAGER 
 
 
cc: Human Resources 
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 APPENDIX 5  
 

EDINBURGH NAPIER UNIVERSITY 

 

FORM TO REQUEST FUNDING FOR ACADEMIC QUALIFICATIONS OR 
PROFESSIONAL STUDIES  

 
 
Name:   
 
Line Manager:  
 

1. Provide details of the academic qualification or professional studies you wish 
to undertake as follows:  

Course or programme details 
 

 

Start and end dates 
 

 

Provider 
 

 

Mode of attendance 
 

 

Estimate of formal training / 
development hours or days (if 
being undertaken during your 
working hours) 

 

 

2. Detail your reason(s) for wanting to undertake the academic qualification or 
professional studies and the intended outcomes or development objectives?  

 
 
 
 
 
 

 

3. Describe how this training or study relates to your current role and how it will 
improve your effectiveness and benefit the University (linked to School / Service 
objectives and strategic goals) 
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Support requested 
 
Provide estimates for costs below.  Future year’s costs are required where funding is 
being requested for more than one year.  Budget constraints may mean it is not possible 
to commit any funding beyond the current financial year. 
 
 

 First year Next year Future years 

Programme fees    

Travel    

Accommodation    

Other expenses    

Total    

 
What level of financial support is requested? 

Full support  □   

Partial support □ 
No support  □ 

 
State the total financial support being requested from the University below: 

 
£ 
 

 
State the % of the total costs being requested from the University below: 

 
                                                                          % 
 

 
State any non-financial support that is being requested below 

 
 
 

 
 
Declaration 
I hereby declare that I wish to make an application for academic / professional study 
fees. I have read and will comply with the fee repayment requirement in 8.4 of the Staff 
Development Policy if I resign from the University within the stipulated period or fail to 
complete the programme of study or qualification. 
 
Applicant’s signature ………………………………………… 
 
 
 
 
Print Name: ……………………………………… Date: ………………………….. 
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  APPENDIX 6 
 

EDINBURGH NAPIER UNIVERSITY 

 
 

FORM TO REQUEST FUNDING FOR ACADEMIC QUALIFICATIONS OR 
PROFESSIONAL STUDIES  

RECORD OF APPROVAL AND BUDGET DETAILS 
(to be completed by the Line Manager) 

 
 
Approval 
 
Reasons for approval / non-approval (to be completed by line manager) 

 
 
 
 
 

 
 

Line manager’s name: 
 

 

Line manager’s signature: 
 

 

Date: 
 

 

 
Please also complete the following details if financial support has been approved: 
 

Budget code: 
 

 

Budget holder’s name: 
 

 

Budget holder’s signature: 
 

 

Date: 
 

 

 
Please send the completed forms from the applicant and line manager to the Head of 
Corporate Learning and Development, Human Resources. 
 
 


