
[image: image1.wmf]
Funding of Further Qualifications for Staff of
Canterbury Christ Church University
1. Background and context

1.1 Canterbury Christ Church University has a long standing commitment to supporting staff undertaking further qualifications to enhance their professional and personal development. This is seen as important not only to realise the strategic aims of the institution but also to maximise the potential of staff, to aid recruitment and retention and to demonstrate a positive commitment to equal opportunities. This institutional commitment is written into the Human Resources Strategy and links to the Learning and Teaching Strategy.

1.2 As the institution has grown in size and complexity it is recognised that greater clarification is needed regarding access to fee remission and funding support for staff undertaking further qualifications. This revised policy seeks to provide clarification on:

· Roles and responsibilities 

· The type of support offered 

· Staff eligibility

· The application process

· Fee reclaim

· Evaluation

2. Responsibility for policy implementation

2.1 The overall responsibility for the administration of the further qualifications budget rests with the Staff Development Office (SDO), located within the department of Human Resources. The SDO seeks to ensure that the principles of fairness, equity, and value for money are applied to all applications and that staff are actively encouraged, as appropriate, to undertake further study leading to qualifications. 
2.1. The Staff Development Office records and monitors all applications by staff undertaking internal or external qualifications and reports such activity annually to the Staff Development Committee.

3. Definition of support offered

3.1 A further qualification is defined as any programme of study leading to an accredited outcome at any level within the national qualifications framework. This includes professional body qualifications and PhDs. Two types of funding support are offered:

(i) Internal fee remission for courses offered and delivered by Canterbury Christ Church University.
(ii) Funding support for fees for courses offered externally by other educational organisations or institutions.

With regard to (ii) a reciprocal arrangement exists between the University of Kent and Canterbury Christ Church University for fee remission for qualifications up to Masters level. Staff should in the first instance consider courses offered by Canterbury Christ Church University. Courses offered elsewhere will only be supported if there is no relevant internal equivalent.

The level of support given will vary depending on the purpose of study and the nature of employment at Canterbury Christ Church University. This is clarified in 3.1 below.
3.1 Levels of support offered 


Category A : A further qualification is deemed necessary for the staff member to carry out their current role. In some cases successful completion of such a qualification may be a condition of their appointment.

Applications which fall into this category will receive internal fee remission or external funding support. This category includes vocational awards such as NVQs, professional body exams, qualifications stated on the person specification as desirable but not held by the post holder, the Postgraduate Certificate in Learning and Teaching (HE) for academic staff new to teaching in HE, and Masters/PhD qualifications for academic staff.

Applicants will also receive time off from duties to attend taught sessions and study leave for exams/assignment completion. 

Category B: A further qualification is deemed necessary both by the institution and the individual to help staff move into new roles.

Applications which fall into this category will receive internal fee remission or external funding support but arrangements for time to attend taught sessions/assessments should be discussed between the individual and their line manager. Release time cannot be automatically assumed
as an entitlement and will need to take account of operational/role requirements and other staff undertaking awards in the department.  

Category C: A further qualification is pursued by a staff member to aid their own personal development.

Applications which fall into this category will receive internal fee remission for courses offered by Canterbury Christ Church University only. There is no entitlement to time off to attend taught sessions. 
4. Staff eligibility


4.1 This policy applies to all staff on permanent or fixed term contracts who are employed by the University. All applicants must have successfully completed their probationary period before applying, unless the qualification proposed is a condition of the offer of employment. It would also usually be expected that the undertaking of further study is discussed and agreed via appraisal meetings and recorded on personal development plans.
4.2 For part-time staff applying under categories (b) or (c) fee remission or funding support and/or study time will be calculated on a pro-rata basis. For example, a member of staff on a 0.4 contract would receive funding support equivalent to 0.4 of the fee. For category (a) full support will be given.
4.3 For academic staff employed on a sessional basis or delivering University programmes as part of a collaborative partner agreement, applications may only be made for fee remission relating Canterbury Christ Church University accredited programmes. The level of fee remission will vary between 10% and 50% dependent on:

· Rationale for application in relation to how this will support department/programme objectives
· Nature of current role

· How long the person has already been, and/or is expected to continue to be, engaged in University business at the time of application.

· For collaborative partnerships, the nature and length of the ongoing business relationship and in particular, ensuring the collaborative arrangement is anticipated to last for a further 3 years from the point of application. 

The level of fee remission given will be agreed between the Staff Development Office, Head of Department and relevant SMT member.
4.4 For all categories of staff, should the nature of employment with Canterbury Christ Church University alter during the course of studies, the level of funding support will be revised accordingly. Where this results in the employee leaving their employment with the University permanently, no further remission or fees payment will apply. The date to which this will apply will depend in part on the point in the academic year when staff leave but for CCCU programmes will usually be the next term. 

4.5 Staff Development funds apply to course and exam fees only. All other costs such as travel and accommodation must be met by the individual or department if previously agreed. 

4.5 In light of the reciprocal arrangement which exists between Canterbury Christ Church 
University and the University of Kent all the above conditions apply to staff studying at either institution. 

5. Application process


5.1 Terms and conditions

· Applications must be submitted at least one month prior to the course commencing (for CCCU courses) and 2 months for external courses. 

· Staff should note that for CCCU courses, approval for fee waiver must be sought before commencing the course of study. Failure to do so will result in an invoice being issued by Registry to the staff member,  which they are then liable to pay.  

· The Staff Development Office reserves the right to refuse retrospective applications which will only be accepted in exceptional circumstances. 

· Applications may also be refused if they fail to meet any of the criteria or will exceed budget limits. 

· The limit of funding support given to any one individual in any one year from central funds will generally be limited to £4,000 except in exceptional circumstances.

If staff members have any queries about whether they meet these terms and conditions they are strongly advised to contact the Staff Development Office before making an application.

5.2 Making the application

Before applying applicants should ensure that : 

· the course they wish to apply for is the most cost effective and relevant option 

· they meet the course entry requirements and funding support criteria before applying.    

· they secure the support of their line manager

· Applications should be made on the appropriate form which can be downloaded from the Staff Development web site 

· Once the applicant has completed their section they should pass the application form to their line manager for signature and comment.

· The completed form should then be sent to the Staff Development Office

· Staff Development will check that the application meets the required criteria and will promptly forward the application to the relevant senior manager for approval, comment or advice as necessary.

· Successful applicants will be notified, usually within three weeks of submission. A copy will also be sent to Registry in the case of applications for internal courses to ensure that no invoices are sent to the applicant.

· Unsuccessful applicants will also be notified as soon as possible and the reason for refusal stated.  

· In the case of any dispute between staff members and managers, the Staff Development Office will seek to suggest a solution acceptable to all parties if possible.

6. Fee reclaim


6.1 Externally funded courses:


Staff leaving University employment voluntarily during the course of their studies or within one year of completing, will normally be asked to repay the full cost of fees. 


6.2 Fee remission relating to Christ Church courses:


Staff leaving University employment voluntarily within one year of completing their studies, will normally be asked to repay the full cost of fees. 

6.3 Process


Staff will be asked to sign a form to agree to fee reclaim conditions prior to commencing their studies. Reclaim will be made via payroll unless some other agreement is made with the individual. Fee reclaim may be waived or reduced to a pro rata payment in certain cases at the discretion of the Strategic Director (Resources).

7. Evaluation


7.1   Staff will be asked at the conclusion of their studies for an evaluation to identify the value of the development they have undertaken in terms of self, team and the University. This report should be shared with their Line Manager, Head of Department and Staff Development Office. 
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