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LEARNING AND DEVELOPMENT POLICY 
 
 

1. Statement of Intent 
 
We believe appropriately knowledgeable and skilled staff are essential in the provision of high quality 
support and care services. 
 
Through regular supervision and performance management, we will assist staff to identify any gaps in 
their essential skills and knowledge and formulate plans to fill those gaps. 
 
Whilst we will encourage staff in their broader personal and professional development, we will 
prioritise staff development which meets the requirements of our regulators and the needs of our 
service users. 
 
2. General Principles 
 
This policy applies to all employees of Kingdom Support & Care CIC.  
 
Staff are personally responsible for ensuring their learning and development needs are identified and 
that their own Personal Development Plans (PDPs) are followed and completed in the specified 
timescale. 

 
Priority will be given to supporting employee development which helps us meet the requirements of 
our regulators and the needs of our service users. 
 
3. Induction and Core Training 

 
We have an induction process for new employees. The purpose of induction is to familiarise new 
employees with Kingdom Support & Care CIC’s policies and procedures and to ensure those providing 
support to service users directly understand the required standards of service delivery including: 
 

 Values and Attitudes 

 Adult and Child Protection 

 Positive Behaviour Support 

 De-escalation Techniques 

 Scottish Manual Handling Passport 

 Food Hygiene 

 National Care Standards 

 Medication 

 Finance Systems 

 Outcomes Based Person Centred Planning 
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Line managers are responsible for ensuring induction is carried out in a timely manner.   
 
4. Service Specific Training 

 
We will provide service specific training to provide staff with the skills, knowledge and ability to 
support the needs of specific supported individuals. This may include, but is not limited to: 
 

 Epilepsy including the administration of Rectal Diazepam and Midazolam 

 Mental Health First Aid 

 Specific Health conditions including specific swallowing difficulties and diabetes amongst others 

 Dementia Awareness 

 Autism Awareness 

 Positive Behaviour Support – Reactive and Proactive Support Planning 

 Naloxone 
 

5. Developmental Training 
 

Through regular supervision and appraisal, supervisors and staff will discuss the employee’s ongoing 
learning needs and formulate a Personal Development Plan (PDP). This can include areas such as: 
 

 Wellness Recovery Action Planning (WRAP) 

 Mental Health Awareness 

 Leadership and Management training 
 

6. Vocational Training 
 

We have an ongoing vocational training plan which includes staff achieving SVQ qualifications in line 
with the requirements of registration with the Scottish Social Services Council: 
 

 Area Manager – SVQ IV and Registered Managers Award 

 Coordinator – SVQ IV and Registered Managers Award or Leadership & Management in Care or 
PDA in Supervision 

 Senior Support Worker – SVQ III and PDA in Supervision 

 Support Worker – SVQ II 
 

7. Supervision 
 

Every employee will have a formal supervision session with their line manager every 4 to 6 weeks 
unless circumstances prevent this.  
 
The purpose of supervision sessions is to provide support, review practice, identify development 
needs and formulate PDPs 
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PDPs should describe the development gap, the intervention to fill that gap (e.g. on-the-job training, 
formal training, colleague mentoring, etc) and the timescale for the intervention to take place. 
 
PDPs should themselves be discussed at supervision sessions to ensure they have been implemented 
and have had the desired effect. 
 
8. Funding for Learning and Development 

 
Where there is a regulatory or contractual requirement for an employee to achieve a specific 
qualification or undertake specific training to carry out their role, the employee will be required to 
undergo and achieve that development in the required timescale. Failure to achieve the required 
standard within the required timescale may lead to termination of employment. 
 
Where possible, we will attempt to secure full or partial funding for course fees and reasonable out-
of-pocket expenses to enable the employee to undertake such development. We will also afford staff 
reasonable time away from work to undertake the required development.   
 
We reserve the right to withdraw funding and require repayment of fees where an employee fails to 
pass examinations and/or assessments.  

 
If an employee fails to achieve the required standard or complete training which we have funded in 
the required timescale, they may be required to repay up to 100% of the costs borne by us. 
 
Should an employee leave after completing a qualification or training course, they may be required to 
repay some of the costs borne by us (not including travel or subsistence) as detailed below: 
 

Period following completion Proportion to be repaid 

Less than 6 months 100% 

Between 6 & 12 months 75% 

Between 12 & 18 months 50% 

Between 18 & 24 months 25% 

More than 24 months 0% 

 
Where we have had financial support or grants from a third party to fund training, we will not seek to 
recoup those costs unless there is a requirement on us to repay them.   

 
In exceptional circumstances and at their sole discretion, the Director may waive some or all of any 
required repayment. 

 
Employees will not be required to repay any costs if we terminate their employment on grounds other 
than misconduct or gross misconduct. 
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Any support materials (e.g. course books) funded by us will become the property of Kingdom Support 
& Care CIC. 
 
Employees will be required to sign a training agreement prior to commencing any formal training 
event where funding has been granted. 
 
9. Review 

 
This policy will be reviewed 5 years from the date of approval or earlier as required. In the event that 
this policy is not reviewed within the above timescales, the current approved policy will continue to 
apply. 

 
 


