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Learning & Development Policy
Policy Reference Number: LD01
	Effective Date: 
	June 2026 
	Review Date: 
	June  2029 
 

	P&P Review Group Approval Date: 
	June  2026 
	Board Approval Date: 
	 N/A

	Owner: 
	 Assistant Director of People and Organisational Development 
	Department: 
	People & Performance 
 

	Issued To: 
	​​☐​ Board of Management 
​​☒ All Staff  
​​☐​ ET/LT 
​​☐​ Head Office Managers 
​​☐​  C&S Managers 
​​☐​ Department/Other:  
____POD staff and Support Workers____________ 
	Method of Delivery: 
	​​☒​ Annual Declaration 
​​☐​ LearnPro Individual Sign Off  
​​☐​ Board Portal 
 
 
 
 

	Stakeholder Consultation  
 
	​​☐​ All Staff 
​​☐​ Customer Engagement 
​​☐​ Union 
​​☐​ Employee Voices Group 
​​☒​ Head Office Managers 
​​☒​ C&S Managers 
​​☐​ Department/Other: _______________________ 
 
	This policy will be reviewed every 3 years from the date of implementation or earlier if deemed appropriate for any legislation or regulatory changes. If this policy is not reviewed within the above timescale, the latest approved policy will continue to apply. 
 

	Equality Impact Assessment 
	No 
 
	Add link to assessment 



Version Control 
 
	Date 
	Owner 
	Version 
	Reason for Change 

	May 2026 
	 Assistant Director of People and Organisational Development  
	1  
	Transfer to new template & address gaps in policy, organisational changes, and sector compliance


 
Summary of Changes  
 
	Section 
	Change  

	1.0
	Policy statement rewritten to shift focus from general learning culture to mandatory learning, workforce competence, and regulatory compliance.

	1.1
	Legal and regulatory framework streamlined and updated to focus on legislation directly relevant to staff competence, registration, and training duties.


	2.0
	Scope clarified and simplified, confirming application to all staff and clearly distinguishing mandatory and role‑specific learning.

	3.0
	Responsibilities section restructured and simplified, removing historic governance layers and aligning with current leadership arrangements.

	3.1
	Executive and senior leadership responsibilities clarified with explicit accountability for policy approval, resourcing, and compliance oversight.

	3.2
	Manager responsibilities expanded to strengthen accountability for mandatory learning, professional registration, supervision, and non‑compliance action.

	3.3
	Staff responsibilities formalised, introducing clearer expectations around participation, record‑keeping, professional registration, and consequences of non‑compliance.

	4.0
	Related policies section updated and expanded to reflect current People & Performance policy framework.

	5.0
	Principles of Learning and Development rewritten to prioritise safe practice, regulatory compliance, service delivery, and workforce sustainability.

	5.1
	General principles refined to improve clarity, reduce duplication, and strengthen alignment with operational and regulatory expectations.

	5.2
	Learning needs identification updated to clearly link training to induction, supervision, appraisal, audits, inspections, and registration requirements.

	5.3
	New finance and budget management section introduced to formalise planning, costing, approval, and financial governance arrangements.

	5.4
	New section added to clarify funding routes, SDS contributions, and shared responsibilities between the organisation and employees.

	5.5
	Employee responsibilities expanded to set clear expectations for engagement, progress, completion of qualifications, and performance management actions.

	5.6
	Delivery of learning updated to reflect a blended learning approach and clearer accountability for attendance and reasonable adjustments.

	5.7
	Recording, monitoring, and evaluation strengthened to formalise compliance tracking, reporting, KPIs, and quality assurance activity.

	6.0
	New section added to clearly set out organisational training awareness and monitoring expectations.

	6.1
	Clarified that no standalone training is required for the policy, but staff awareness remains mandatory.

	6.2
	Monitoring arrangements expanded to define systems, reporting cycles, escalation, and remedial action planning.
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[bookmark: _Toc234503705]1.0 Policy Statement
Ark is committed to providing all staff with access to learning and development opportunities that enable them to perform their roles safely, effectively, and in accordance with organisational, regulatory, and professional requirements.
This policy sets out the principles and responsibilities for learning and development across the organisation. It aims to ensure that staff receive the information, guidance, and support required to complete mandatory learning, maintain role competence, meet regulatory obligations, and uphold any relevant professional registration requirements, including those of the Scottish Social Services Council (SSSC).
Ark promotes a culture of continuous learning and professional development. In addition to mandatory learning, staff will be encouraged and supported to undertake development activities that enhance their knowledge, skills, and career progression, where these align with individual, service, and organisational needs and are supported by available resources.
1.1 [bookmark: _Toc234503706]Legal & Regulatory Framework 

Ark operates within a highly regulated environment and is committed to ensuring that learning and development support compliance with legal, regulatory, and professional requirements. Effective learning and development is essential to enabling staff to deliver safe, high-quality services and to maintaining workforce competence and professional registration where required.

This policy is informed by, and supports compliance with, the following legislation and regulatory frameworks, particularly where these place requirements on staff competence, training, qualifications, and continued professional learning:

· Regulation of Care (Scotland) Act 2001, which requires care services to ensure staff are suitably qualified, skilled, and trained
· Health and Care (Staffing) (Scotland) Act 2019, including duties to ensure appropriate staffing, competence, and access to learning and development
· Scottish Social Services Council (SSSC) Codes of Practice for Employers and Social Service Workers, including requirements relating to induction, training, qualifications, and Continuous Professional Learning (CPL)
· Housing (Scotland) Act 2010 and the Scottish Housing Regulatory Framework, where relevant to role specific learning requirements

Ark recognises its responsibility to provide access to learning and development that enables staff to:

· meet mandatory training requirements linked to their role
· maintain professional registration, including SSSC registration where applicable
· develop and evidence competence in line with regulatory expectations


[bookmark: _Toc234503707]2.0 Scope

The Learning and Development Policy applies to all permanent, temporary and relief employees of Ark and, where appropriate, to agency staff. It sets out Ark’s approach to mandatory and role‑specific learning, professional development, and learning required to maintain competence and professional registration.

[bookmark: _Toc234503708]3.0 Roles & Responsibilities
 
Ark’s Senior Leadership Team is responsible for ensuring that this policy is reviewed and approved in line with Ark’s policy review framework, or earlier where legislative, regulatory, or operational changes require this. They are further responsible for supporting the implementation of this policy and ensuring that appropriate systems, resources, and controls are in place to enable compliance with learning and development requirements across the organisation.

Ark managers are responsible for the effective implementation of this policy within their area of responsibility. This includes ensuring that staff are informed of, and supported to meet, learning and development requirements relevant to their role.

Managers must:
· Ensure that staff are made aware of this policy through induction and ongoing communication
· Work with the Learning and Organisational Development team to identify mandatory learning and development needs
· Ensure staff complete required learning and development to carry out their role safely, effectively, and in line with regulatory and professional standards
· Be aware of role specific professional registration requirements, including SSSC registration where applicable, and ensure learning and development supports staff to meet these requirements
· Use supervision, team meetings, and performance management processes to reinforce individual responsibility for mandatory learning, continued professional learning (CPL), and qualification requirements
· Take appropriate action where learning and development requirements are not being met

All staff are required to familiarise themselves with and comply with this policy.

Staff are responsible for:

· Actively participating in mandatory learning and development required for their role
· Maintaining the knowledge, skills, and competence necessary to carry out their duties effectively
· Completing learning and development activities identified through induction, supervision, appraisal, or regulatory requirements
· Meeting any learning, qualification, or continued professional learning requirements linked to professional registration, including SSSC registration where applicable
· Keeping accurate records of completed learning and development activity, including continued professional learning (CPL) where required for professional registration
· Informing their manager of any issues that may affect their ability to complete mandatory learning or maintain professional registration

Failure to meet mandatory learning or registration related learning requirements may result in a Performance Management process.


[bookmark: _Toc234503709]4.0 Related Policies, Procedures & Documentation

LD03 – SSSC Registration Policy 
HR05 – Performance Management Policy
HR18 – Disciplinary Policy 

[bookmark: _Toc234503710]5.0 Principles of Learning and Development in Ark

Learning and Development in Ark exists to ensure that all staff are competent, confident, and appropriately supported to meet the needs of supported persons, tenants, and the organisation, while complying with regulatory and professional requirements.
Learning and Development activity will be planned, delivered, monitored, and evaluated to support safe practice, continuous improvement, and workforce sustainability.

Learning and development may include, but is not limited to:
· Face‑to‑face or online training courses
· E‑learning
· Coaching and mentoring
· Self‑directed learning
· Internal and external accredited qualifications

[bookmark: _Toc234503711]5.1 General Principles 

Ark’s approach to Learning and Development is underpinned by the following principles:

· Learning and development exists to support effective service delivery across all Ark services and departments.
· Learning and development will support staff to apply learning directly to practice.
· Learning will support workforce registration and qualification requirements, including those set by the Scottish Social Services Council (SSSC) 
· Where appropriate, learning and development interventions will be aligned to National Occupational Standards to support qualification and SVQ evidencing.
· Equality of access to learning will be promoted across the workforce, including permanent, temporary, relief and, where appropriate, agency staff.
· Selection for learning and development opportunities will be based on: 
· Regulatory and statutory requirements
· Mandatory training requirements linked to role
· Identified gaps in knowledge, skills, or experience
· The needs of supported persons, as identified through Good Life Support Plans and Risk & Vulnerability assessments (for Care and Support staff)
· Learning will normally be delivered internally by Ark Learning and Development staff or trained managers, with external provision used where internal capacity or expertise is not available or where this represents best value.
· All learning and development activity will be planned, costed, and reviewed annually. 
· Learning interventions will be evaluated to ensure effectiveness and impact on practice.

[bookmark: _Toc234503712]5.2 Identifying and Planning Learning and Development Needs

Line managers are responsible for identifying and planning learning and development needs for their staff, with support from the People and Organisational Development team.
Learning and Development needs will be identified through:

· Induction and onboarding
· Supervision and appraisal
· Regulatory and statutory requirements
· Professional registration and qualification requirements
· Service and departmental reviews
· Care Inspectorate findings, audits, and quality assurance activity

When agreeing individual or team Learning and Development Plans, managers must take account of:

· Job role and job description
· SSSC registration and qualification requirements (where applicable)
· Regulatory expectations set by the Scottish Housing Regulator (SHR) and the Care Inspectorate (CI)
· Organisational priorities and strategic objectives
· Identified risks to service delivery or compliance

The Learning and Development team will work with managers to assign training appropriately on staff’s individual learning plans.

Ark will provide suitable assistance, including time off work where appropriate, to support staff to achieve required qualifications or learning outcomes linked to their role.

[bookmark: _Toc234503713]5.3 Finance and Budget Management

Ark will plan and manage its Learning and Development budget on an annual basis. The Learning & Organisational Development Manager will work with Finance to identify and cost all mandatory learning and development requirements for the forthcoming financial year.

As part of the annual budget setting process, department managers will be asked to identify any anticipated additional learning and development needs for their teams. These requests will be reviewed, costed where appropriate, and approved through the Senior Leadership Team as part of Ark’s annual budget approval process.

The Learning and Development budget will be monitored throughout the financial year in line with Ark’s financial governance arrangements.

[bookmark: _Toc234503714]5.4 Funding, SDS Contributions and Employee Responsibilities

Ark supports staff to achieve learning and qualification requirements through a combination of internal learning provision, including Ark’s in-house SVQ Centre, and external training or qualification routes where appropriate.

Learning and qualifications may be mandatory for certain roles or undertaken to support professional development, succession planning, or career progression, subject to agreement with the employee’s manager.

Learning and development activity may be funded fully or partially by Ark, through Scottish Government or Skills Development Scotland (SDS) funding (including Modern Apprenticeships), or through other agreed arrangements, subject to eligibility, organisational need, and funding criteria. The source of funding does not alter the expectation that agreed learning and qualifications will be actively pursued and completed within required timescales.

[bookmark: _Toc234503715]5.5 Employee Responsibilities

All staff undertaking learning or qualifications, whether mandatory or developmental, and whether delivered internally or externally, are expected to:

· Engage fully with learning, assessment, and evidence gathering requirements
· Make reasonable and sustained progress in line with agreed learning plans, awarding body expectations, and regulatory or funding timescales
· Attend learning, assessment, and review meetings as required
· Communicate openly with their manager and assessor regarding progress, challenges, or support needs

Staff are required to complete qualifications that are a mandatory requirement of their role within the required timeframe. Staff undertaking qualifications for professional development are similarly expected to progress and complete within agreed timescales.
Managers will monitor progress through supervision, performance management, and review meetings. Where concerns arise, supportive interventions and reasonable adjustments will be considered in the first instance.

Where an employee fails to engage with, or falls significantly behind, agreed qualification timescales without reasonable cause, this may impact continued funding eligibility and be managed through performance management processes. Where qualification achievement is essential to the role, this may include the implementation of a Performance Improvement Plan (PIP).

Failure to complete mandatory qualifications or associated learning requirements may affect an employee’s ability to continue in their role and may result in management action in accordance with Ark’s Performance Management and Disciplinary Policies.

[bookmark: _Toc234503716]5.6 Delivery of Learning and Development Activity

Learning and Development activity will be delivered using a blended approach appropriate to the learning need and role. This may include:

· Classroom based training
· Online and e‑learning modules
· On-the-job learning and practice development
· Formal qualifications
· Coaching, mentoring, and peer learning
· Workshops, conferences, and team based learning

Responsibility for arranging learning delivery and associated logistics will be shared between the Learning and Development team and managers, as appropriate.

Attendance and participation in mandatory learning is a contractual requirement. Where reasonable adjustments are required, staff should discuss this with their manager, L&D or HR at the earliest opportunity.

[bookmark: _Toc234503717]5.7 Recording, Monitoring and Evaluation

All learning and development activity will be recorded, monitored, and evaluated to ensure compliance, effectiveness, and continuous improvement.

Learning and Development will:
· Record attendance and completion of learning activities
· Monitor compliance with mandatory training requirements
· Maintain accurate records of qualifications and SSSC required learning
· Provide managers with reports and KPIs to support oversight and planning
· Evaluate learning delivery, content, and impact on practice
· Provide quality assurance of learning interventions

Digital learning records form part of the organisation’s evidence base for competence, inspection, and audit activity. Staff are responsible for maintaining accurate records of their own continued professional learning required for professional registration. 
[bookmark: _Toc234503718]6.0 Training & Monitoring Requirements
[bookmark: _Toc234503719]6.1 Training 

There is no associated training for this policy. However, Ark will ensure that all employees have an awareness of this policy to enable them to effectively fulfil their roles and required professional registrations.
[bookmark: _Toc234503720]6.2 Monitoring 

Learning and Development compliance will be monitored through:

· LearnPro and associated learning management systems
· Monthly and quarterly compliance reports
· Manager supervision and appraisal reviews
· Internal audits and quality assurance activity
· External inspection findings and regulatory feedback

Monitoring will take place on an ongoing basis, with:

· Mandatory learning compliance reviewed regularly by managers
· Organisational compliance and risk reported to Senior Leadership Team and Board through agreed reporting cycles

Where monitoring identifies learning or compliance gaps, action plans will be agreed and tracked.
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