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HUMAN RESOURCES DIRECTORATE 
 

POLICY AND PROCEDURE ON POST ENTRY TRAINING, 
DEVELOPMENT AND EDUCATION 

 
1. Introduction 
 
The BSO wishes to encourage staff to undertake training and educational 
development which is linked to its overall Vision, Aim and Values, and is directly 
related to the achievement of its objectives and through performance management 
appraisals, is relevant to individuals present or immediately foreseeable work 
responsibilities. 
 
The BSO is committed to the provision of equality of opportunity in training and 
development regardless of age, religious belief, political opinion, gender or marital 
status, sexual orientation, race or ethnic origin, disability, domestic responsibility or 
Trade Union membership. 
 
2. Policy 
 
a) BSO management is expected to provide the necessary support to staff who wish 

to embark on post entry training and education. 
 
b) BSO management is expected to identify training, development and educational 

needs of its staff and in such cases, where appropriate, support will be given to 
staff in respect of finance, time off and mentoring. 

 
c) Staff also have a responsibility to identify on an ongoing basis training, 

development and educational needs which will enhance effectiveness and 
improve performance. 

 
d) In cases where staff decide to undertake training or educational development and 

make application for financial support, time off or mentoring support, such 
applications will be assessed by BSO management against the following criteria:- 

 
i. Relevance to the BSO’s Aims, Vision and Value; 
ii. In keeping with the management standards which have been identified 

as appropriate to the BSO; 
iii. Relevance to the individual’s present or immediately foreseeable work 

responsibilities; 
iv. Previous training support given; 
v. Ability of the individual to undertake and complete the course of 

training or study; 
vi. The overall cost; 
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vii. The length of the course of training or study; and 
viii. The exigencies of the service. 

 
It should be emphasised that, when evening class courses are available, day release 
may not be approved. 
 
It may be that some or all of the three “supports” viz. finance, time off and mentoring 
can be made available but this decision is entirely one for BSO management to 
make.  The granting of financial support will not automatically give staff access to 
time off or mentoring support in any one year.  The extent to which the three 
supports are available in a “package” or separately is entirely a matter for BSO 
management and will be reassessed each year. 
 
The overall guiding principle governing the provision of support will be the exigencies 
of the service at time of application. 
 
3. Courses/Programmes considered relevant for support 
 
In general, the BSO will provide support to courses which meet the criteria described 
above but in order to give some guidance on courses likely to meet the criteria the 
following courses/ programmes will be considered appropriate:- 
 
i. Institute of Health Services Management courses; 
ii. Chartered Institute of Personnel and Development courses; 
iii. Institute of Chartered Secretaries and Administration courses; 
iv. Chartered Institute of Purchasing and Supply course; 
v. Chartered Institute of Public Finance and Accountancy courses; 
vi. Certificate, Diploma, Degree and Masters programmes provided by the 

University of Ulster, Open University or Queen’s University of Belfast which 
are H&SS Management orientated; 

vii. BTEC National and Higher National Certificates with subjects directly relevant 
to H&SS management and supervision; 

viii. Typing and Computing qualifications appropriate to duties. 
 
This list is not exhaustive. It must be noted that each application for support to 
undertake post entry training must be judged on its merits and, therefore, while the 
above guidance is given other courses/programmes are not automatically excluded.  
The BSO recognises the changing situation in respect of educational methods used 
and courses/programmes offered and will constantly review the relevance and 
appropriateness of post entry training available. 
 
4. Procedure 
 
(a) On deciding to pursue a course of study, staff should complete the application 

for Post Entry Training and discuss the course content with their Director who 
will, before giving approval, consider the criteria at paragraph 2(d) taking into 
consideration financial assistance, mentoring support and time off.  Any 
source of study must be relevant to the individuals Personal Development 
Plan. 

 
(b) If the Director gives approval, completed Post Entry Training application forms 

together with relevant literature about the course (including a list of 
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modules/subjects to be undertaken) should be forwarded to the Human 
Resources Directorate before formally confirming whether or not approval has 
been granted.  The Human Resources Directorate will also advise the 
Finance Directorate where an application has been approved.  A record of the 
approval will also be put on to the HR Information Management System. 

 
Requests for leave and/or expenses should be made at least 4 weeks prior to 
commencement of each academic year.  Continued approval will also depend 
on standards of attendance and performance.  Fees will not be paid in 
retrospect to any member of staff who has not been given approval either by 
their Director or the Director of Human Resources. 

 
5. General Provisions 
 
 5.1 Reimbursement of Expenses 
 

Employees should pay for the Course they wish to undertake (following 
approval) and 75% of these expenses will be reimbursed by forwarding your 
receipts directly to the Human Resources Department, BSO, 2 Franklin 
Street, Belfast (contact telephone number 028 90 535672).   
 
The normal rate of reimbursement is 75% of expenses incurred for – 

 
  - Course enrolment fees 
  - Examination fees 

- Text books expenses up to a maximum of £30.00 for each subject 
 

Please note that you must provide confirmation of which subjects are to be 
studied each year (via official clarification from the College/University), and 
when claiming reimbursement for textbook expenses you should stipulate 
which textbook is being bought for which subject. Every effort should be made 
to borrow books from libraries or purchase second-hand from other students. 

 
5.1.1 If a member of staff leaves the BSO or fails to complete an approved 
course of study they will be requested to refund either part or all of the costs 
of the course of study. 

 
5.1.2 Should the reason for non-completion of a course be related to 

pregnancy it is not envisaged that there will be a request to repay 
course fees etc.   

 
5.1.3 There will be no additional payments for subsistence or travel. 

 
 5.1.4 It will not be possible for the BSO to fund the costs of production of 
 Dissertation for a Masters degree. 
 
 
 
 
 

5.2  Membership of Professional Bodies  
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Membership fees for Professional Bodies (of which membership is imperative 
to complete the course) shall be granted for the duration of the course only. 
They will also be reimbursed at a rate of 75%, with the employee paying 25% 
of the cost of membership fees. 

 
5.3 Time Off/Special Leave 

 
Time off should not exceed the equivalent of one whole working day per week 
during the period of the course of instruction.  Paid leave will be given to 
attend summer school related to Open University courses conditional upon 
the course of study being work related. Where leave is granted as block 
release it should not exceed 65 days in any leave year. 

 
 Officers will be granted a half-day’s leave on the day of the examination  

whether the time is outside working hours or not. A day’s leave will also be  
granted per examination for study purposes. 

 
The requesting officer’s Director should forward all requests for full-time 
courses of study and research secondments to the Director of Human 
Resources. 

 
 5.4 Resits 
 
 In the event of a member of staff needing to resit an examination, a half-day’s  

leave on the day of the examination will be granted. There will be no 
reimbursement for the exam fees and no study leave for resits. 

 
6. Monitoring Arrangements 
 
 Application of the Policy will be monitored to ensure adherence to the  

principle of Equality of Opportunity. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


