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Professional Development Learning Agreement
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Introduction 
The purpose of this Agreement is to allow you to undertake agreed Learning and development which is of direct benefit to the Council and yourself, and which the Council is prepared to fund subject to your commitment to refunding the Council in the event of your employment terminating within a given period of time or if you do not complete the course/qualification as outlined in this Agreement.
Please replace all text within square brackets, such as [text], with the appropriate information. Text within round brackets (like this) should be left as is.
[bookmark: _Toc172621522][bookmark: _Toc175638420]Parties involved
This agreement is between [Employee’s Full Name] and [Signatory’s Full Name] on behalf of Lincolnshire County Council (LCC) or [school].
[bookmark: _Toc172621523]Course Details 
The course/qualification will be provided by [Name of Educational Establishment]. 
It will start on [Start Date] and is estimated to end on [End Date]. 
The total cost of the course/qualification is [Total Cost].
1. [bookmark: _Toc172621524][bookmark: _Toc175638421]Employee Consent for Sharing Progress Information
· 1.1 As the employee, I am okay with the Provider letting the Council know how I’m doing on my course or qualification. This can include things like how often I attend, my exam scores, how I’m progressing, and my coursework results.
· 1.2 The Council may request this information from time to time to ensure that I am following the terms of the Agreement and to monitor my progress. If I decide to stop allowing this at any time, I understand that the Council can end this Agreement straight away, as long as they let me know in writing.
2. [bookmark: _Toc172621525][bookmark: _Toc175638422]Employee Conduct
· 2.1 As an employee, I know that I am representing the County Council and will abide by its code of conduct. 
3. [bookmark: _Toc172621526][bookmark: _Toc175638423]Approval Process and Considerations
· 3.1 Approval isn’t solely based on past achievements or performance. Every request will be considered individually.
· 3.3 Approval and Communication: I understand that the request may need to be signed off by the head of service or others though I should speak to my manager in the first instance.
· 3.4 Approval Process The approval process should take no longer than 15 working days following acknowledgement of receipt by my line manager.
4. [bookmark: _Toc172621527][bookmark: _Toc175638424]Payment of Course/Qualification Fees
· 4.1 Payment Option: I will provide details for the fees to be paid directly to the course provider.
5. [bookmark: _Toc172621528][bookmark: _Toc175638425]Notification and Evaluation
· 5.1 Notification of Circumstances: If anything happens that might affect my ability to meet the course requirements, I will notify my manager as soon as possible. We will then sit down together to discuss the situation and assess how it might impact my ability to continue.
6. [bookmark: _Toc172621529][bookmark: _Toc175638426]Dispute resolution
· 6.1 Negotiation and Resolution of Disputes: Although there may not be specific policies directly related to this clause, our approach will be guided by the overarching principles of fairness and transparency.
7. [bookmark: _Toc172621530][bookmark: _Toc175638427]Acknowledgment of Employee's Agreement
· 7.1 Employee’s Agreement Acknowledgement: I understand that I asked for this Agreement because I want to keep learning and improving my skills.
· 7.2 Support from the Council: I am aware that the Council's role is solely to facilitate the provision of learning and development opportunities. I acknowledge that the Council is not imposing or coercing my participation.
8. [bookmark: _Toc172621531][bookmark: _Toc175638428]Commitment to Course/Qualification
· 8.1 My Responsibilities: I understand that as part of this Agreement, I am committed to actively engage in the course/qualification provided by the Council.  This includes, but is not limited to, attending all scheduled sessions, completing all assigned tasks, in a timely manner and within deadlines and demonstrating a proactive approach to learning.
· 8.2 Breach of Commitment: I understand that failure to fulfil these commitments may be considered a breach of this Agreement and may lead to actions as outlined in the “Recovery Process for Agreement Breaches” clause (10)
· 8.3 Support and Guidance: The Council will provide ongoing support and guidance throughout the duration of the course/qualification. This includes regular feedback sessions, performance reviews, and access to mentoring or coaching if required.
· 8.4 Safe and Conducive Environment: The Council is responsible for ensuring a safe and conducive learning environment that respects the rights and dignity of all individuals. 
· 8.5 Recognition of Achievement: Upon successful completion of the course/qualification, the Council will acknowledge the employee’s achievement and consider opportunities for career progression within the Council.
9. [bookmark: _Toc172621532][bookmark: _Toc175638429]Post-Qualification Employment Terms (if applicable)
· 9.1 Successful Completion: I commit to continue my employment with the Council for a minimum period of [months/years]. This period will start from the date I complete the course / qualification.
· 9.2 Staying in the Role: I understand that I might need to stay in a [particular role and/or a specific Director area] for a certain amount of [months/years] after I qualify. If I decide to change jobs within the Council before this time is up, I might have to pay back the money I received. But there might be exceptions if my new job needs the skills and knowledge I’ve gained. Whether I have to pay back the money or not will be up to the Council.
· 9.3 Decision Making: I acknowledge that this decision will be made at a senior level.
· [bookmark: _Hlk158789631]9.4 Consequences of Non-fulfilment: I understand that if I fail to fulfil this commitment, the overpayment recovery process conditions outlined in clause 10 of this Agreement will be applied.
10. [bookmark: _Toc172621533][bookmark: _Toc175638430]Understanding the Recovery Process for Agreement Breaches
This clause explains what happens if I, as an employee, don’t meet certain conditions related to a course or qualification that the Council has paid for.
Proportionality: The recovery of fees will be proportionate, based on a genuine pre-estimate of loss, and reasonable, taking various factors into account.
· 10.1 Qualification/Course Not Completed: I, the Employee, acknowledge and agree that I may have to repay the costs in full or a proportion of the costs if I fail to:
· 10.1.1 Failure to Obtain Certification: If I fail to achieve the qualification or complete the course satisfactorily, I shall repay such a proportion of the fees as the Council shall determine (acting reasonably). However, if there are provisions for resitting exams, the repayment may not be required until all attempts have been exhausted. A second attempt will be at the employee's own expense.
· 10.1.1A Progress Without Certification: If I don’t pass the course or qualification, but I’ve learned a lot and contributed positively to the Council, I might not have to repay the course fees. This is because my efforts and the potential benefits to the Council from my learning are valued. These benefits could be meeting the Council’s expectations through realistic improvements in my work. The Council will decide whether or not I need to repay the fees. This decision will be made within [XX months] of the last time I showed progress or reached a learning milestone, regardless of whether I’ve completed the course or qualification.
· 10.2 Repayment Amount: I understand the repayment amount will be calculated based on the conditions met in clause 10.1 as follows:
· 10.2.1 Full Repayment: If the conditions of clause 10.1.1 are met, I will need to repay 100% of the course cost.
· 10.2.2 No Repayment: If the conditions of clause 10.1.1A are met, the repayment clause may not be activated. This means I may not need to repay any of the course / qualification cost.
· 10.2.3 Councils Decision on Repayment: The decision to activate or waiver this clause will be made by the Council and will be made within [XX months] of the last demonstrated progress or learning milestone.
· 10.3 Employment with the Council ceases after completion of course: If I choose to resign voluntarily and not due to redundancy, I agree to the repayment schedule outlined below. This means that if I leave within 6 months of course completion, I will repay 100% of the costs. This repayment percentage decreases over time, becoming nil if I stay for more than 18 months after course completion.
	Time After Leaving
	Repayment

	Up to 6 months
	100%

	6 months - 9 months
	75%

	9 months - 12 months
	50%

	12 months - 18 months
	25%

	Over 18 months
	Nil



[bookmark: _Toc172621534][bookmark: _Toc175638431]Declaration
I have read, understand and accept the conditions set out in this Agreement. I acknowledge and agree that in the event of conditions in this clause (10), the Council will initiate the overpayment recovery process as outlined on their website.
	Employer signature
(e.g.: line manager; head of service)
	

	Date
	

	Employee signature
	


	Date
	



[bookmark: _Toc172621535][bookmark: _Toc175638432]Appendix One Agreement Progress & Repayment Status
This agreement, which outlines financial support and reimbursement to the Council as specified in Clause 10 (Recovery Process for Agreement Breaches), has progressed as follows:
· Active: The agreement is currently due to commence or in effect, and the employee is either still studying or working within the Council.
· Conditional Repayment: The employee has either left the Council, left their studies, or has not achieved the required grades, triggering the repayment clause(s).
· Fulfilled: The employee has successfully completed their studies with the required grades while staying in the Council.
· Completed: The financial support and/or reimbursement clauses have been fulfilled, and the agreement no longer needs to be in place.
	Status
	Date
	Signatures

	Active
	
	

	Conditional repayment/fulfilled (Delete as appropriate)
	
	

	Completed
	
	


[bookmark: _Toc172621536]

[bookmark: _Toc175638433]Appendix Two Document Storage
· Document Retention for employee: A copy of this signed Learner Agreement will be retained by the Employee.
· Document Storage for manager: To ensure accessibility and continuity, a copy of the agreement will be stored in a managers shared folder locally. This allows for regular review throughout the duration of the agreement and ensures that the document remains accessible even if a manager leaves or changes roles.
· Form Completion for HR Tracking: The individual signing this document on behalf of the Council is requested to complete a Microsoft form, accessible via https://forms.office.com/e/509EDmpbh7  or by the QR code below.  This form serves two primary purposes:
· Understanding Our Current State: By filling out this form, you contribute to our understanding of the current distribution of learner agreements within the Council. This data allows us to identify patterns or trends and ensure that these programmes are being utilised effectively.
· Informing Future Decisions: The insights gained from this data will be instrumental in our strategic planning and decision-making processes. It helps us ensure that our policies and practices continue to meet the needs of our employees.
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