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The Professional Qualification Scheme 
 

1 Introduction 
 

1.1 Every member of staff has a crucial role to play in enabling the council to 
make a difference - to make the borough an even better place to be, and to 
help meet the challenges faced not only within our local communities but 
within the public sector in general. To that effect, we have a People Strategy 
in place which aims “to have the right people, in the right job, with the right 
skills”.  
 

1.2 One of the methods we use to develop our staff is by offering a Professional 
Qualifications (PQ) Scheme where you can apply for support for a course of 
study that leads to a recognised professional qualification.  
 

1.3 As this type of training is usually expensive both financially and in time spent 
away from work, the council has clear procedures designed to ensure that the 
investment it makes adds maximum value. 
 

1.4 For all PQ applications, the development opportunity should clearly benefit the 
individual, their team and wider organisation, both now and in the future. PQs 
are classed as “essential” or “development”.  
 

1.5 Essential PQs are those that are required as part of your current role. Priority 
will be given to applications:  

 

 Where the PQ will directly assist in succession planning 

 From members of the Aspire talent development programme 

 That have a clear and measurable benefit to your current role and a direct 
impact on improving service delivery 

 That clearly benefits the team and the wider organisation. 
 
1.6 We appreciate that staff can be interested in training options that, although 

not essential to their current role, will still have benefits to the individual and 
the council. This is why we also offer development PQs. These PQs may 
involve a professional specialism or gaining a management qualification for 
example. 
 

1.7 The decision as to which courses approved and the type of support given will 
be depend on the benefits in each case and will not necessarily be financial. 

 
1.8 Support could include: 
 

 Part or full funding: the council could pay a proportion of the cost (a % 



Reviewed: February 2016 
Next review date: February 2017  

agreed with the applicant) or the whole cost of the course; 
 

 An interest-free loan: staff could take out an interest-free loan for full or 
part of the cost of their training. Staff can take a maximum loan of £10,000 
and will have up to 2 years to pay the loan back. Payments will start in the 
first full month after the course begins and be deducted from monthly pay 
by Payroll. Loans need to be paid back in full if you leave the council; 
 

 Paid time off to attend training: the development activity taking place 
during working hours; 
 

 Unpaid leave: if paid time off is not appropriate, staff could take unpaid 
leave. All requests for leave for training activities will be considered in 
relation to capacity and the impact on the team. Staff can take up to 30 
days unpaid leave per financial year without affecting their pension. If an 
individual wanted to take more time than this (e.g.: for day release for a 
year-long course), they should contact the pension fund directly to review 
the impact on their personal circumstances. 

 

 Or a mixture of any of the above. 
 
1.9 Direct financial support (course funding) is more likely to be approved for 

essential PQs. However, all applicants are asked to indicate what support 
they would accept.  

 

1.10 Please note in order to comply with revenue and customs rules, employees 
should not make any payments themselves; the council needs to raise the 
order for the training, receive an invoice made out to the council and pay the 
invoice.  

 

2 Applying for support 
 

2.1 The PQ application process runs annually. All completed applications should 
be submitted no later than 29 April 2016.  

 

2.2 The process is:  
 

 Discuss possible courses of study with your manager and your HR 
Business Partner. 

 

 Complete the on-line PQ application form (available via Sinbad - 
http://sinbad/whoswho/HR/Pages/Professional-Qualification-Application-
Form.aspx. When you submit the form it will be sent automatically to your 
line manager and then to your Head of Service for approval.  

 
If you work in the operations team and don’t have access to Sinbad you 
can fill in a paper copy of the form, copies of which will be available at 
Wade Road depot. Pass the form to your Line Manager for approval. They 
will then pass it to your Head of Service for approval before passing it to 
the HR team.  

http://sinbad/whoswho/HR/Pages/Professional-Qualification-Application-Form.aspx
http://sinbad/whoswho/HR/Pages/Professional-Qualification-Application-Form.aspx
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 Your PQ application will be reviewed by HR and Senior Management 
Group (SMG) as part of the annual consideration of training allocation in 
June each year. 

 
2.3 If approval has been granted for you to undertake the PQ, you will be sent an 

approval pack from the HR team.  This will include: 
 

 A confirmation letter to you  
 

 A copy of the scheme guidelines and policy 
  

 A letter to your respective college confirming what the council will be 
contributing for the stated period, if applicable. Colleges will not enrol you 
without this letter unless you pay in advance. 

 
3 Claiming PQ expenses 
 

3.1 All claims should be made on a PQ form (available on Sinbad or from HR) 
after “legitimate expenses” have been incurred. 

 

3.2 Legitimate expenses are those which have been authorised in advance on 
your PQ approval form and genuinely incurred.  The Inland Revenue Orders 
affecting taxable allowances state that only legitimate additional expenditure 
is non-taxable. This means that only expenses that are in excess of those 
normally incurred in coming to work may be reimbursed without taxation. If 
approved, travel, books, equipment and subsistence may be claimed using 
this form.  

 

3.3 Claims should be submitted at monthly intervals, quoting your approval 
reference number.  You should keep a photocopy for your own records. All 
claim forms must be signed by your line manager and then be sent to Payroll 
for payment.  

 

4 Enrolment registration and exam fees 
 
4.1 If the council has agreed to provide full or part funding for your course of 

study, these fees will normally be paid direct to the college or university. 
 

4.2 You should submit the letter to your college that is included with your approval 
pack at the time of your enrolment.   

 

4.3 Some colleges have their own sponsorship agreement forms which you must 
complete and return to them.  If your college requires that you complete one, 
it needs to be authorised by the HR team.   

 
 NB: You must not enrol until full approval has been gained. 
 
 
5 Travel 
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5.1 If funding is agreed for travel, only the cost in excess of what you incur on a 

normal journey to and from work can be claimed. 
 

5.2 Students must always use the cheapest means available from Basingstoke to 
their college and back. 

 

5.3 If public transport has been used, you must enclose the original receipts or 
tickets with the claim. 
 

5.4 If you have a lease car, or receive a cash alternative allowance, you should 
use it to travel to college, unless travelling to central London, and claim Lease 
Car mileage through the PQ scheme.  All other drivers should claim the 
Essential User Mileage Allowance.  

 

5.5 If you are travelling by train, you should obtain travel warrants through the 
Redfern travel system in advance of your journey.  

 

5.6 If other members of staff are travelling to the same venue, you are expected 
to car share and divide costs where this is practicable. 

 

5.7 If you wish the mileage to be recorded as business mileage for tax purposes, 
you must notify the Financial Services to that effect, or complete the relevant 
box on your normal monthly mileage claim form. However, you must still claim 
reimbursement of expenditure on a PQ form as stated above. 

 
6 Subsistence 
 
6.1 The approved college lunch allowance is currently £1.75. 
 

6.2 Students whose lectures extend beyond 6.00pm will be eligible to claim the 
tea allowance (currently £1.00). 

 
7 Books and Equipment 
 
7.1 The cost of books and equipment necessary for the course will be reimbursed 

provided that the costs fall within the estimate on your approval form and the 
claim is accompanied by receipts. 

 

7.2 With the exception of text books, all items of standard stationery such as 
paper, pens, folders etc should be obtained from the stationery cupboards 
maintained around the council offices.  Any other stationery that is not 
standard should be sought and paid for by the student. 

 
8 Study and Exam Leave 
 

8.1 If a student is being supported by the council on a course then study leave is 
normally granted on the basis of one half day per exam (up to a maximum of 
five days), plus the time necessary to take the exams.  
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8.2 It is important to remember that such leave is subject to the workload of the 
section and it is therefore essential to make arrangements with your manager 
well in advance.  

 

8.3 Many students are now studying through distance learning or on continuously 
assessed courses that require the production of major projects or 
assignments. Normally you will only be given time off for such assignments if 
you have requested it as part of the original PQ application and it has been 
approved at that time. 

 
8.4 When you receive notification of your results, you should take the originals to 

your line manager and HR.  
 
8.5 If you have failed all or part of the course, or have been referred on any 

modules or assignment you should inform HR and your Head of Service 
immediately.  

 

 

8.6 If you wish to re-sit, it will be necessary first to establish what went wrong and 
whether the council will be prepared to support any further attempts. Financial 
assistance is not normally granted for re-sits unless there are exceptional 
circumstances. If there are mitigating circumstances, the maximum usually 
provided is 50% of approved expenses. Financial assistance is not normally 
given for any subsequent attempts.  

 
9 Repayment of PQ assistance 
 
9.1 By signing the PQ Approval form you are agreeing to remain in the council’s 

employment for two years after ending your studies.  
 

9.2 If you fail to honour this undertaking, you will be required to repay all financial 
assistance granted towards the professional qualification on the following 
basis: 
 

 100% if you leave the employment of the council within one year 

 50% if you remain in the employment of the council for more than one year 
and less than eighteen months 

 25% if you remain in the employment of the council for more than eighteen 
months but less than two years.  

 
9.3 Any such repayments must be made on or before your last day of service. 

Please note that the council has the power to retain any monies due to you in 
part or full settlement of the sums owing. 

 

9.4 The council also has the discretion to withdraw further assistance and require 
you to refund all of the financial assistance you have received if, without good 
reason, you: 
 

 Fail to sit for an examination within a reasonable period 

 Fail to make satisfactory progress within a reasonable period (including 
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failing to pass an exam) 

 Fail to complete your course 

 Are absent from college without notification or good reason 

 Fail to maintain satisfactory performance at work 
 
9.5 To evidence that satisfactory progress is being made, your line manager is 

responsible for monitoring your progress. You will need to provide them and 
HR with your proof of attendance, exam results and any completion 
certificates. You may be contacted by HR at any time to provide extra 
evidence. 
 

9.6 Please remember that the HR team are available for help and advice with 
your course. If you encounter any problems, please do not struggle on alone 
as there are a vast pool of resources in terms of source material and expertise 
within the council to help you. 

 

 

 


