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	Training Request Form



Course type: (please tick)          Internal                      External                      Qualifying / External Standards

Course Title: ………………………………………Course Date: …………….Venue:…………………………..Course No:……………………………
Manager`s name:………………………………….Manager`s Email Address:……………………………….Telephone No:…………………………..
Organisation:………………………………………Full Workplace Address:………………………………………………………………………………
Manager’s Approval: I approve of this application and confirm that I am aware of the terms and conditions below

Manager’s Signature:………………………………………………………………...

Applicant`s details - What is your preferred method of contact concerning your application:        Email             Letter                  
Please specify any special requirements e.g. wheelchair access, dietary:…………………………………………………………………………….
	Payroll No.           
	Name
	Job Title
	Email
	Workplace

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Please state training objective/course content:……………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………………………………………..

State training need identified at individual/team/organisation level as reason for attending this course/seminar:…………………………………….
………………………………………………………………………………………………………………………………………………………………………..
	For External Courses Only
	 Please provide any supporting material you may have i.e. booking forms etc 

	Is the applicant willing to share information on a wider basis?
    Yes         No         Cost of course, if known:  …………………………………….

	Preferred mode of transport (please tick):   public transport          please state …………………own car           hire car            pool car      




	Accommodation required:    Yes          No             For which dates?......................................................................................................................

	Any special requirements ……………………………………………………………………………………………………………………………………….
Accommodation requirements and mode of transport must be agreed with the Training & Development Officer

	For Qualifying/External Standards   
	

	Qualification Title & Level (e.g.HNC, NVQ 2 etc):………………………………………………Date of Commencement: ……………………………….
Duration of study e.g. 2 years: …………………………………… Attendance   Day Release             Distance Learning           Other          

	Provider:…………………………………………… Address:…………………………………………………………………………………………………
Costs:  Course Fees:….………………………..Registration:…………………….Exams:………………..Membership:………………………………
Other:………………………………………………………………… Total :...………………………………………………………………………………..
Preferred  mode of transport (please tick):     public transport        Please state………………………..own car         hire car        pool car      

	For Training & Development Use Only
Training & Development Officer approval:  Yes         No       Signature:…………………………….......................... Date:……………………..
Please state reason for refusal:……………………………………………………………………………………………………………………………

Budget Code:…………………………………………………………………………………………………………………………………………………..



Data Protection Act 1998

1. Information provided by you will be held and automatically processed as data on a computer system. The Council will take all reasonable precautions to ensure its confidentiality and to comply with the principles contained in the Act.

2. In order to aid the prevention of fraud in the administration of public funds the information may be compared with other personal data held by the Council and may also be used for cross authority comparison purposes.
Learning. Training & Development,


HR, 2nd Floor, The Quays


Brunel Way, Britton Ferry


SA11 2GG


Tel: 01639 685271	Fax: 01639 686109





Terms and Conditions - Cancellation/Non attendance Fees - Private   & Voluntary Partner Organisations


COURSES FACILITATED BY NPT STAFF - £25:00 if cancelling two office working days or less before start date. 


COURSES FACILITATED BY EXTERNAL TRAINER - £30 or 50% of the course fee (whichever is greater) if cancelling three – five office working days before the start date./ £50 or 100% of the course fee (whichever is greater) if cancelling two office working days or less before the start date.


Replacement Fees – No Charge/Cancellation due to sickness – No Charge (Providing a copy of doctor’s paper is received.)





The Training & Development Team do not issue letters of rejection. So unless you receive a letter of confirmation, you will not have a place on the course you applied for.  We recognise the issues that this may cause and recommend that you contact us to check on the progress of your application.








Admin form 15b


