Children and Young People’s Workforce Development

Course Funding Application Form

All requests for funding should be submitted to Susan Broadbridge  Workforce Planning and Development, Children and Young People’s Directorate, Kerrison Conference & Training Centre Thorndon, Nr Eye Suffolk Ip1 3QU email: Susan.broadbridge@socserv.suffolkcc.gov.uk
Section A 
About You. 

	Name:
	

	Contact Number
	

	Base
	

	Job Title
	

	Team:

	

	Which AD/Director does you team report to?
	


Section B
About the Course/ Conference
	New courses
	Complete this column:
	Office use

	Name of the Course/ Conference
	
	

	Length of the course 


	
	

	Anticipated start date


	
	

	Course provider FULL NAME, ADDRESS, TELEPHONE NUMBER, AND EMAIL
Where not local – please explain.


	
	


	Element
	Cost

Complete this column: 
	Office Use: Amount agreed for funding

	Course fees
	
	

	Assessment fees
	
	

	Enrolment fees
	
	

	Books or other study support materials
	
	

	Other costs
	
	

	Total
	
	


Section C: what do you hope to achieve?

	Why do you want to take this course?



	

	How will (a) Suffolk County Council and (b) your current team benefit from your participation on this course?



	


Signature (applicant)………………………………………           Date……………………………….

Section D: Statement of Support

For Line Manager to complete:

Your manager should complete this section

1.
What practical support will you offer to the applicant?

 (e.g. time off, subsistence, travel, part funding of tuition fees etc)


2. 
Was the need to undertake this course, or develop the skills that this course helps meet, identified as part of the PDR?
YES/ NO

Any other comments


I have discussed the course for which  ……………………………………… is seeking funding and fully support their application.

Name (please print)…………………………………………………………………………………………..

Signature (line manager)   ……………………………………     Date ……………………………..

​​​​​​​​​​​​​​​​​​​​​​Notes:   Criteria for consideration of applications

Any CYP Directorate staff member may apply.

Priority will be given to:

(1)  Courses which support the development of management or team leading skills

(2)  Courses which directly relate to the enhancement of professional practice

Where there are a number of competing demands, decisions will be made on the basis on the criteria above and the business case (i.e. need) for the additional skills and knowledge such a development opportunity will bring.   If an application is unsuccessful it will be referred back to the individual and team manager with an explanation.

In general only the cost of tuition fees will be met from the central budget.  In exceptional circumstances we will consider funding other costs incurred but these would need to be clearly outlined. Travel and Subsistence expenses are to be met by the team. 
If the applicant fails to complete the course without good reason (see below), we reserve the right to request reimbursement from the endorsing manager’s budget.

Summary Notes from Development and Training Policy (for more detail – refer to Section E of the Code of Personnel Practice)

Identifying development and training needs

Managers should ensure that the purpose and outcome of the training are clear and that an employee's development is directly related to their role at work.

Managers and employees together should  consider:

· the knowledge, skills and aptitudes required of employees to be able to meet the needs of the job;

· the knowledge, skills and aptitudes the employee already possesses;

· the wider development needs of the employee;

· possible future developments for the post, the section or department including new legislation;

· whether the learning can be applied at the workplace

· how and at what intervals, the employee's progress will be reviewed.

An employee is responsible for ensuring that he/she  makes the most of the resources and opportunities provided. 

Repayment of Fees

The manager will not be required to repay in the following circumstances:

· Where the employee moves to another post within the local government service, 

· Where employment ceases under the Employment Stability Policy,

· Where an employee takes maternity leave and does not return to work,

· Where the employee is dismissed because of permanent ill-health/disability, or

· Where the employee does not pass the examination/assessment despite, in the opinion of the Director, a genuine effort to do so.

· Where the employee leaves the course for other reasons accepted by the Director.




























