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UNIVERSITY OF EXETER REQUEST FOR TRAINING/DEVELOPMENT TIME and/or FUNDING
(If you are applying for time off under the Employment Rights Act 1996 then please use the associated form: https://www.exeter.ac.uk/staff/employment/leave/training/  )

PART A: PERSONAL DETAILS

	Title:
	

	First name:
	

	Surname:
	

	Job role:
	

	Faculty/Division:
	

	Department:
	

	Date joined University:
	


PART B: DETAILS OF TRAINING/DEVELOPMENT REQUESTED

Please provide details of the training you are requesting.

	Title or subject of development
	

	
	

	Where the development will take place
	

	
	

	When the development will take place (specify start/end dates, any time-off requirements)
	

	
	

	Who will provide the development
	

	
	

	Cost of the development and any additional costs (where finance is required or agreed a Learning Agreement must be completed)
	eg Course Fees; Travel to training sessions; Professional Membership; Examination Fees; Books and Materials etc.
Please state where it is hoped the funding will come from:


	
	

	What qualification (if any) will the development lead to:
	

	
	

	Justification for the request. How will the development improve your effectiveness in role, how does it relate to output, does it form part of wider career plans, does it support the performance of the University
	

	
	

	What development have you undertaken within the last 2 years.
	

	
	

	Time off requested? (delete as necessary)
	· Paid time off

· Unpaid time off

· A mix (please explain):



PART C: 

	Signature of employee
	
	Date


You should pass the completed form to your Manager or PDR Reviewer after which a meeting should be arranged to discuss the request further.
PART D: 

	Signature of employer: (the person signing must have the authority to authorise the development, time and funding being granted)
	
	Date


Comments: Please explain whether the request has been agreed fully or in part.  You should discuss and include in your comments any funding decisions, additional resource needs, considerations around workload, the wider team, needs of the role, University and individual. 
If funding or time has been granted a Learning Agreement must now be signed.
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