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UNIVERSITY OF EXETER STAFF LEARNING AGREEMENT

Purpose:
The purpose of this learning agreement is to:
· Support the professional development of employees where this is in line with University strategies and develops skills relevant to their role and/or wider development within the organisation.
· Clarify expectations, commitments, and financial responsibilities related to the training/qualification.
· Ensure a mutual understanding of support provided and conditions under which repayment may be required.

Note: Time off for training can, in most instances, be agreed locally using this form.  Where a colleague or manager considers that a more formal request in line with the ‘Right to Request Training Time’ is needed then the relevant form and process must be followed: Right to Request Training Time 

This agreement is made between:
Employee:
Employee Full Name:
Employee number:
Job Title: 
Department: 

Contact Details:
Work email address: 
Personal email address:
Employer:
University of Exeter
Manager/Sponsor: 
Position: 
Contact Details:
Date of Agreement:

1. Qualification, Training Course or Programme Details
· Training course/programme/qualification title: 
· Provider:
· Qualification Body (if applicable): 
· Start Date: 
· Length of course: 
· Expected Completion Date: 


2.  How will this qualification/course/programme benefit the role/ University? (provide a summary - this should have already been discussed in detail prior to completing this form) 




3. Employee Commitments
The employee agrees to:
· Attend all scheduled training sessions and complete all assessments and coursework within the specifications and timelines of the course.
· Maintain satisfactory progress throughout the course.
· Inform their manager/sponsor of any issues affecting attendance or progress.
· Repay training costs where applicable in accordance with the University of Exeter Staff Learning Agreement Repayment Policy  (the Repayment Policy) (see the end of this document for details).

4. Employer Commitments
The University agrees to:
· Fund the course cost at the agreed % (Funding will not be relevant in all cases, the associated policy must be read in full if funding is given. Funding will not be provided for any additional costs such as resits other than in exceptional circumstances and where agreed in advance).
· Allow reasonable study time (subject to workload and manager approval).
· Provide mentoring or learning support where appropriate.
· Review progress through regular check-ins.
Note:  Although employees can request time off for training, the University does not have to agree to the employee being paid for the time spent training and/or any study/examination time. Any time off, whether paid or unpaid, must be discussed and agreed with the line manager in advance and recorded below. 


5. Breakdown of costs:  If funding is being provided by the University in whole or part then all parties MUST read the Repayment Policy and the repayment details summarised at the end of this document.  By signing this document the employee confirms their understanding and acceptance of the terms of the Repayment Policy, including their consent to deductions being made from their salary, including their final salary and/or any outstanding payments due to them.

Is funding being provided?  YES / NO

Detail which budget the funding will come from and any other financial information relating to the course:

· Total Cost:

· Breakdown of costs (eg. course fees, resources, travel, licences, accreditation, professional membership, exam fees etc):

· Detail which budget(s) funding will be paid from / who will pay for each part listed above?:



6. Time and Resource Support
· Study Time (set out details of any agreed paid or unpaid time off work for study, including how workload will be managed?): 

· Agree additional resources (set out details of any additional resources to be provided e.g. access to internal learning platforms and subject matter experts where available i.e. mentors):

7. Monitoring and Review
Regular progress reviews will be conducted:
· By: 
· Frequency:
These should be planned/scheduled at the start of the training. 


8. Repayment Provision
If the employee withdraws from the course or fails to complete it (without a valid reason such as serious illness), and or their employment terminates prior to, during or within 24 months of completion, they may be required to repay the full cost in line with the Repayment Policy.

9. Agreement Duration
This agreement is effective from the date it is signed by all parties (or from the date liability for costs (see clause 4.2 of the Repayment Policy) (the Costs) is incurred if funding is provided by the University) and remains in effect until 24 months from completion of the training course/programme/qualification unless superseded or terminated in writing.

10. Agreement
By signing below, all parties confirm they understand and agree to the terms of this Learning Agreement and appendix 1 below and the Repayment Policy, including their consent to deductions being made from their salary, including their final salary and/or any outstanding payments due to them.

Signed:
Employee Name: ___________________________
Signature: ____________________ Date: ___________

Head of Department / Manager / Sponsor: ___________________________
Signature: ____________________ Date: ___________
Comments:

HR Representative (if required*): ___________________________
Signature: ____________________ Date: ___________
Comments:

Deputy Pro Vice Chancellor or Divisional Director (if required*): ___________________________
Signature: ____________________ Date: ___________
Comments:



*confirmation should be sought through the HR Partner and manager whether higher level authorisation is required.  




Appendix 1
If funding is provided under Section 5 above ensure the following is read and understood:
1.  REPAYMENT OF TRAINING COSTS  

1.1 The University of Exeter has agreed to fund the [training/programme/qualification] for you detailed in this Learning Agreement. In consideration of this, you agree that if you do not commence or complete the training course/programme/qualification and/or your employment terminates after the University has incurred liability for the costs of you doing, so you will be liable to repay some or all of costs set out in clause 4 of the Repayment Policy. 

1.2 Except in the circumstances set out in Clause 5.1 of the Repayment Policy, you shall repay the University of Exeter as follows: 

1.2.1 if you do not commence or complete the course, and/or leave the University before commencing the course but after the University has incurred liability for the costs t, 100% of the Costs or such proportion of the costs that the University of Exeter cannot recover from the course provider shall be repaid; 

1.2.2 if you cease employment during the training course 100% of the Costs shall be repaid; 

1.2.3 if you cease employment within 12 months after completion of the training course, 75% of the Costs shall be repaid;

1.2.4 if you cease employment more than 12 months but no more than 24 months after completion of the training course, 50% of the Costs shall be repaid. Thereafter, no repayment shall be required. 

1.3 You agree to the University of Exeter deducting the sums under clause 1.2 above from your salary, including your final salary and/or any outstanding payments due to you.

1.4 You agree that in the event that there remains an outstanding balance following any deductions from your final salary, that you are responsible for the repayment of the outstanding balance within 3 months of your employment terminating.

1.5 You agree that if the University of Exeter at its sole discretion waives your obligation to repay the Costs, you will be solely responsible for any income or other tax payable as a result of the waiver and you shall indemnify the University of Exeter on a continuing basis in relation to any such tax.
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