





External Coaching Request Form

Guidance
Please talk to your Manager/Director and HR Business Partner in the first instance regarding accessing an External Coach and complete Section 1 of the form below (the boxes will expand as you type), to support your request. 
[bookmark: _Int_FWvKM0md]You are welcome to select a coach/coaches that may suit your requirements from the approved catalogue. Most coaches offer free chemistry sessions so you may wish to explore this and liaise with coaches before committing to a specific coach.
Once you have decided on a coach, we would recommend completing Section 2 of the form to advise your department finance team of the necessary information regarding costs etc. They can then raise a PO and follow the financial process with the selected approved coach/company.

1. 	Details of Application
	Full name (staff member)
	

	Proposed Start date
	

	Approximate Budget required
	



Reason coaching is being requested
	[bookmark: _Hlk188260831]Please provide a summary of this in the free text box below. 

	













Intended outcomes of coaching
	Clearly state the outcomes that you are looking to achieve.

	










2. 	Approval Process
	1. Line manager/Budget Holder approval

	Line Manager and/or Budget Holder name
	

	Reviewed date
	

	Authorised
	YES/NO

	Agreed budget code:
	



	2. HR Business Partner approval

	HRBP name
	

	Reviewed date
	

	Authorised
	YES/NO

	Signature
	







3. Finance and Administration
	Coaching details to be completed by the staff member requesting coaching

	Coach Name
	

	Company Name
	

	Chemistry session completed
	YES/NO

	Number of coaching sessions agreed
	

	Duration of each session
	

	Agreed coaching session dates
	

	Cost per session
	

	Total cost (please specify VAT status)
	

	Any additional expenses
	




	Finance Details
The coaches within the catalogue are either self-employed or employed through small business and as such you will need to follow the process for engaging self-employed people.  

	IR35 process completed
	

	Contract created and issued to coach
	

	Contract returned date
	

	PO Raised
	


[bookmark: _Strategy_and_Policy][bookmark: _Developments]
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Department
Address Line 1
Address Line 2
  Address Line 3
Postcode

Email: 



Name
Address


Date: 

Dear , 
Coaching Provision for 
The University of Exeter is pleased to appoint your company to supply/deliver the above service as stated above.  The details of the appointment and training services to be provided are contained in the ISL Service Level Agreement, summarised in Schedules 1, 2 and 3 in this document and agreed by the signatories below. 
Schedule Number and Contents
1. Scope of Work and, or Specification of Service/s to be provided
2. Training Delivery Timetable including key milestones/KPIs
3. Payment Schedule & Purchase Order/s
4. Terms and Conditions of Contract 
5. Additional Terms and Conditions of Contract (where relevant to the project)
6. Supporting information about supplying to the University can be viewed here: 
Information for suppliers | Finance Services | University of Exeter

If you have any queries about the contents of this document please contact the sender, whose contact details are shown at the top right-hand side of this document.

Please read this document carefully, sign it at the foot of this page to confirm you accept items 1 – 5 inclusive as a correct description of the agreement between the University of Exeter and yourself and, or your company and return it to the address shown at the top right hand side of this document within 2 weeks of receiving this document.


	Signed by and on behalf of:
	Signed by and on behalf of:

	


	

	
	

	
	

	Date: 
	Date:



Schedule 1 - Scope of Work and, or Specification of Service/s to be provided
The supplier will provide coaching support to the named member of university staff to include:
One pre-coaching initial meeting to determine suitability to be supplied free of charge. The University will pay reasonable expenses for this meeting as outlined in Schedule 5 below.

xxx hours of one-to-one coaching support in total comprising:
Xxx sessions. 
Delivery style
Conducted in complete confidentiality
The University will pay reasonable expenses incurred to conduct the sessions as outlined in Schedule 5 below.
The TOTAL FEE for this coaching support will be: xxxxx

Schedule 2 – Training Delivery Timetable including key milestones/KPIs 
Date of initial meeting: PLEASE COMPLETE

Schedule for coaching sessions (please enter coaching period if exact dates are not yet agreed): 
PLEASE LIST SCHEDULED SESSIONS

Schedule 3 - Payment Schedule 
Payment for the coaching support will be made on the issuing of an invoice for services rendered, after satisfactory completion of the coaching support provision. 

“Satisfactory” means that the hours of coaching on a one-to-one basis were provided in confidence and at mutually agreeable times in a suitable location of the Coachee’s choosing.

Purchase Orders will be forwarded to you separately for each coaching session.  The Purchase Order number for this provision must be quoted on the invoice.

Schedule 4 – Terms and Conditions 
The terms and conditions of contract applicable to this agreement are as per the University’s terms and conditions for the purchase of services

Schedule 5 - Additional Terms and Conditions of Contract (where relevant to the project)
Fee - the charges to be paid to the supplier are as described in Schedule 3 – Payment Schedule and as stated on the purchase order issued by the University to the supplier.  The purchase order takes precedence in the event of a conflict between the two documents.

Disbursements
2.1 Travel to and from the training venue by the course trainer must be in line with the University’s Sustainable Travel Plan  (Travel | Sustainability | University of Exeter. Travel expenses will be paid in accordance with the University’s Expenses Policy (https://www.exeter.ac.uk/departments/finance/aboutus/policies/expenses/ (45p per mile for the first 100 miles, 25p per mile thereafter).  Only second-class rail travel will be reimbursed by the University on submission of ticket receipts attached to the supplier’s invoice.   
2.2 Overnight accommodation will be organized and paid for by the University.  
2.3 Hospitality [food & beverages] – reimbursement for the cost of food & beverages taken in the course of providing services to the University will only be paid in accordance with the University’s Expenses Policy. Reasonable subsistence can be claimed for an evening meal of up to £20 per night.  The University will not reimburse any claims for the purchase of alcohol.
2.4 All other expenses must be agreed with the University before they are incurred and stated on the University’s purchase order. 
Payment - the University of Exeter will aim to pay Consultants/Training Provider fees within 30 days of receiving their dated invoice, providing the invoice has been written and submitted in accordance with its invoice procedure and the course has been delivered by the supplier to the satisfaction of the University.  Please see, ‘Invoicing the University’: Information for suppliers | Finance Services | University of Exeter

Cancellation of Ordered Services/Materials – should the University cancel the delivery of services and, or materials by the supplier, the University will agree with the supplier the completion of work in hand and will pay:
Less than 2 weeks’ notice		100% of day rate fee is payable to consultant.
Between 2 and 4 weeks’ notice 		50%
More than 4 weeks’ notice 		0%
plus permitted disbursements incurred by the supplier prior to the date that written notice of the cancellation is given by the University to the supplier.  The University will aim to give 7 calendar days’ notice of cancellation.
Ending this agreement – in addition to the conditions stated in the Terms and Conditions of Contract supplied with this agreement either party may end this agreement by giving one month’s written notice to the other party of termination on a ‘no fault’ basis. 
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