BBSRC TRAINING REQUEST FORM

* All fields must be completed in order for any training requests to be approved by HR Services.
	Name of Employee 


	
	Position
	

	Name of Line Manager
	
	Position
	


	Name of Programme / Qualification


	

	Method of Study (e.g. distance, classroom etc)
	

	Study Time Required (if any)
	

	Training Provider 
	

	Start Date and Date of Completion
	

	Length of Programme
	

	Total cost of Programme 
	

	

PART ONE – To be completed by Job Holder  and discussed with Line Manager 



	Business Case (How will this programme benefit the individual, their line manager and the business?):

	

	What are you expecting to learn on this course (your objectives)?

	

	What preparation will you do before attending the course?

	

	What skills / knowledge will be developed as a result of attending this training?

	

	What will help you to apply the knowledge you gain to your area of work?

	

	The following fields are to be completed if the training is not a current offering on Oracle Learning Management.

	Do you require any assistance in attending the course, including access, language, reading, writing or other? 

If the answer is YES, please provide details below (If you would like to discuss this confidentially, please contact HR Services or e-mail: HR.Services@bbsrc.ac.uk):
	YES / NO

	

	Most full day courses include refreshments. Do you have any dietary requirements that need to be taken into consideration? If the answer is YES, please provide details below:
	YES / NO

	

	

	Signed (employee)*:


	
	Date:
	

	*By signing this form, you are agreeing to the terms and conditions laid out in the Training and Further Education Local Rules

	


PART TWO – To be completed by Line Manager




	Line Managers Supporting Comments:

	

	Signed (line manager):


	
	Date:
	

	


PART THREE – To be completed by Group Director




	Group Director Supporting Comments:

	

	Signed (Group Director):
	
	Date:
	

	PART FOUR – to be completed by HR Services



	Authorised By:


	
	Date:
	

	Notes:

	


Please return the form to HR Services (keep a copy for your own records) 
