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Leeds University Union

Training/Development Request Form

About this form

Please complete this form in full and return it to the HR & Administration Manager.  You should discuss your training & development needs and this form in particular, with your line manager.  If you have any further questions, please contact the Administration Manager.

About you and the training you are requesting

Your name: 

Your department:

Date of request:

Title of course/event:

Internal / External Event: 

Organisation:

Date of Course/Event:

Details of Cost/Expenses (inc. travel/subsistence):

Details of training/development (please provide as much information as possible about the training that you are requesting, including the duration of the training, the training provider, any qualifications that you would receive, the cost of the training and any time off work that you are requesting).  Please also attach any course documentation that you have received.

For you and your line manager to complete

Training discussed on (date): 

Statement (to be discussed by staff member and line manager) about the relevance/usefulness of the training, in respect to the staff member’s job and the department’s plan. Please also include thoughts on: 
*What do you think you will do differently in your role as a result of this training? 

*How exactly will each element of this course help you to do a better job? 
Evaluating Your Training / Learning 

As part of evaluating your training / learning we will contact you in the future to assess how effective your attendance on this course has been. Please provide us with a date in the future where you feel you will be able to explain and demonstrate how attending this course has helped you to do a better job. 

Date……… 

Signature of line manager: …………………………… Name (printed): ……………………….

Signature of staff member: …………………………… Name (printed): ……………………….

For the Administration Manager to complete

Application: approved/amended/not approved

Total cost to the Union of the training: £………………….

Reason for decision: 

