	THOMAS TALLIS SCHOOL

Training and Development Application Form

Use this form to apply for ALL courses or training/development activities, whether they occur in or out of school time.

1. Fill in this side ensuring ALL sections are complete.  Discuss and get approval from your line manager(s).


2.
If an external course, you MUST make a provisional booking by telephone.



Attach completed booking form which will be sent off on your behalf if approval is given.

3.
Pass to the Professional Development Co-ordinator.

4.
You will be given an evaluation form the week the training is to take place.




	Name:  


	Faculty/

Support Staff Group:    
	Year Team:  

	Title of Course:   
(Please attach copy of course details and completed application form)











Place provisionally reserved?  YES/NO

	Organising Body:   

	


	Date of Application:  
	Cost of course:  

	Date of Course:  
	Cost of Supply (@ £185 per day):   

	Time of Course:  
	Total Cost:  

	Your Timetable Commitments:  
(including “released” time)  


	Reasons for undertaking training/development (objectives for learning and application):

(Refer to SIP/DIP where applicable)



	Personal Objectives:

(Indicate if these were identified in your PM Review)



	


All applicable signatures must be obtained before each form is submitted

	Faculty Head/

Support Line Manager:
	Year Head:

	


Please give to Professional Development Co-ordinator when completed to here.  Remember to attach course details

	Approved:
	Signature:
	
	If you are cancelling a course please tick below, circle whether you phoned the company and pass on to the Professional Development Co-ordinator.

Course cancelled

Company phoned?


ڤ

        Yes/No

	Resourced from:
	Date:
	
	

	INSET Ref.


	In Diary:
	
	

	
	
	
	


