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Learning Activity and Authorisation Form
	

	PLEASE NOTE: This form must be fully completed (use one per course), signed by your manager and forwarded to the Learning & Development Dept. on the following e-mail address: DEL.booking@shropcom.nhs.uk - to be received at the latest 2 weeks before date of the course, to increase your chance of being allocated a place.

	· Hard copy  bookings cannot be accepted
	
	· Please ensure all sections are completed in full.

	

	(Please complete personal details in block capitals)
	Shropcom
	 FORMCHECKBOX 

	Other
	 FORMCHECKBOX 

	
	

	Course type:
	Click to select(
	 FORMDROPDOWN 

	Do you work:
	full time 
	 FORMCHECKBOX 

	part time
	 FORMCHECKBOX 

	voluntary
	 FORMCHECKBOX 


	Ext. Provider:
	     

 FORMTEXT 
     
	
	     

	Forenames:
	
	ESR Payroll No:
	     

	Surname:
	
	Mobile/Work no
	     

	Directorate:
	Click to select(
	
	Emrgncy Tel no:
	     

 FORMTEXT 
     

	Ethnicity: 
	Click to select(
	 FORMDROPDOWN 

	Job Title:
	     

	Disability:
	Click to select(
	 FORMDROPDOWN 

	Date of Birth:
	

	Work Base Name and Address:      

	E-mail Address: 
	( Be sure that the email address is correct and accessible to 

     pick up confirmations and joining instructions

	

	Title of Learning Activity/Award (as advertised)
	*Category 

Click to select (
	Start Date
	End Date
	Start Time
	End Time
	Venue

	     
	 FORMDROPDOWN 

	
	
	
	
	     

	Second choice of date for courses (if available)

	     
	 FORMDROPDOWN 

	     
	     
	     
	     
	     

	If you indicated Cat B, C or D and your service cannot fund this, your manager must complete the sponsorship section.

	

	Manager’s sponsorship of activity?       


	Was this learning activity identified as part of your KSF Appraisal?                Click to select (
	 FORMDROPDOWN 


	Please specify any special requirements that we should know about to enable you to attend this learning activity  e.g. Hearing Loop, Ground floor access. 

	Please negotiate all costs for training with your manager.  External funding for activity must be declared (see page 2).

Should you not complete your course/training you may be asked to repay all costs.  

Please tick here to indicate that you have read and understood the terms    FORMCHECKBOX 


	Manager Name:
	
	Date:
	     

	Manager’s email address:
	     
	Cost of Activity:
	     

	Manager Approved:
	 FORMDROPDOWN 

	Expenses:
	     

	Please note: Even courses with no cost require a finance code  (
	Finance code:
	     

	Manager’s approval denotes support for attendance, confirmation that the details within the form are correct and agreement to pay cost of activity or cancellation charges from indicated finance code.

	

	For Office Use Only

	Date:
	     
	Booked:
	 FORMDROPDOWN 

	Reserved:
	 FORMDROPDOWN 

	Booking No.
	     


Learning Activity Fees:

All learning activities, except those defined as Mandatory, have costs attached.  Amounts may vary from course to course.

	Staff directly employed by Shropshire Community Health NHS Trust
	Full Day 
= £15 

Half Day 
= £10 

	Procurement Hub, General Practices, Dental Services, Pharmacies and Optometry Services in Shropshire
	Full Day
= £30 

Half Day
= £20

	Shrewsbury & Telford Hospitals or any Acute Trust, employees of Social Services, residential and care/nursing homes and Hospices
	Full Day            = £50

Half Day           = £30

	NVQs for Independent Contractors 
	FREE

	CPD Opportunities for PCT employed Nurses and AHPs
	Funded if approved (please complete sponsorship section)


Booking Terms for Shropshire Community Health NHS Trust Staff

Priority will be given to employees who have been allocated places based on their service training plan.  Once a place has been booked please do not waste it by not attending or you will incur charges

Booking forms will not be accepted without the appropriate line manager’s approval and should be received no later than 2 weeks prior to the requested learning activity date.  Late bookings will be accepted subject to availability. Please telephone first.

Electronic confirmation of booking will be sent within 5 days after receipt of the booking form.  The Training & Development Team reserves the right to cancel any undersubscribed activity or to offer an alternative up to 7 days prior to the scheduled date.

The Training & Development Team reserve the right to increase or decrease the cost of the learning activity should costs for provision change.  In this case, service managers will be notified by us and they have the right to cancel places allocated on that session.

Lunch is not included unless otherwise stated in the Learning & Development Directory information on the website www.shropcom.nhs.uk


Cancellation Charges:

In order to make cost effective use of our training resources, please advise the Learning & Development Dept. know of any cancellations or changes as early as possible.  If a valid cancellation (at our discretion) is not received at least 10 working days before the commencement of the activity, charges will be incurred.  These will be invoiced to the Manager who authorised the booking form.  

Payment for learning activities:

If the learning activity you have booked is via an external agency i.e. Royal College of Nursing, you will need to ensure that the relevant invoice is passed directly to your manager to authorise for payment.    

*
Categories for establishing learning priorities: (More detail on each category available in the Learning and Development policy)


A – Mandatory Training


Learning opportunities associated with risk reduction and are most likely to be defined as ‘Mandatory Training’.


B – Role competency


Learning opportunities associated with risk equipping staff with the knowledge/skills/competencies required to carry out their current role.


C – Additional competency


Learning opportunities associated with equipping learners with the knowledge/skills/competencies that will enable them to move from their current sphere and scope of practice to more specialist or advanced activity.


D – Career development


Development activity allowing learners to progress their career.

Applicants with special needs are encouraged to contact the Learning & Development Dept. prior to booking.






