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Please complete this form and return to you Line Manager as soon as possible.  If only requesting time out, part one can be copied and pasted into an email.

Part One:

	Name
	
	Employee No
	

	Email address
	
	Date of last appraisal
	

	Type of activity
	

	Provider
	

	Amount of time out needed
	

	Category of learning
	Essential?
	Enhancing?
	Evolving?

	Please give a short overview of the development need

	








	How will undertaking this activity meet that need?

	

	









Part Two:

Please complete where time off (and away from the workplace) is required to undertake the development activity

	Time required away from work (hours/days)
	


	Number of occasions
	

	Location of activity
	

	Is any change to working pattern required?
	






Part Three: 

Please complete where funding is required to support the activity; please ensure you have read and understood and are agreeing to the Funding  and Recovery of Costs section of the Support for Learning and Development Process (pages 9-11)

	Course/activity fees (including VAT where applicable)
	

	Additional costs e.g. exam, materials
	

	Total activity cost
	

	Travel
	

	Subsistence
	

	Accommodation
	

	Total expenses
	

	Signature of applicant
	
	Date
	

	
Name of authorised budget holder

	



	
Budget holder signature

	



	
Cost Centre
	



	
Date
	






If local budget is not available to cover the cost (or part of the cost) of the activity and central funding is being applied for, please forward the full form including the information below to ODlearning@wales.nhs.uk , following the timescales set out on page 11 of the Supporting Learning and Development process.


Part Four




Case for central funding

	Line manager name
	


	Contact details (telephone and email address)
	



	Date development discussed
	


	Please set out the case for central funding below, giving specific attention to:

· The benefit to the organisation, team and individual
· A summary of how this development activity will meet needs
· How far does it address risks/challenges as set out in your workforce plan
· Why funding cannot be secured locally
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	Signature:



	Date:
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	What was the development undertaken?

	








	How well did it go, and how do I feel about it?

	








	What have I learned?

	












	How will I use this learning in the future?
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