LEARNING & DEVELOPMENT UNIT

INTERNAL TRAINING REQUEST FORM (Part 1)

Team Budget Cost Code: 

PERSONAL DETAILS 
Name of Applicant




Full work address: 


Job title:  





Contact Telephone No. 

Email Address:  

Team:






Division/Service Area:  HCL

Line Manager:



       
Date request submitted: 

Line Manager’s Signature:



 

(or authorised via line manager’s e-mail)

Please note: Your place on the requested course is NOT confirmed unless you have received written confirmation. 
If you have not received confirmation at least 3 days before the course date, please contact us on 01582-547744, as training providers are advised to refuse access to anyone whose place has not been confirmed in advance.

TRAINING EVENT DETAILS
Event Title:



Event Date:






 
REASONS FOR TRAINING REQUEST  (Please consider how attending this event will help to meet your learning & development needs, and improve your individual performance/service to internal and/or external customers 

…………………………………………..……

…………………………………………………………………………………………………

PLEASE GIVE SPECIFIC DETAILS OF ANY ACCESS TO TRAINING REQUIREMENTS YOU HAVE:

Physical Access (e.g. lift; ramped access)……None……………………………………………

Communication needs (e.g. interpreter; signing)………………………………………….

Dietary (e.g. vegetarian; food allergies)..……………………………………………………
Other  …………..……………………………………………………………………


This data will be held on the Council’s HR database, and will be used for monitoring purposes in line with Department of Health guidelines and the Data Protection Act 1998.


Please sign in the space below to confirm that you have read and understood this and that the information you have given is accurate.


     Applicant’s Signature:………………………………………………  














                Applicant’s Signature: …………………………………………..…………….…………….








Please send this form, fully completed to:  Learning & Development Unit, Ground Floor, Apex House, 30-34 Upper Greorge Street, Luton, LU1 2RD  Fax: 01582 547753

Email –  Learning&Development@luton.gov.uk (external). *LBC HCL Learning and Development (internal)

