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Procedure for Elected Members Wishing to Undertake Accredited Training Programmes


1.           INTRODUCTION

1.1. Accredited Training is training undertaken by an Elected Member which leads to the award of a recognised academic/vocational/professional qualification.  Courses are normally undertaken at college in the evenings, on a day release basis or through open learning.

1.2. Applications for financial assistance to attend Accredited Training programmes must be approved by Council in accordance with Section 10 of the Elected Member Learning & Development Policy. 
1.3 Financial support to undertake Accredited Training is entirely at the discretion of the Council and availability of funds. Accredited Training programmes will be resourced from an allocated Elected Member development budget, which will be reviewed annually in line with the estimates process.
1.4 For courses that last more than one academic year, applications must be made for each year of the course eg Approval to attend one year of a 3 year course does not automatically guarantee approval for other academic years.   

1.5 In submitting applications, Elected Members should be aware that Local Government Training Group (LGTG) funding for courses (where available) is limited. Funding is therefore not guaranteed and may not be in place at the commencement of a programme.
2.             FINANCIAL ASSISTANCE AVAILABLE
2.1 
Where applications for Accredited Training are supported the course fees 

will only be paid by Council upon receipt of a signed a loan agreement from the 

Member(s). The loan agreement will allow the Council to recover the fees from 

the Member(s), over the time period of the course by deducting an amount from 

the Councillor’s monthly allowance.  Upon successful completion of the course, 

the fees will be reimbursed to the Member(s) by Council.  
2.2             Financial Assistance may also include the following if recorded on the original 
Application for assistance (appendix 1) and verified by supporting documentation from the Learning Institution. 
· Registration with Examining Bodies where this is an essential requirement of the course 

· Exam Fees

· Tuition Fees & Accommodation Fees for compulsory residential study periods

·  Reading materials – where these are prescribed reading (Receipts must be provided in order for reimbursement to be made)
2.3
Financial Assistance will not include:

· Membership & Subscription Fees to Professional institutes

· Subsistence costs (ie. Meals).  These are payable by the Elected Member. 

· Travel Expenses incurred as a result of undertaking of study  (including Car parking).  These are payable by the Elected Member.

· Services required in connection with the course of study, for example, the cost of having an assignment typed.

3.             ELIGIBILITY FOR FINANCIAL SUPPORT THROUGH THE SCHEME

3.1            
Elected Members must have successfully completed any on- going courses of 

study and provided evidence of same, prior to submitting applications for 

assistance with new courses.  
4. PROCEDURE FOR APPLYING FOR SUPPORT 
4.1. Members seeking financial assistance should complete the Application Form at appendix 1.

4.2. Completed Application Forms should be returned to the Council’s Human Resources Department in order that the application can be considered at the relevant Council meeting.
4.3. Where an application for financial assistance has been approved by council to undertake a course,  Members must complete a loan agreement (Appendix 2) and return it to the Human Resources Department (allowing sufficient time prior to the closing date for applications for the course/programme.
4.4. Members must complete the application/registration form provided by the Learning Institution (refer to course information) 
4.5
Human Resources will make formal requests for LGTG funding on behalf of the Elected Member and will inform the Member of the outcome by detailing it on the loan Agreement. Funding for courses may be  limited and therefore not guaranteed.
4.6
Human Resources will forward Completed Loan Agreements to the Finance Department to enable the appropriate monthly deductions from allowances to commence.

5          ONCE APPROVAL HAS BEEN GIVEN
5.1
The Elected Member is expected to attend all Induction and Training days related to the course which is consistent with expectations from the Learning institution. 
5.2
Invoices for approved courses should be forwarded to Human Resources for                                                 processing and payment. 
5.3
Elected Members must forward a copy of their examination results to Human Resources as soon as these become available to enable course fees to be refunded.
5.4
If approval has been granted for assistance Elected Members must notify Human Resources immediately if they subsequently decide not to pursue the course of study.       
6.            RESULTS OF COURSES

6.1
If an Elected Member is required to re-sit (an) examination(s) (s)he will need to complete an application for financial assistance if they wish the cost to be met by Council. If approved (s)he will need to complete a separate loan agreement.

7.           CONDITIONS OF ASSISTANCE

7.1. In the event that an Elected Member does not for any reason, finish the course/successfully complete the programme, course fees will not be refunded.
7.2. Upon successful completion of the course fees paid by the Elected Member in relation to the course will be refunded in accordance with the loan agreement.
7.3
Financial assistance will be granted only on condition that the Elected Member          completes a binding loan agreement. 
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