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TRAINING EXPENSES CLAIM

STAFF CLAIMING EXPENSES ARE ADVISED TO READ THE COUNCIL’S ‘TERMS & CONDITIONS OF ASSISTANCE FOR TRAINING’ BEFORE COMPLETING THE FORM

PLEASE COMPLETE IN BLOCK CAPITALS

	Payroll No:     
Or NI number:      

	Post     
	Directorate

 FORMDROPDOWN 


	School / Establishment

     

	Surname:     
	Forename:     


	Course Name:     

	Course Organisers and Location

     


	Type of Course 
 FORMDROPDOWN 

	Training Category 

 FORMDROPDOWN 


	Period Covered by Claim

From:                                        To:     
No. of days:      


	Expenses


	Details of Claim


	Amount

(excl. VAT)

    £            P
	VAT amount
   £            P

	* Fees

Tuition, Exam, Registration, Exemption (see paragraph 3a of scheme)


	     

	     
	     
	     
	     

	* Text Books & Equipment (see paragraphs 3b and 3c of scheme)    
	     
	     
	     
	     
	     

	* Subsistence (see paragraph 3d of scheme)

	     
	     
	     
	     
	     

	Travelling – Public Transport

(see paragraph 3d of the scheme)


	Please give information required on separate sheet if necessary and attach receipts.  

Details of journeys (dates and fares):

     
	     
	     
	     
	     

	Travelling – Mileage 

(see paragraph 3d of the scheme)
	Details of journeys (dates and mileage from departure points to destination, number of passengers if applicable)

     
	No of Miles

     
	
	
	
	

	* Other Expenses (specify)

	     
	     
	     
	     
	     

	Total Claim
	
	
	
	

	Cost Centre       

	Internal Order (if applicable)       


      N.B If the relevant cost centre (and if applicable internal order) are not completed the form will not 
       be processed, and will be returned. This is likely to delay payment.
N.B If you are using your car to attend training you must ensure that your insurance covers you for  

       business use. This is a requirement.
N.B. VAT may not be applicable for certain expenses, the VAT will be shown on any receipts you have. The separation of the amounts should assist Oxfordshire County Council in reclaiming VAT which enables our resources to go further. You must attach a VAT fuel receipt to any claim for mileage but you do not need to record the VAT separately on this form.
I certify to the best of my knowledge the amounts claimed are necessarily made on Council business and were arranged so that a minimum of expense was incurred. 
Signed (employee)      


       Name (print)                                      Date      
  I certify that all calculations and amounts claimed have been checked for accuracy, are supported by receipts and are reasonable and legitimate.
Authorised (Manager)                                    (Print name)                                      Date       

I certify that payment for the above training expenses can be released.
Certified for payment      

       (Print name)                                       Date       
On completion please return to the school administrator.
TERMS & CONDITIONS OF ASSISTANCE

Financial assistance may be granted in accordance with the following conditions which, must therefore, be accepted by employees:

(a) where an employee, without good reason, fails to sit for an examination within a reasonable period, fails to submit work to agreed deadlines or fails to show satisfactory progress, facilities for training will be withdrawn and, at the discretion of the Line Manager and Deputy Director/Head of Service concerned, he/she will be required to repay at least 50%, and in an exceptional case up to 100% of the financial assistance granted.

(b) the continuance of facilities, whether for a second or succeeding stage of study, or for a second attempt at an examination, will be granted only if the Line Manager and Deputy Director/Head of Service concerned are satisfied of either the employee has passed the appropriate examination and has otherwise made satisfactory progress in his/her studies, or merits assistance to sit the examination again or to resubmit work for assessment.

(c) where an employee discontinues the course of study, without the prior approval of the Line Manager and Deputy Director/Head of Service concerned, facilities will be withdrawn and he/she may be required to repay some or all of the study costs granted to him/her.

 (d) where facilities are granted under this scheme to acquire a recognised qualification, an employee will be expected to remain in the service of the Council for a period of two years from the date on which the qualification is obtained, always provided there is available to him/her a post requiring the qualification which he/she has secured.  Employees seconded to full-time and sandwich courses will be expected to sign a formal undertaking to this effect before approval to undertake the course is given

(e) where an employee has been granted facilities under this Scheme and leaves Local Government employment within two years of completing the qualification he/she will be required to repay some or all of the study costs.  The costs reclaimed will be proportionate to the amount of service given to the Council since the date of qualification.

(f) where repayment of financial assistance is required, this shall not include salary paid in respect of time spent at approved courses of study.

For more detailed information please refer to the full Terms & Conditions for staff undertaking a course of study/professional qualifications.
Revised June 2013 (Amended July 2015)
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