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EMPLOYEE COURSE REQUEST FORM

	Name


	

	Date 


	

	Course Title


	

	Dates


	
	
	
	
	

	
	
	
	
	
	


	Authorised by
	

	Head of Department


	
	Date
	

	Operations Director


	
	Date
	


· Please note that any request has to authorised by both Head of Dept and Operations Director.

· Please forward this completed request to your Head of Dept. 

· Once your request has been recorded and authorised you will be informed about the outcome by your Head of Dept.

· Course requests will be treated in order of priority by date of request.

· The Operations Director will make the final decision over any dispute involving duplicated course requests.
	Course Feedback:




Office use only

Processed in personnel record by ______________________________ Date_______________

Request Accept (Y/N) 
Request Denied (Y/N) 
Copy Filed (Y/N)
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