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APPLICATION TO ATTEND A TRAINING COURSE


PLEASE SEE OVER FOR PROCEDURES ON APPLYING TO ATTEND A TRAINING COURSE
Important Notes:

· Applications for External Training Courses (Courses not Facilitated by DHF, DCIS or OCPE) should only be sent to your local Organisational or Clinical Learning Branch after the participant has attended. This information is then recorded in PIPS.

· If you are attending a DCIS or OCPE course you need to complete either a DCIS or OCPE Application Form.  
	TRAINING COURSE
	Please complete all details clearly

	Course Title:
	

	Time:
	
	Date(s)
	

	Course Venue:
	

	Course Provider:
	

	Course Cost:  $
	Work Unit to Cover Costs:      Yes / No                   (If Yes Work Unit to Arrange Payment)

	Prepayment by Work Unit Required:       Yes / No                                                  (If Yes Work Unit to Arrange Payment)

	Staff Reimbursement Required:              Yes / No                                      (If Yes Work Unit to Arrange Reimbursement)

	APPLICANT DETAILS
	Please complete all details clearly

	Last Name
	
	First Name
	

	AGS Number
	
	Fax Number
	

	Phone Work
	
	Phone Home
	

	E-mail Address
	

	Position Title
	
	Classification (eg AO5, N2)
	

	Section/Branch
	

	Work Location
	

	Do you have a Disability?   Yes / No
	If yes please state:

(This is to ensure suitability of venue only)

	Applicant’s Signature:
	Date:          /          /

	SUPERVISOR TO COMPLETE

	Name:
	Position:

	Work Location:
	Phone Number:

	Training need identified from Work Partnership Plan:   Yes / No

	Comments:



	Supported / Not Supported          Signature:
	Date:          /         /

	DELEGATED OFFICER as per HR & Financial Delegations

	Name:
	Position:

	Work Location:
	Phone Number:

	Cost Centre Code:   __ __ - __ __ __ __ - __ __ __ __ __ __           Tax Code:

	Approved / Not Approved          Signature:
	Date:          /         /

	ATTENDANCE CONFIRMED Non DHF Courses Only –  (Once signed forward to the Organisational or Clinical Learning Branch Darwin)

	Supervisor’s Signature
	Date:          /         /


PROCEDURES FOR APPLYING TO ATTEND A TRAINING COURSE
The following steps must be taken for:

DHF Courses:

1. Phone the relevant course contact as advised to confirm positions are available and book your place. 

2. Complete this ‘Application Form to Attend a Training Course (HE47)’ as instructed.

3. Forward a copy of your completed application form to the relevant contact by fax or post.

· If the employee cannot attend the training activity please advise the relevant provider as soon as possible.

Clinical Learning Branch Courses:

1.
Phone course bookings through to your local Clinical Learning Branch as per below. This will not be confirmed until a HE47 is received.

2. Within 5 days (M-F), fax a completed HE47 (signed by the CNM) to Clinical Learning, otherwise the booking will be removed & you will be notified of such or this information will be forward to the CNM.

3. To ensure that the form does not get misplaced, we have found it is better for the individual staff member to fax it through – not to pass this responsibility onto others.

4. HE47’s MUST be completed by all staff who are attending courses within Clinical Learning to ensure CNM’s are aware for rostering purposes.

5. It is preferred all bookings & HE47’s are received at least 2 weeks prior to the course, however if bookings are done within this period, a HE47 will need to be received on the same day when the phone booking is made.

OCPE or DCIS Courses: 

1. Phone the relevant contact as advised to confirm positions are available in the course and book your place. 

2. Complete a DCIS or OCPE ‘Application Form to Attend a Training Course’ including relevant delegate approval.

3. Forward a copy of your completed application form to the relevant contact as advised by fax or post.

External Courses (not DHF, DCIS or OCPE):

1. Book your place on the course as per provider’s instructions. 

2. Complete this ‘Application Form to Attend a Training Course’ including delegated approval from your supervisor & Branch Head.

3. If there are costs associated with the course the individual is to arrange payment by following the DHF Procurement & Purchasing Guidelines, located at http://internal.health.nt.gov.au/docs/pol_procurement Step-by-step guide.doc.
4. Send a copy of your HE47 for any Corporate Training to the Organisational Learning Branch Darwin and any Clinical Training to your local Clinical Learning Branch for PIPS data entry after your Manager has signed and confirmed your attendance at the training course.

Employees will have their training activity recorded on the Staff Development and Training Database in PIPS once they have attended the training course.

	CONTACT NUMBERS FOR CORPORATE & CLINICAL TRAINING

	Corporate (Organisational Learning)
	Clinical (Clinical Learning Branch)

	Darwin, Gove & Katherine

Phone:  892 27234 or
	Alice Springs & Tennant

Creek
	Darwin, Gove & Katherine

Phone:  892 28747
	Alice Springs & Tennant Creek

	892 27079 or 27387
	Phone:  896 24274
	Fax:  892 28010
	Phone:  895 17724

	Fax:  892 27277

2nd Floor Casuarina Plaza
	Fax:  896 24311

Tennant Creek Hospital
	Building 4, RDH Campus


	Fax:  895 17733

Liebig Building, ASH Campus


HE47








