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Adult Learning Resource Team Courses

Instructions for Completing Application form

How To Apply:

1. Courses commissioned by our team tend to be popular and can quickly become over subscribed. For this reason courses generally offer more than one date at a number of venues. We will endeavour to allocate applicants their first choice of date and venue. If this is not possible we automatically allocate 2nd or possibly 3rd choices. This ensures that you will be offered a place on the course at the earliest possible time.

For this reason it is vital that applicants provide their 2nd and 3rd choice dates. This will prevent disappointment and forms being returned for re-submission.

Should ALL available courses be full then your application will be placed on a waiting list for the next available courses commissioned by ALRT.

2. Ensure all boxes are complete and in legible writing.

3. All application forms MUST be signed by your Line Manager and will not be accepted without this.  If the form is not signed by your manager it will be returned to you. 

4. Joining instructions and all course correspondence will be sent to you via the e-mail system. Should you not have an e-mail account then these details will be sent to you via your line manager (for this reason your line manager’s name must be clearly printed as well as signed on the form).

5. Each application should only apply to one course

Send completed application forms to the Adult Learning Resource Team at Brenchley House – BH2, Week Street, Maidstone, Kent, ME14 1RF.  (Fax No. 01622 696359). E:Mail Adult Services Learning Resource Team – ASD or learningresourceteam@kent.gov.uk.
PLEASE NOTE:  Courses can become heavily oversubscribed and late applicants are often unable to be allocated a place.  To ensure your place on a course please book as early as possible.

Late Applications

If applicants are applying near to the course date (within 4 weeks), it is advisable to telephone to check if there are any places available. 

If You Can No Longer Attend

Applicants who have made bookings and no longer wish to attend the course are asked to e-mail Adult Services Learning Resource Team as soon as possible as we may be able to offer this place to late applicants.  You will be asked to provide a reason for your cancellation, and a record will be kept on the course file.   Please note that ALL non attendance of a course will be followed up with your Line Manager once joining instructions have been issued.

And Finally…….

Proper steps for applying should be taken. Please do not just turn up for a course as we need to keep to a maximum number due to Health & Safety regulations, catering, seating arrangements etc.  If you have not followed the correct procedure for applying you will not be allowed to remain and your training records cannot be updated.
We also suggest that you make a copy of your application form before sending it to us so that you have a copy for your records.  We accept a faxed form, so you can keep the original as your copy for your file.

Please contact us if you do not receive any confirmation letter of your place on the course 10 days prior to the start date.
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INTERNAL TRAINING APPLICATION FORM 
	Please read “How to apply” notes BEFORE completing this form

	Course Details

(See Point 1 on How to Apply)
	Course Title:
	

	
	
	Date(s):
	Venue::

	
	1st choice
	
	

	
	2nd choice
	     
	     

	
	3rd choice 
	     
	     

	
	Please contact the ALRT Team if you have a problem accessing courses because of the locality of the venues offered

	Your 

Details
	Forename(s):
	
	Surname:
	

	
	Job Title: 
	

	
	Directorate:
	

	
	Department/Team:
	

	
	Full Work Address 

(incl. Post Code):
	

	
	Phone No/VPN:
	
	OAN No:
	     

	Please state your Personal Learning Objectives for this course
	*** This section MUST be completed ***




	All course correspondence will be sent via the e-mail system, where possible.

	Do you have access to the KCC e-mail System? 

If No, please provide an alternative full email contact address:
	 FORMDROPDOWN 

     

	In applying for this training, I agree to attend the whole course

Applicant Signature:         

	Special Requirements

	Dietary (Please indicate the seriousness of any allergies) (Only when lunch is provided)
	     

	Other (Please specify equipment, e.g. hearing-loop, wheel-chair access, etc)
	     

	Travel: Do you wish to receive a copy of the course attendance list to identify opportunities for sharing transport?
	 FORMDROPDOWN 


	Line Manager Details (Please Print)

This application form will not be accepted without full completion of this section

	Name:
	                                                                                                       

                                                                                              (See Point 4 – How to Apply)

	Job Title:
	     

	MANAGERS AGREEMENT

Have the Personal Learning Objectives of this applicant  been discussed with them?

Has their commitment to attending the entire course been agreed?                        
	 FORMDROPDOWN 

 FORMDROPDOWN 


	Managers Signature:         



Send completed application forms to: 

Kent County Council, Adult Services Learning Resource Team, 2nd floor, Brenchley House, Week Street, Maidstone, Kent, ME14 1RF.  Fax: 01622 696359   
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