Queen’s University Belfast


Guidelines on Staff Requests to Undertake Part-time Courses of Study

1. Introduction

This guidance applies to courses of study leading to a qualification which are undertaken on a part-time basis; and how requests for approval, financial assistance or support may be made by staff members and managed by their Faculty and School or Professional Services Directorate.

2. Principles

2.1	The University is committed to developing staff through appropriate learning and development, and empowering staff to take responsibility for their own development through a range of different resources and learning opportunities. This may include supporting staff who make a request to pursue an academic or professional qualification on a part-time basis.

2.2	It is recommended that the decision to make a request under these guidelines is taken as part of regular developmental discussions between an individual staff member and their line manager and may include input from a more Senior Manager (e.g. Head of School/Director).

2.3	Requests will be considered bearing in mind business needs and skills, knowledge or qualifications required.
  
[bookmark: page2]3	Eligibility and priority

3.1	The following aspects should be considered during the decision making process regarding financial assistance and time to undertake qualifications:

a) Whether the request is to meet a statutory need;
b) Staff should normally be employed for at least six months at the time of the request; (this is to ensure that appropriate time is given to complete an initial induction period, undertake appropriate mandatory and internal training and engage with the probation process before requesting funding or support for part-time courses of study).
c) Business need/relevance of the course of study linked to the role, individual objectives and benefit to both the individual and the department;

d) Budgetary constraints;
e) [bookmark: _Int_Dz6cjxIh]Impact on work, the team/department, or the ability to meet core commitments;
f) Ability to complete the course of study;
g) The timing of the request in relation to any planned changes.

4. Request for Approval

4.1 	The form accompanying these guidelines provides the opportunity for a staff member to request support, their line manager/senior manager to respond and to provide a record.

[bookmark: _Int_MM1iP8R5]4.2	Following considerations based on the points in paragraph 3.1, support may be provided at the discretion of the line manager and authorising manager(s) relating to budgetary approval. This may include:
· Supporting fees in full or in part;
· Accommodating time to attend courses of study and undertake exams.

4.3		Financial support will come from the budget of the School/Department (not a central fund) and therefore managers should be clear that budget is available for applications and can be authorised accordingly within their Faculty and School or Professional Services Directorate.

4.4	There should be consideration and discussion with the staff member about workload, time commitment, resources and impact on business/service provided. The individual must also consider their ability to meet the requirements of the course of study alongside work and other commitments, and its compatibility with their job-role.

4.5	It is the responsibility of the line manager and authorising manager(s) to ensure that requests are considered fairly and consistently within their area of responsibility.

5. Other Support

[bookmark: _Int_HIgzs1ZK][bookmark: page3]5.1	It is recommended that time to attend a course of study and undertake examinations would be accommodated when the course fee is being supported. This must be discussed and agreed in advance between the line manager and the staff member taking into account work commitments. It would be expected that leave would not be granted for courses of study not being supported by the University.

5.2	For part-time courses of study leading to a qualification, financial assistance via these guidelines, would normally be for course/tuition/exam fees only and not for any costs associated with the purchase of books, materials, travel or attendance at residential courses or professional fees.

[bookmark: _Int_hqhqeODQ]5.3	For courses of more than one-year duration, initial support indicates agreement in principle for subsequent year(s), subject to satisfactory progression. This should be reviewed each year until the completion of the part-time course of study. This is necessary as staff members may withdraw, or take gaps between periods of study. Also, departmental needs and budgets will need to be considered each year. It is the responsibility of the staff member to make the request each year, as required. 

Priority should be given to staff members who are continuing a course, having successfully completed the previous year.

[bookmark: _Int_5KHjBRsZ]5.4	Support will be provided for the first attempt only and if an exam/module/year has to be repeated, the staff member will be responsible for repeat costs.

5.5	Staff members should only receive support for one part-time course leading to a qualification in any year.

5.6 	Supporting departments may need to provide written confirmation to enable staff to enrol or provide information as to the level of financial support being provided as necessary for Student Enrolment and Finance.

[bookmark: _Int_wqIqpDY3]5.7 	Financial reimbursement will take place in accordance with Queen’s financial procedures. 

6. Learning Agreement/Repayment

[bookmark: _Int_DflmjsMn]6.1 	Making a financial contribution and support towards a course study represents a significant investment in employee development, therefore it is reasonable that Queen’s expects applicants to complete a course and share in some of benefit of the staff member undertaking a course of study. 

[bookmark: _Int_GNgSYfhb]6.2	Staff in receipt of financial assistance may be required to repay all or a proportion of funding received depending on the circumstances. Repayment will be required if he/she should:
· Leave the University voluntarily within one year of receiving funding
· Withdraw from a course without completing
· If there is abuse of support awarded (e.g. non-attendance) repayment in full may be sought.

The University reserves the right to seek repayment of funds received as follows:
· If they leave (voluntarily/resign) before completing a course of study, or within one year of completion, or withdraw from a course voluntarily without completing it whilst remaining in employment 
· a pro-rata amount of the most recent year’s financial assistance (e.g. leaving at 3 months – 75%, 6 months - 50%, 9 months – 25%).

6.5	Each case should be considered individually by the supporting department. Exceptional circumstances may be considered.

6.6	The rationale for this learner agreement/repayment arrangement is to ensure that the University may recover a reasonable proportion of its investment should this be considered appropriate. It is not intended that this aspect should act as a deterrent to employee development or to deter staff who may wish to leave employment.

7. [bookmark: page5]Other Issues

7.1 	In the first instance staff should investigate the most appropriate Queen’s (internal) course of study that meets their requirements. Other courses (external) may be supported if they are not offered by the University.

7.2	Staff who leave the employment of the University will be responsible for their own fees from the date their employment ceases.

[bookmark: _Int_OutwuV3z]7.3	Staff in receipt of an award or grant which covers the fees for a qualification should not apply for additional financial support. 

[bookmark: _Int_z0LUPrlM]7.4	For courses in Queen’s, staff should be aware of the Information for Staff who are Studying regarding financial information for studying. This would include fee payments and dates, withdrawal from courses and fee refunds as this is a complex area. Staff should be aware that a proportion of fees are committed to at the point of enrolment, withdrawal from a course will result in costs being incurred.

[bookmark: _Int_MpP8TX1N]7.5	Further queries in relation to these guidelines may be made to the relevant HR Business Partner or Learning and Development (Organisational Development) as appropriate.

8. Compliance and Review/Improvement

[bookmark: _Int_Y8Yy3o6E]8.1	Application of these guidelines should take cognisance of the Equality, and Diversity Policy. The University values and promotes equality and diversity and will seek to ensure that it treats all individuals fairly and with dignity and respect. It is opposed to all forms of unlawful and unfair discrimination. The University seeks to provide equality to all, irrespective of gender, including gender re-assignment; marital or civil partnership status; having or not having dependants; religious belief or political opinion; race (including colour, nationality, ethnic or national origins, including Irish Travellers); disability; sexual orientation and age. The policy applies to all applicants for employment, employees and those who work in the University and relates to decisions including access to training.

[bookmark: _Int_i5QBiXSi]	Click here to view a copy of the Equality, Diversity and Inclusion Policy. 

[bookmark: _Int_zykldQxE]8.2 	These guidelines have been screened out with mitigation as per the Equality Commission’s guidance on screening with no adverse impact with regard to equality of opportunity and/or good relations for people within the equality and good relations categories.

[bookmark: _Int_abFDPBpg]8.3 	A record of requests and outcomes should be retained by the relevant Faculty/Directorate/Department. The guidance and policies recommended by the Information Compliance Unit apply. Click here for further information. 

[bookmark: _Int_5MzU9XNZ][bookmark: _Int_917s1ijP]8.4 	Organisational Development will monitor and review these guidelines and how they are implemented, to ensure effectiveness and recommend improvements or amendments. This may include reviewing information on support provided via the guidelines, data on equality grounds and feedback from HRBPs/line managers and staff through appropriate mechanisms. 








Queen’s University Belfast

PART-TIME COURSES OF STUDY
REQUEST FOR SUPPORT 

NOTE:	Applicants must read the Guidelines on Staff Requests to Undertake Part-time Courses of Study prior to completing the form.

APPLICANT DETAILS

Surname:			First name:		
	
Staff No:			Staff Category:  	

School/Directorate/Department:  	

Location/Address:  	

Tel Extension:			E-mail:		

Job Title:		


COURSE DETAILS & SUPPORT REQUESTED

Title:		

Provider (e.g. Queen’s University Belfast, Belfast Metropolitan College): 	

[bookmark: _Int_mocWvjNJ][bookmark: _GoBack]State academic/financial year (e.g. 2019/20) and the cost: ……………………………………………………...
Please note that it is important for this figure to be accurate as this may impact any funding allocated. 

Anticipated remaining cost of course for future years: 		Course start date: 

Overall duration of course (e.g. 3 years):		This year of study (e.g. 2nd year):

[bookmark: _Int_Bk00pS6a][bookmark: _Int_zzb3g3gn]Is this the final year of your course? YES/NO: (delete as appropriate)
	
	[bookmark: _Int_M7Laoc9L]Please provide a statement outlining what financial or other support you are requesting, the business need/relevance of the study linked to the role, the benefit to you and the department and any other relevant supporting information (continue to a separate page if necessary).





· This application has been completed following discussion with the relevant Line Manager/Head of Area. 
· Attendance and all requirements of the course have been discussed and taking workload commitments into account.
· I understand the Guidelines on Staff Requests to Undertake Part-time Courses of Study will apply.

Applicant Signature:		Date:		
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RESPONSE (Line Manager/Head of Area or nominee)

NOTE:	Managers must read the Guidelines on Staff Requests to Undertake Part-time Courses of Study prior to completing the form.

[bookmark: _Int_jUE931ML]Following considerations based on the criteria in the guidelines, support may be provided at the discretion of the line manager and authorising manager(s) relating to budgetary approval. This may include:
· Supporting fees in full or in part;
· Accommodating time to attend courses of study and undertake exams.

Financial support will come from the budget of the School/Department (not a central fund) and therefore managers should be clear that budget is available for applications and can be authorised accordingly within their Faculty/School or Professional Services Directorate.

	[bookmark: _Int_QclUYNr8]Please summarise what financial or other support you are agreeing or approving. If you are not approving or authorising this request indicate the reasons below.















Line Manager

Surname:			First name:		

Job Title:    ………………………………………………………

Signature:			Date:		


Head of Area (or nominee)

Surname:			First name:		

Job Title:    ………………………………………………………

Signature:			Date:		

Copy of form to be retained by the Faculty/School or Professional Services Directorate for future reference, monitoring or review.
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