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	EMPLOYEE DEVELOPMENT POLICY



INDEMNITY FORM

Recovery of Training Grants

This form should be used to detail the financial assistance provided by Aberdeen City in the support of the following individual.
Employee Information

	Employee Name:
	

	Job Title:
	

	Cluster:
	

	Payroll Number:
	


Details of training to be sponsored

	Type of Study:
	

	Course Title:
	

	Course Start Date:
	

	Course End Date:
	

	Financial Assistance Agreed:
	Amount:


Authorised by:

	Primary Source of Assessment:
	Exams/ Assessment/ Assignment/ Credit based/ Other (please specify)*


* Delete as applicable
 

Employee's Declaration:
I agree to repay2 the proportion3 of all financial assistance paid to me or on my behalf for the above named course of study if I leave the Council’s employment within one year of completing my course of study or fail to make satisfactory progress or withdraw from the course of study (unless there are extenuating circumstances which are supported by a Service Manager).

	Signed:
	Date:


1
For use only with externally accredited qualifications where financial support exceeds £500.

2
The amount of repayment may be deducted from salary.

3
In the event that an employee does not complete three years’ service with the Council, following course completion, he/she will be required to repay the Council the following sums:

· If leaving within one year of course completion – repayment of all training costs associated with that course.

· If leaving within two years of course completion – repayment of 50% of all training costs associated with that course.

· If leaving within three years of course completion – repayment of 25% of all training costs associated with that course.

‘The proportion’ being calculated on a monthly basis for a year after the course completion date, eg if you leave the Authority 

Two years after completion then 50% of the financial assistance has to be repaid (See section 7.4 for a full break down).

(Note: if the employee fails to make satisfactory progress or withdraws from the course of study (unless there are extenuating circumstances which are supported by a Service Manager) or leaves before the date of completion, the full amount paid out by the Council up to that point must be repaid.)
A new Indemnity Form must be completed for each full year of study/ course where financial assistance is provided
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