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Guidance Notes for Completing Tutor Registration / Funding Form
Section 1

Personal Details and Qualifications

(This section should be completed if the tutor is not currently recorded on the database (Aqua) or to update information previously recorded.) 
Hampshire Learning maintains a database of all tutors delivering courses.  We use the information you provide here to update our database so that we hold current contact details and information about your qualifications and experience.
Hampshire Learning would like to promote our tutor database more widely so that we are able to link up tutors with organisations who are recruiting staff to deliver learning programmes.  Please indicate whether or not you would like your details to be shared in this way in section 1 of the form.  

Section 2
Reimbursement of Institute for Learning (IfL) membership fees

Hampshire Learning has agreed to reimburse tutors for their IfL membership fees for the current year.  If you have paid the IfL membership fee and wish to claim reimbursement, please complete this section.
Section 3
Claim for IfL Subsidy towards further training eg DTLLS or Specialist Qualification course costs

Staff undertaking further ITT training towards QTLS (eg part-time DTLLS, or Specialist Qualifications in the case of FLLN tutors) can currently access a subsidy towards course costs, through a scheme managed by the Institute for Learning.  The subsidy can only be claimed through the tutor’s main employer.  If you wish to claim this subsidy through Hampshire Learning please complete this section of the form.  You will need to be registered with the Institute for Learning with Hampshire County Council stated as your employer. 
Please note: Your course provider may agree to invoice Hampshire Learning for the amount equivalent to the IfL subsidy.  Alternatively, tutors may need to pay for their courses in full directly to the course provider first, and then claim the subsidy from Hampshire Learning by submitting a Training Expenses Claim Form to their Centre.  The tutor will need to provide evidence to Hampshire Learning that the fees for the course have been paid.  Once IfL has reimbursed Hampshire Learning, the subsidy will be reimbursed.  
For further details about eligibility criteria, refer to the IfL website.  

Section 4
Application for funding to undertake PTLLS or other CPD opportunities
Hampshire Learning tutors are encouraged to work towards qualified status by undertaking relevant qualifications.  Hampshire Learning offers PTLLS courses for staff across the county; details of which are published in the Staff Development Training Events Calendar and in the Initial Teacher Training Appendix on the Learning Zone.  Alternatively, tutors may apply to Hampshire Learning for assistance with PTLLS course tuition fees if they are taking the course externally.  Please discuss your training needs with your Centre Manager.
Staff applying for funding to undertake PTLLS award would be expected to be:
· employed by a Hampshire Learning funded provider to deliver Hampshire Learning course(s) within the current academic year 
· hold appropriate subject qualification(s) or have relevant experience

· be able to demonstrate functional skills (literacy, numeracy and ICT) to meet the requirements of the course 

Tutors will be supported by their Centre Manager and required to complete a Tutor Registration and Funding Form.  There is an expectation that all Hampshire Learning tutors join the Institute for Learning.
Hampshire Learning will also give consideration to staff  who do not meet these criteria: decisions will be at the discretion of the Quality Manager.
General Notes 

Data Protection

The information you provide in the Tutor Registration / Funding form will be used and shared by Hampshire Learning for the purposes of administration and processing any funding requests and, (with permission only), will be used for identifying tutors to fill vacancies across the provider network.
Reimbursement of Course Costs to Hampshire Learning

In cases where Hampshire Learning has agreed financial support for a tutor to attend external training and training costs have been met, the tutor agrees to reimburse Hampshire Learning for some or all of the training costs paid, in the following circumstances:

In the event that you fail to complete your course of study or give notice to terminate employment as an adult learning tutor for Hampshire County Council within 12 months of the date of completing the course, there will be a requirement for reimbursement of course fees as follows:

· Failure to complete course of study:  100 % of costs

· Giving notice to leave Hampshire County Council within 12 months of obtaining the qualification – 100% of costs

· Giving notice to leave Hampshire County Council within 18 months of obtaining the qualification – 50% of costs

Where an employee is retired on health grounds or made redundant, there will be no recovery of costs.  In other exceptional circumstances, consideration will be given to waiving, in part or in total, the provisions of the paragraphs above.

Submission of Tutor Registration and Funding Form:

Forms with relevant sections completed should be forwarded by email to hampshire.learning@hants.gov.uk.
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