9 Steps to Apply for an Individual Training Grant

1. Decide on which course to apply for

· Read the document called ‘Routes to Qualifications through Training’
· Contact our recruitment officer for advice 020 8825 5946

· Consider your objectives as discussed in your appraisal

2. Find out which training providers are offering the course

· Read the document called ‘courses offered’ 

· This lists details of many trainers and information on some of the courses they offer

3. Ask the training provider to put your name down for the course

· You will need to give some details to the training provider

· Some training providers may have a waiting list

· Tell them that you are applying for funding from your Local Authority

4. Complete the Individual Training Grant application form

· Contact the training administrator if you need help with the form

5. Send form complete with signatures, addresses and costs to the training administrator

· It is essential that the entire form is completed

· Remember that the funding is capped at a maximum amount

6. You will then receive a contract which needs to be read and signed by both you and your manager (except childminders)

· Take note of the terms and conditions of funding

· The grant must be repaid if you decide not to do the course

7. Send the signed contract back to the training administrator

· Check that all your details are correct

· Remember to make a copy for you and your manager

8. Payment will be made to the childcare provider or childminder

· We will try to pay the grant as quickly as possible

· Sometimes there can be unforeseen delays

9. Payment must be made to the training provider within two weeks

· Remember to send proof of payment within two weeks

