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	The Application Form & Learning Contract  for Specialist Nursing Courses under the Sponsorship of Nursing/Midwifery Third Level Nursing Initiatives (HSE Circular 020/2014)

	This form has been developed to facilitate a discussion between an individual applying for support in pursuit of Formal Academic Study and their line manager.  It is envisaged that both the applicant and the line manager complete the form together and consider honestly, openly and realistically their joint responses to the questions.   Please refer to Appendix for guidelines on the completion of the form. 

	1.
Section One – Applicant background Information

	1.1 Surname:  
	1.2 First Name (s): 

	1.3 Employee Number:
	1.4 E-mail Address: 

	1.5 Work Address (include Department Name)

ABA Pin No 
	1.6 Address for Correspondence



	1.7 Work Tel No.  
	1.8 Home Tel No.  
1.9 Mobile No.:       _______________________________       

	1.10 Line Managers Name and Job Title: 
	

	1.11 Have you received funding to do a specialist    programme in the past 36 months?  
	YES __________                           NO___________

	

	2.
Section Two – Applicants Current Role Information

	2.1 Current Job Title: 
	

	2.2. Length of Time in Current Role:
	

            years


          months

	2.3  Consider the Key Objectives of the Current Role

· 
	

	3.
Section Three – Previous Qualifications

	3.1 Please List Previous Qualifications Obtained

	Qualification
	Subject (s)
	Conferring Body
	Date Obtained

	
	
	
	

	

	4.
Section Four – Details of Proposed Course of Study

	4.1 Course Title: 
	4.2 Qualification Obtainable:

	4.3 Conferring Institution: 



	4.4 Course Duration: 


     academic year (s)

	4.5 No. Weeks/Months Per Year:

	4.6 Course Start Date: 


	4.7 Course: FullTime ______ Part-Time________ Distance Education___________  On line Learning___________



	4.
Section Four – Details of Proposed Course of Study contd.

	4.7 What are the main objectives of the course?

· 
	4.8   List Course Modules
· 

	4.9 Course Fees
	 €


in total
	€ 


per year

	4.10 Consider Attendance Time Commitment ( Year One)  -  Outline Weekly Course Attendance Time 

	Day of the Week
	From (time)
	Until (time)

	
	
	

	4.11 Will there be a requirement for you to take time off work to attend lectures/seminars/clinical placement? 
	Yes
	
	No
	

	If yes, please give details:



	4.12 What alternative courses of study/ universities have you considered?



	4.13 Why have you decided to proceed with this course?




	5.
Section Five – Learning Contract

	5.1 How does this course integrate with a) your current role objectives and; b) your career aspirations, as outlined in section 2.3

	a) Current Role Objectives:



	b) Career Aspirations:



	5.2 How is it envisaged that learning from this course will be applied to the workplace in general?



	5.3 What contribution will this course make specifically to your immediate work area?


	5.4 Suggest how learning from this course may be applied to a specific service development/improvement initiative.


	5.5 What future role is it envisaged the applicant will take in the organisation after completing this course?



	5.6 Consider project work to be undertaken as part of this course (including Dissertations).  How are these to be linked with the organisation/service area?  Where possible, state proposed project titles and plans.



	6.
Section Six - Decision

	6.1 Is this application being supported and recommended by the line manager?
	Yes
	
	No
	

	6.2 If no, please state the reasons and alternative actions to be taken:



	6.3 If yes, please proceed to complete Section Seven


	 7.
Section Seven – Agreement on Recommended Support and Learning Contract

	We (the line manager and applicant) agree and propose the following.  We understand that the details below are proposed only and must be approved and signed off at a higher level by the Director of Nursing/Midwifery.

	7.1 Amount of Fees to be Paid in Year One:
	Euro €

	7.2 Method of Fees Payment:
	All at the beginning of the academic year 
	
	Other, please state:
	

	7.3 Agreed Study Leave

	Number of Days (Year One)
	Estimated Date to be taken (Month)

	7.4 Agreed Exam Leave





    

 per exam

	Note, if two or more exams fall on the same day, only one exam leave day will be allocated

	7.5 Agreed time off to attend course/seminars  (Please complete and tick one box only)

	Number of Days/Hours
	Every (e.g. week, month)

	The individual will be rostered so that they are not working these times (although will still work a full week)  

The individual will be given the time off to attend this course
	



	7.6 Agreed Learning Contract – Please tick and give details

	Dissertation/Project related to Service Area/Organisation
	



	Presentations to be made to the team/others
	



	Other, please state
	



	7.7 We agree to meet every



weeks to discuss progress, explore how learning can be further shared and discuss support required.


	 7.
Section Seven – Agreement on Recommended Support and Learning Contract contd

	

	7.8 Applicants Declaration

	I agree with the above. I agree that all material arising from the sponsored academic study will become the property of the HSE. Thesis and other research material will be placed on the Irish Health Repository “Lenus”.  I agree to submit my completed dissertation or thesis (Masters/PhD programmes) onto LENUS accessible at http;//www.lenus.ie/hse/. I understand that proposed leave entitlements (as outlined above) will be subject to staffing demands at the time.  I further agree that following completion of the programme I will remain in employment for a minimum period of 12 months or for the length of the academic course undertaken. If I leave the Health Service Executive within that timeframe I agree to  repay the amount of  fees paid for me in respect of this course and salary on a pro rata basis for full time programmes.
Signed:








Date:



	

	7.9 Line Managers Declaration

	I have held a discussion with                  


    about this application.  I fully support and recommend this application (based on the terms outlined above).
Signed:








Date:



	Line Manager Comments (optional)


	

	7.10 Director of Nursing/Midwifery Approval and Sign-Off

	I support this application.  Please issue a letter to applicant outlining the terms as indicated herein.

Signed:








Date:



	Director of Nursing/Midwifery Comments (optional)



Appendix 

Guidelines for Completion of the Learning Contract

Introduction

This form has been developed to facilitate a discussion between an individual applying for support in pursuit of Specialist Nursing Courses under the Sponsorship of Nursing/Midwifery Third Level Nursing Initiative and their line manager.  
Specialist Nursing Courses under the Sponsorship of Nursing/Midwifery Third Level Nursing Initiatives are outlined in the: HSE Circular 020/2014
The form will serve to fully explore the objectives of the course of study and to ensure that these are aligned with personal and organisational goals.  It is the aim of this process that careful consideration be given, by both manager and the individual, to the line of study and development path being embarked upon. 

From an individual point of view it is important that the undertaking is:

· appropriate – i.e. the most suitable course for you at this point in time;

· in line with  your  career aspirations (both immediate and long-term) and;

· demanding yet manageable (in terms of time commitment etc.)

In addition, from an organisational perspective, it is important that the undertaking:

· is in line with organisational objectives and;

· will satisfy a need/contribute to a service development.

It is envisaged therefore, that both the applicant and the line manager complete the form together and consider honestly, openly and realistically their joint responses to the questions. 

Please read the following guidelines carefully as you work through the form. 

Process

1 When an individual wants to apply for support in pursuit of a specialist nursing programme, they should arrange a meeting with their manager.

2 Prior to this meeting:

· The applicant should read and complete the form in draft.  This will initiate the necessary preparation for the meeting, e.g. exploration of pre-course study, alternative courses etc.

· The line manager should also prepare for the meeting by reading the form, collecting any background information necessary to provide adequate support and guidance to the individual during the meeting, e.g. pre-course activities available etc.

3 During the meeting the individual and the line manager should work through the form, discuss any issues, and agree together, responses to the questions.  A mutual agreement should be made as to whether or not the application should proceed to the next level.  If it is decided from the discussion that the application should not proceed, the line manager and the individual should discuss alternative (more appropriate) development activities.

4 If the application is to proceed to the next level, after the meeting the applicant should complete the form in full based on the discussion.  The form should be signed by the applicant and passed to the line manager.

5 The form should be signed by the line manager (stating that he/she has held a discussion with the individual about the application and that he/she fully supports this application) and subsequently passed on to the Director of Nursing for review and sign off.

6 The Director of Nursing assesses the application against service and organisational priorities. He/She approves or declines support for the application and informs the applicant of this decision.
7 The Director of Nursing sends all supported applications to the Nursing & Midwifery Planning & Development Unit for financial approval.
8 Each applicant and their Director of Nursing will receive a letter from the Nursing and Midwifery Planning & Development Unit confirming the approval to fund/non approval of funding for the application.
9 The applicant will forward a copy of the letter of approval to their HEI on registration. Please note: the NMPDU will only pay HEI fees of applicants in receipt of a letter of funding approval from NMPDU.
10 The relevant HEI will invoice the Nurse and Midwifery Planning & Development for the course fees.

11 The Nurse and Midwifery Planning & Development will pay course fees and annually audit the employer for details of the candidates’ progression through the programme i.e. Completed; In-process or Discontinued.
Application Process for Sponsorship of Nursing/Midwifery Third Level Nursing Initiatives
Step 1


Step 2     


Step 3

                                                                             


Step 4                                                              
                                                                                   




Step 5

                                                               

Step 6


**Please Note: The NMPDU will only pay HEI fees of applicants in receipt of a letter of funding approval.
The Role of the Applicant

· Choose a proposed course of study that is in line with the identified service needs of the department/organisation and your career development

· Investigate courses of study and ensure that the proposed course is the most appropriate one – document the reasons why this is so

· Arrange a meeting with your manager to discuss the application for support.  In advance of this meeting you should fill out the form in draft so that you have considered your responses to some of the questions;

· Accept and (if necessary) clarify the feedback and advice that your line manager may give you in relation to the application;

· Be adaptable – perhaps you need to do some preparation/a pre-course in advance of the proposed course?  Be open to such ideas;

· Commit to any course for which it is agreed you will receive support.  You should fully understand the commitment required and be prepared to maximise the benefit of this course to improve the patient care you deliver, for yourself and for the department/organisation.  This may involve sharing your learning with others in the team etc.

The Role of the Line Manager
· Ensure a meeting is held between you and the applicant in order to discuss the application;

· Prepare for this meeting by working through the form, considering what you would like to contribute and anticipating reactions;

· Offer advice and guidance to the applicant, considering both their best interests and the interests of the department/team;

· Come to an appropriate and realistic decision as to whether or not the application will be supported.  If it is not to be supported, the reasons should be clear and specific.  Alternative development actions should be agreed with the individual.

The Role of the Director of Nursing
· Assess the application to ensure that the outcomes of the programme meets identified service needs and HSE priorities.

· Finalise the commitment of the organisation to the applicant in relation to the supports available to them (flexibility with shift patterns/leave/other requirements).  
· Approve or decline application  on behalf of the organisation
· Inform applicant of outcome 

· Forward a copy of the approved application/learning contract to the Nursing and Midwifery Planning and Development Unit for funding approval

· Return the original learning contract to the applicant on receipt of funding approval. 

The Role of the Director of Nursing & Midwifery planning & development
· Assess the application against the eligibility criteria outlined in the circular and within financial resources available.

· Communicate with the Applicant and the Director of Nursing regarding the outcome of the application.
· Monitor uptake and audit completion of programmes
· Process payment of invoices as appropriate within the agreed timeframe. 

The Application Form & Learning Contract
The guidelines below aim to clarify certain aspects of the Learning Contract and to provide guidance on points for discussion while working through the form.

Section One

This section requests background information on the applicant.

Section Two

2.3 – Consider the key objectives of the current role

At this point the applicant’s current role should be discussed.  Job objectives at that point in time and in the immediate future should be agreed and documented.  Although it may be useful to refer to the job description for the position, job objectives recorded here may differ from those in an initial job description and should aim to reflect the current situation.

Section Three

3.1 – Previous Qualifications

Previous qualifications should be explored.  Particular attention should be given to qualifications obtained whilst in the Health Services.  

· Qualifications – e.g. Diploma, Degree, Masters

· Subject – e.g. English etc.

· Conferring Body – e.g., Trinity College Dublin

· Date Obtained – e.g., 1995

Section Four

4.2 – Qualification Obtainable

For example, Masters, Degree, Diploma, Certificate etc.

4.4 - Course Duration

Over how many academic years is the course run?

4.5 – Number of weeks / months per year

In any one academic year; for how many weeks or months does the course run?        If the duration of the course varies across the years, specify here, the number of weeks or months it will run for in year one.

4.7 – Main Objectives of the Course

At this point the objectives of the course should be explored.  The applicant should come to the meeting furnished with this information, having carried out the necessary preparation to demonstrate their genuine interest in and commitment to the course of study.

4.9 – Course Fees

Details of the total fees (for the completion of all academic years) and a breakdown of the fees per year should be outlined.

4.10 – Attendance Time Commitment

The time that the course is going to take (on a weekly basis) should be considered at this point.  Discussions should be held around how realistic and manageable it might be for the individual to commit to such time commitments.

· Day of the Week – it the course every Wednesday and Friday, every weekend?
· From (Time) – at what time does the course start?  (e.g., 3 p.m., 6 p.m.)

· Until (Time) – at what time does the course end?  (e.g., 6 p.m., 9 p.m.)

4.11 – Time Off to Attend Lectures/Seminars/clinical placement
If the time commitments (outlined in the previous section) will require time off from work, a discussion should be held around:

· how much time will be required off;

· how this will be managed – will the individual be rostered in such a way that will accommodate the study or will they be given the time off?

4.12 – What Alternative Courses Have Been Considered?

In this section, alternative courses of study or HEI s should be discussed.  It is not to say that an alternative course should be taken, rather the aim is that any eventual course of study be the most appropriate and effective for all concerned.  It is strongly recommended that alternative courses be investigated by the applicant prior to the meeting.  Information relating to such alternatives should be brought to the meeting.  The manager should also be in a position to offer advice and support in relation to alternative courses.

4.13– Why has the decision been taken to proceed with this course?

A discussion should be held as to why this course has been chosen (as opposed to the alternatives).  These reasons should be documented in this section.

Section Five
5.2 – How does the course integrate with current role objectives and career aspirations?

Having discussed the objectives and the appropriateness of the course, at this stage time should be given to considering how this course relates to the individual’s job objectives and in what way it is aligned to their career aspirations.  Consider:

· In what way the course will facilitate the achievement of current and future job objectives;

· In what way the course will facilitate the achievement of career aspirations.
Section Six

6.2 – If the application is not being supported, please state the reasons and alternative actions to be taken

If, following the discussion, the decision has been taken not to support and recommend the application; the reasons underlying this decision and any alternative actions should be stated here.  It is recommended that alternative development actions should be considered. 

Section Seven

This section outlines the agreed terms of support. 
7.2 – Method of Fees Payment

It should be stated here whether all fees are to be paid upfront or if only a percentage will be paid and the individual will be required to incur some cost initially (for example, until exams have been passed).   
7.3 – Agreed Study Leave

The study leave to be allocated in year one only should be estimated here.  The likely month(s) in which this might be taken should also be outlined.
7.6 – Agreed Learning Contract
How learning will be shared and applied to the workplace needs to be specified and agreed.  For example, does the individual undertake to:

· Give presentations to the team every X months and pass on some of new skills/learning;

· Complete their dissertation/projects on a topic that would be advantageous to the area and to present the findings to management and colleagues;

· Agree that all material arising from sponsored academic study will become the property of the HSE.  Thesis and other research material will be placed on the Irish Health Repository “Lenus”

·  Outline how the expansion of your nursing role following completion of the programme will support service delivery and development and quality patient outcomes.

· Outline how the development of specialist and advanced practice can support enhanced patient outcomes
Sign-Off

The final sections allow all parties to sign-off and declare their support of and agreement to the terms.

Applicant Signature 		


Line Manager Approval


DON Approval		


Year Course Funded





Incomplete: Date returned to applicant		





Applicant and Line Manager complete the application form together and it is validated by Line Manger and approved Director of Nursing.





Application is forwarded to the Director of NMPDU for approval for funding








Letter of agreement / refusal will be sent to the Applicant and Director of Nursing








The letter of agreement is used by the candidate as evidence of funding for the College/HEI. **








Invoices are forwarded by the College/HEI to the NMPDU within one month of  the applicant registering for the programme. All invoices must be presented  before  the end of that financial year.  








The NMPDU will pay the HEI’s  and conduct the annual audit of funded applications 
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