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To help you, some of the most frequently asked questions about the further qualifications are answered. These need to be read in the context of the full policy which can be found online at : 
www.canterbury.ac.uk/support/staff-development/
	Q
	Can I apply for funds for external qualifications?



	A
	Generally if you want to do a course which the University runs then you will be encouraged to do it here.  There is then no charge for this so long as you apply through the Staff Development Office

If you want to do a course which we do not offer, then you can apply to have your fees paid – this applies to category A and B applications only. Category C applications (see policy) will not be funded if it involves external fees.



	Q
	Why do I need to apply to the Staff Development Office for an internal course if there is no charge?



	A
	The University needs to keep a track of who is doing what and why so that:

· You do not get charged directly by Registry

· We can show to auditors that our system meets audit requirements

· We can demonstrate to external inspecting agencies who is doing what, where and why

· Principles of fairness, equity and quality are maintained


	Q
	How do I apply?



	   A


	Investigate your proposed course thoroughly first.  Then discuss it with, and secure the support of, your line manager.  It is advisable to apply for funding and your course place simultaneously.  Then obtain a “Funding Application for Further Qualification” form from our web site,  complete your part, obtain the signature of your line manager and return to us.  We will then send it on to the relevant Senior Management Team member – please do not send it direct yourself.


	Q


	How will I know if I have been successful?

	A
	Our funds are not endless, nor are places on courses!  Applications are reviewed to ensure they offer value for money, best use of staff time and have some benefit for all parties concerned.  Once the application has been reviewed by the relevant member of the Senior Management Team we will copy it to you with their comments.  If refused, we will explain why.

We will endeavour to do so within 2 weeks maximum of receiving the form.     




	Q


	What makes an application stand a better chance of being supported?

	A
	Like anything in life, it really helps if you are clear about WHAT you want to do, WHY and HOW.  Give as much information as you can about costs and potential benefits and encourage your line managers to do the same. It also helps if you have already discussed your plans and motivations at appraisal. 
Most queries we have relate to lack of clarity on these issues.




	Q


	If funds are limited, do I need to apply at a particular time?

	A
	No.  Generally, much of the budget is committed by September but applications are accepted all year round.




	Q


	I want to do something but am unclear what would be good for me or how I will manage the time.  Who can I talk to?



	A
	In general terms, a talk with your line manager may be helpful and appraisal is obviously a good place to start.  For more information and an independent view, the Staff Development Officers can help with getting a focus, courses available and managing the process.
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