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Conference and Training Care Fund
Authorisation Form

Version 1.1
Last amended: December 2024
		

Authorisation for Conference and Training Fund expenditure is required before a claim is submitted via UniCore. The employee requesting the funds should complete Section A of this form and submit it to their line manager to complete Section B, for authorisation. More information can be found in the Conference and Training Care Fund guidance.

Note: Authorisers must be independent of the employee and at an appropriate level of seniority given the grade of the employee. 


Section A: (all relevant sections to be completed by the employee)

	Employee Full Name 
	


	Employee Number (please include assignment number if you have multiple roles)
	

	School/ Department
	


	Date form submitted
	





	Name of conference or training event: 

	

	Date and duration of conference or training event:

	

	Location of conference or training event:

	

	Relationship to dependent:

	



Childcare Provision: (to be completed by the employee if claiming childcare costs)

	Name of registered care provider: 

	

	Care provider registered number:

	

	Details of normal care provision (if appropriate attach any further information or supporting documentation to this form)
	

	Details of additional care provision (i.e. hours of care service):


	

	Cost of additional care provision:


	




Dependent and Carer Travel and Accommodation: (to be completed by the employee if claiming dependent or carer travel and accommodation)

	Reason for taking dependent to conference or training event: 

	

	Reason for taking carer to conference or training event:

	

	Details and cost of travel required:

	

	Details and cost of accommodation required:

	



Declaration:
By signing this form, you are confirming the following:
· You will not incur additional incidental costs while attending work related training. This is defined as a training course or other activity which will impact or reinforce knowledge and skills to be used in your current work
· You are ‘at work’ at the time of the training or event and therefore not on leave (i.e. parental, sick leave). Note the exception to this is Keeping in Touch days or Shared Parental Leave in Touch days
· The care service is supplied by a registered provider
· A receipt of the payment will be provided
· Any childcare costs incurred will relate only to additional hours of care service provided outside of the normal care provision
· You understand that you are liable for paying tax on any travel and accommodation costs for dependents and carers


Signature: ……………………………………................................... Date: …………………………...


Section B (to be completed by the line manager)

Declaration:
By signing this form, you are confirming the following:
· You have discussed and agreed the need to attend the work-related conference or training event
· You have authorised the expenditure on care costs up to the limit shown above
· You have discussed this with your Head of School/ Department and have obtained their approval


Signature: ……………………………………................................... Date: …………………………...


	Authoriser Full Name 
	


	School/ Department
	


	Job Title
	


	Contact Email Address
	





Once completed and authorised please complete an expense claim form in UniCore and attach this form along with any supporting paperwork and receipts. 
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