

START HERE


Applicant discusses reasons for the visit with line manager, and Principal Officer (Learning Resources). See Note 1.








Applicant fills in form AH1 (Request to attend courses / conferences / seminars / meetings) and takes to line manager for approval & signature.





Notes





All correspondence should be directed to: Rosaleen Rentoul, Principal Officer (Learning Resources), Summerhill Centre, Stronsay Drive, Aberdeen AB15 6JA. Tel 346456.


Email: rrentoul@aberdeencity.gov.uk.





British Council application forms can be downloaded from: http://www.britishcouncil.org/learning.htm





Finance and ICT will contact the applicant to arrange appropriate travel, accommodation, and a subsistence float where necessary. Any underspend must be returned to Finance and ICT following the visit. Where funding from external sources (eg. British Council) is used, this funding is not likely to be paid until after completion of the visit. Any payments must be immediately forwarded to Aberdeen City Council (See Note 1 above) to cover the costs already incurred by the council.








Applicant applies for British Council funding using application form downloaded from British Council website. See Note 2.








Line manager gives reasons for declining.





Approved





Declined








Applicant awaits approval of funding from British Council.





Applicant completes “Application for staff to travel outwith the UK” form and “ACC travel application form”, and sends both to Principal Officer (Learning Resources). See Note 1.





Funding Approved





Funding Declined








Applicant seeks alternative sources of funding.





Yes








Alternative funding secured?





Applicant seeks advice from Principal Officer (Learning Resources). See Note 1.





No





Travel and subsistence claim form and evaluation form sent to applicant. Travel tickets booked by Finance & ICT and tickets sent to applicant. See Note 3.





Applicant makes contact with Principal Officer (Learning Resources) prior to visit to check that all necessary documentation is in place. See Note 1.








Applicant proceeds with visit.





On return applicant completes travel and subsistence claim form, evaluation form and (if applicable) British Council form to access funding. See Note 3. Send all forms to Principal Officer (Learning Resources). See Note 1.





Applicant submits a written report on the visit to Principal Officer (Learning Resources) for circulation and forwarding to British Council.





Applications to travel outwith the UK – Flowchart of Procedures








