AGREEMENT RELATING TO THE REPAYMENT OF TRAINING COSTS
Name of Employee:




Department:

Training Course Title:

Cost of Course: 





Duration of Course:

Additional Costs (if applicable):  e.g. examination fees, expenses etc

Manager:

1.1  The Company has agreed to you attending the above course and to fund the cost/part of the cost of the course [which includes the additional costs referred to above] subject to your agreement to repay the whole or part of the cost in the following circumstances:

· If you voluntarily terminate your employment within [INSERT NUMBER] of years/months of completing the course or during the course or prior to commencement of the course if cost has been incurred.
· If your employment is terminated by reason of dismissal for [misconduct/unacceptable absence/unacceptable performance or] gross misconduct within [INSERT NUMBER] of years/months of completing the course or during the course or prior to commencement of the course if cost has been incurred.
· If you unreasonably fail to complete the course requirements, including but not limited to assessments, examinations and course work necessary for successful completion of the course, within a period of [INSERT NUMBER OF MONTHS/YEARS] from the intended completion date.
1.2 If you leave employment in the circumstances described in paragraph 1.1 repayment of the course costs** will be in line with the following schedule:

1.2.1 [100%] of the costs for leaving before or up to [6] months after the completion of the course or at anytime during the course.  If you leave before the course commences you will only be liable to make a repayment if the company has incurred a charge which they cannot recover.
1.2.2 [100%] of the costs if you fail to complete the course without reasonable grounds or within [INSERT NUMBER] years/month of the intended completion date.

1.2.3 [75%] of the costs for leaving between [6] months and [one year] after the completion of the course.

1.2.4 [50%] of the costs for leaving between [12] months and [18] months after the completion of the course.

1.2.5 [25%] of the costs for leaving between [18] and [24] months after the completion of the course.

1.3 If  your employment is terminated by the company in the following circumstances you will not be liable to repay any of the costs of the course:

1.3.1 In the event of redundancy [including voluntary redundancy]
1.3.2 In the event of dismissal for any other reason than misconduct/unacceptable absence/unacceptable performance.

1.3.3 [In the event of your resignation in response to a fundamental breach of your contract unless this is contested by the company.]
1.4 You also agree to the Company making a deduction from your salary including any final salary payments owed to you for the whole or part of the sum which is being recovered.

1.5 You agree to be solely responsible for any income or other tax payable in the event that the Company decides to waive your obligation to repay the course costs under this clause.  You further agree to indemnify the Company in relation to any such tax being payable.

*Signed  …………………………………………Date …………………………………………………………….
(Employee)

Signed……………………………………………Date ……………………………………………………………

(For the Company)

NOTE FOR EMPLOYERS (delete prior to issue)

* You must ensure that this form is signed prior to both the course commencing and any costs being incurred as this may affect your ability to recover any costs at a later date.

** You must also ensure that if you seek to invoke the terms of the agreement and recover any costs that are due that you do not draft this agreement with unreasonable timescales/payments; If the amount that you seek to recover does not represent a provable loss then such a clause would be considered a penalty clause and become unenforceable.  For example, insisting on full repayment 3 years after the course has been completed is likely to be unenforceable.  The sliding scale is aimed at reflecting the fact that the employer will have obtained more benefit from the employee who has been trained the longer that they stay with the organisation.  Similarly enforcing the terms unreasonably such as seeking repayment from an employee who has been dismissed for absence connected with a disability may be difficult to enforce or may amount to discrimination.
Since the apprenticeship levy was introduced on 6 April 2017  levy-paying employers who are accessing funds from the Government levy fund are prohibited from asking an apprentice to contribute to the training costs. It is unclear whether a levy-paying employer can recover the training costs if they provide additional top-up funding to their levy account or if a non levy-paying employer accessing Government funds is prohibited from recovering training costs in the same way. If you are use this agreement in either scenario you should take tax advice.

