

IPS Customised Training	
[bookmark: _Hlk82653031]Request Form
	
[bookmark: _Hlk82735500]COMPLETED FORMS ARE TO BE TRANSMITTED BY EMAIL TO: customisedtraining.ips@gov.mt

Before filling-in and submitting Customised Training Requests to IPS, please review the Binding Standards for Customised Training which this form forms part of. All requests are to be submitted by email by the Directors responsible for Human Resources and People Management and addressed to the Quality and Development Department, Institute for the Public Services.  Requests will be acknowledged and following an initial assessment of the request, IPS shall revert with its response and way forward. Incomplete or incorrectly compiled forms shall be rejected.

	1 – Customised Training Request submitted by:

	Ministry:
	

	Submitted by:
	
	Email:
	

	Job Title:
	Director (HR and People Management)
	Date:
	



	[bookmark: _Hlk70592755]2 – Details of Entity lodging the Customised Training Request

	Note: Requests are to be authorised by the Permanent Secretary or the entity’s head as applicable.

	Requesting Entity:
	

	Authorised by:
	
	Email:
	

	Job Title:
	Permanent Secretary
	Date:
	



	3 – Contact point for this request:

	Name
	
	Phone
	

	Job Title:
	
	Email:
	



	[bookmark: _Hlk82655783]4 – Type of course / programme being requested? Please refer to the Binding Standards for more details.

	Note: Please refer to the Binding Standards for a detailed explanation of the different types of customised training.

	Type A – Special sessions of existing IPS Prospectus courses or programmes:
	☐
	Type B – Adaptation of existing IPS Prospectus courses or programmes:
	☐
	Type C – Design and delivery of customised training to be provided to the requesting entity’s staff:
	☐
	Type D – Design and delivery of customised training to officers beyond the requesting client entity:
	☐


	[bookmark: _Hlk70598682]5 - Specify the general nature of the training request:

	Note: In the case of Type A requests, a significant case has to be made in accordance with the Binding Standards. Similarly, with regards to Type D requests, the requesting entity must secure the coordination and approval necessary for service-wide training as specified in the Binding Standards.

	



	6 – Specify the expected training outcomes from the requested training?

	





	7 – Training Request Checklist:

	a. What is the envisaged number of course participants?
	

	b. Please specify the profile of the course participants: What are the Eligibility Criteria to qualify for training?
	

	c. Is this a ‘one-off’ or recurrent training programme? (Please note that if the course is identified as being of a recurrent nature, this may be transitioned to be part of the scheduled IPS Prospectus).
	

	d. Is course participation mandatory for the identified personnel?  If yes, the identified personnel are to be informed accordingly.
	

	e. When is the training proposed to be held? (This is subject to the availability of IPS in terms of tutors, lead time to prepare course material, logistics, etc)
	

	f. Is there any specific preference for the requested training to be offered ‘in-person’ (classroom), virtually or on- demand (pre-recorded accessible online)?
	

	g. In case of ‘in person’ training, is the training to be provided at IPS or at entity’s training facility?
	

	h. Are the participants to be assessed by means of a form of test or assignment at the end of the training programme?
	



Note: As specified in Section 3.5 of the IPS Binding Standards for Customised Training Requests, IPS charges pre-established rates for customised training. 60% of such charges are payable upon completion of the course design to cover the charges for incurred costs. The amount is non-refundable in the case of cancellation of the training by the requesting entity. In the event the course would be cancelled by IPS, the full amount would be refunded.



FOR OFFICE USE


 8 – INITIAL ASSESSMENT BY IPS TRAINING QUALITY AND DEVELOPMENT SECTION

	Reviewed by:
	
	Date:
	

	Initial Assessment:
	

	Possible Issues:
	

	[bookmark: _Hlk82656406]Proposed Way Forward:
	



	9 – TO BE FILLED IN BY IPS PRINCIPAL FOLLOWING INITIAL ASSESSMENT:

	For Type A requests: Proceed with Scheduling:
	☐
	For Type B, C, D requests: Proceed with the development of training package with entity contact:
	☐
	Not approved as per instructions below:
	☐
	Decision pending as per instructions below:
	☐
	Principal’s Instructions:
	Date:
	

	






Page 2 of 2
image1.png
@ public service




image2.png
‘ Institute for the
Public Services




image3.png
@ public service




image4.png
‘ Institute for the
Public Services




