People Development
Procedures on Charges for Failure to Attend Training Courses

Effective from 01°t October 2023
1. Introduction

TU Dublin has always placed a huge value on staff and the contribution they make to the achievement of the
strategic objectives. Over the years the training and development of staff has been a priority for the University and
has been recognised as supporting the achievement of our strategic goals. People Development initiatives include
fee support, fee waiver, and the provision of training and development courses. All of these involve a significant
investment in terms of time, resources and money.

People Development has worked closely with management and staff to identify training and development needs and
to develop appropriate training and development courses and workshops. The Annual Programme of Courses and
Workshops is informed by these consultations and through annual staff training and development surveys.

TU Dublin has a legal requirement to provide training for staff in certain areas, e.g. GDPR, Child Protection, Health &
Safety, etc. In addition, access to most of the University’s IT Systems can only be granted upon completion of the
required training. There is considerable investment each year in providing appropriate training on a regular basis to
accommodate staff in meeting their responsibilities. Some training may be taken online. The practical training
sessions are more costly in terms of administration and training.

Staff also have responsibility to participate in the training and development activities agreed through PMDS. Failure
to comply with these responsibilities results in a waste of time and resources. Consequently, these Procedures have
been adopted as a measure to ensure compliance.

2. Charges
If a staff member is unable to attend training, they must give at least 2 working days notice. In the event of late

cancellation or no show, the following amounts will be charged to the local School/Department budgets of the
relevant staff members. The Charges will be applied on a quarterly basis.

Reason for Charge Charge €

1. No Show Fee — a place has been reserved for a staff €300
member and they fail to attend

2. Same Day Cancellation Fee — a staff member cancels their | €200
place with less than 24 hours notice

3. Late Cancellation Fee — a staff member cancels their place
with less than 2 working days notice €100

4. Bespoke Training Cancellation or Insufficient Number Fee | Cost of the Course requested
- if a manager has requested the scheduling of a
dedicated course and there is an insufficient number of
participants in attendance or the course has to be
cancelled

In exceptional circumstances, e.g. bereavement, medical emergency, etc charges may be waived upon receipt of the
relevant line manager’s written approval.
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