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Internal Training Course Instructions  
 
Please use the Request an Internal Training Course button if you wish to attend a 
course which has been organised by the HR team and is advertised on Sinbad. 
 
Click on the Request an Internal Training Course button which is on the HR Pro 
homepage. 
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 Choose the course you wish to attend from the available courses list 

 Complete the course category, for example, Core Skills 

 If the course has a cost against it you must complete the cost code for your team 

 You also need to complete objectives and expected benefits.  This information will 
appear on your evaluation after the training session. 

 Lastly complete whether the training was identified as part of your performance 
review 

 

 Once you have completed the form, please click on the submit button.  If you do not 
wish to submit the request at this time, click on the save for later button (the form will 
sit within your pending workflow steps area in HR Pro until it has been either 
submitted or cancelled).  If you do not want to proceed with the request, click on the 
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cancel button.  Please do not close the window by clicking on the X as this will keep 
the request in your pending workflow steps until either the submit or the cancel 
button has been selected. 

 
Once submitted, an email will be sent to your line manager requesting their approval.  
The email includes a hyperlink to the training approval form (see below).  Alternatively 
the line manager will be reminded of the outstanding pending workflow item each time 
they log in to HR Pro. 
 
The manager has the ability to update the cost code if incorrect before approving. 
 

 
 
 
 
If the training request is not authorised within 5 working days, it will be escalated 
to the next line manager in the hierarchy. 
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Evaluation – 4 Week 
 
Once you have completed your training session you will be sent an email requesting you 
to complete your training evaluation.  The hyperlink within the email will take you to the 
evaluation form (the form will remain in your pending workflow steps area until it has 
been completed and submitted).  Please complete the form as follows: 
 
The form brings through the objectives you said you wanted to gain from attending the 
event. 
 

 Please complete whether these were met 

 Then complete the radial buttons about course content etc.  These are 1 for poor 
through to 10 for Excellent. 

 Lastly please let us know how you intend to use the skills or knowledge you have 
gained from attending the event 

 
When you have completed the form please click on the submit button and the 
information will be emailed to your manager for their information and saved to HR Pro for 
the Learning and Development Advisor to review. 
 
 
Training Evaluation – 4 Month 
 
After about 3 months, you will be sent an email with a hyperlink to the 4 month training 
evaluation form (the form will remain in your pending workflow steps area until it has 
been completed and submitted).  Please complete the form as follows: 
 
The form will bring forward from your 4 week evaluation how you planned to put any 
skills or knowledge into practice. 
 

 Please complete whether you were able to achieve this 

 If the answer is ‘no’ or ‘not yet’ then please tell us why 

 Lastly complete how else you have applied the learning. 
 
When you have completed the form please click on the submit button and the 
information will be emailed to your manager for their information and saved to HR Pro. 
 
 
 


