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Recording Form

Research staff at Queen’s University Belfast are entitled to up to 10 days per year to carry out activities benefiting their career development. If you are working part-time or if your contract doesn’t cover the entire year, the number of days are calculated as a pro-rata. Development days do not carry over to the next year, so use them before it is too late!
Those days can be used as you wish for your career development, for example to attend courses, workshops and events organised by Queen’s or external institutions, get involved with committees, obtain preliminary data for a fellowship application, build a collaboration with industry, undertake a placement, attend an interview…
They are meant for activities outside of your normal duties (job description) for training that is not required for you to be able to do your current job.
While your PI, mentor or support services may help you identify potential activities, you alone are responsible for taking advantage of this opportunity. You should notify your PI of your absence as appropriate, and it must not negatively impact your contracted work.
Number of training days on January 1st:		
	Date or period
	Reference
	Number of days left
	PI’s notification

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


How to use this form?
· Write “10” or calculated pro-rata as “Number of training days on January 1st”
· Fill up the date of the training or period (if more than 1 day or if recurrent meetings over a period of time)
· Calculate the number of training days (assuming that 1 day = 8 h; for example a 4 h course corresponds to 0.5 day and 8 x 1 h meetings correspond to 1 day)
· Add a reference (name of workshop…)
· Calculate the number of days left (number of days left from previous line, or days on January 1st – Number of days in the leave period)
· Notify your PI and tick the box
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