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Email template for requesting written support for studies assistance from your parliamentarian or authorised officer 
Studies Assistance
Written support for your studies is required from your parliamentarian or authorised officer. Please use this template to obtain written support and attach it to your application. 
Please paste the below text into an email, complete the table with your information, and send it to your parliamentarian or authorised officer. 
Please attach the reply email, containing their written support and email signature, to your studies assistance application. 
Dear [employing Member/Authorising Officer]
I am seeking your approval to apply for studies assistance through the Parliamentary Workplace Support Service to complete formal studies.
Please see details of my chosen study in the table below:  
	Title of qualification 
	* please fill in

	Component of qualification (subject or unit)
	* please fill in

	Name of institution
	* please fill in

	Period of study/semester dates/teaching period
	* please fill in DD/MM/YYYY - DD/MM/YYYY

	Are you requesting financial assistance
	*please select one  YES / NO

	Note: The maximum amount of financial assistance which may be reimbursed per financial year per full-time employee is $15,000, pro-rata for part time employees.
*The amount of financial assistance available will be calculated in accordance with the relevant MOPS Act Enterprise Agreement, as it relates to the period of study applied for. The PWSS Academy team will calculate the reimbursement amount in conjunction with your employment history. 

	Weekly study leave requested 
(this is for any regular study per week e.g. for lectures and tutorials. If weekly study leave is not required, state NIL)
	* please fill in number of hours per week

	Any specific periods of study leave requested within the allocated pooled study leave amount (e.g. total hours for exams. Please see note regarding pooling of leave and maximum study leave entitlement below. If study leave for exams is not required, state NIL)
	* please fill in if applicable

	Note: Paid study leave is provided up to a maximum of 5 hours per week. Part-time employees will have their Study leave hours pro-rated. Any approved study leave may be pooled and accessed within a unit of study, and is not transferred from one study unit to another. Study leave taken will be managed between employee and their direct manager and should not exceed PWSS advised entitlement.


Please provide via return email, that you agree and approve: 
that my chosen study is relevant to my current MOP(S) Act employment; and 
that financial assistance and/or requested study leave hours can be approved. 
For more information on studies assistance, including details on pro-rata for part-time employees, please refer to the Interim Studies Assistance guidelines.
Enquiries about studies assistance can be directed to training@pwss.gov.au
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