	
Time for Training Application form

(Application under Section 63D Employment Rights Act 1996)



	

	Part A:   Time for Training Request (to be completed by the employee)

	Name:
	     

	Job Title:
	     

	Department:
	     

	1. 
	Details of proposed training or study (Please give full details below)

	· Subject matter of proposed training or study and (if applicable) qualification it will lead to:

	     

	· Training provider/supervisor:

	     

	· Location of training/study:

	     

	· Dates / duration:

	     

	· Times:

	     

	

	2. 
	Benefits of proposed training / study (Please give details of how you believe the proposed training / study will improve your effectiveness in your department/University and the performance of the department /University):

	     


	3. 
	Impact of proposal (Please consider and answer the following questions in full):

	What would the potential impact of taking time for training be on your work / the work of your department and how might this be addressed?

	     

	What would the potential impact be on other members of your team and how might this be addressed?

	     

	What would the potential impact be on your “customers” (eg. students) and how might this be addressed?

	     

	

	4. 
	Other relevant information  (Please include date and method (eg, letter/email) of any previous time for training request(s)

	     

	

	Employee’s signature:
	Attachment to an email will constitute signatory authorisation.
	Date:
	     

	PLEASE PASS THIS FORM TO YOUR LINE MANAGER WHO WILL THEN ARRANGE A MEETING WITH YOU TO DISCUSS YOUR APPLICATION FURTHER.  YOU HAVE A RIGHT TO BE ACCOMPANIED AT THIS MEETING BY A TRADE UNION REPRESENTATIVE OR FRIEND.


	Part B:  Management Decision (to be completed by the line manager following meeting with employee)

	Please refer to Flexible Working Policy (which includes details of the procedure for requesting time for training) and consult your Faculty Personnel Manager/Head of Department as necessary/appropriate.

Within 4 weeks of receipt of this form the Line Manager should arrange a meeting with the employee to discuss their request.  The Line Manager should ensure that the employee is advised in advance of their right to be accompanied at the meeting by a trade union representative or friend.

Following meeting, the line manager should consult as necessary/appropriate with the Head of Department before finalising a decision and complete and return this form to Personnel Services immediately so that they can write to the employee confirming the outcome within 2 weeks of the meeting.

	1. 
	Date of meeting with employee
	     

	2. 
	Decision:
EITHER:
	 FORMCHECKBOX 

	Request approved

	
	OR:
	 FORMCHECKBOX 

	Request approved with amendments as follows:

	
	(eg,. if you decide that the training need can be met in a different way or alternative arrangements for taking the time off are agreed)

	Amendments:

	     

	
	OR:
	 FORMCHECKBOX 

	Request declined for the following reasons:

	Reasons:

	     

	3. 
	(If request agreed)  How will the training time be taken?
	

	 FORMCHECKBOX 

	paid time off

	 FORMCHECKBOX 

	employee will work flexibly to make up the time spent training

	Please give details:

	     

	 FORMCHECKBOX 

	unpaid time off.  Please specify details (eg. of reduced hours:)

	Please give details:

	     

	4. 
	(If request agreed)  How will the costs of training be met? 

(NB. There is no requirement for the costs of the training to be met by the University, but Managers may consider meeting requests to so do where sufficient funds are available within the department’s budget and where it is deemed appropriate) 

	Details:

	     

	

	PLEASE ENSURE PERSONNEL SERVICES ARE ADVISED OF ANY SUBSEQUENT CHANGES CONCERNING THESE ARRANGEMENTS

	Line Manager’s 
Name:
	     

	Signature:
	Attachment to an email will constitute signatory authorisation.
	Date:
	     

	Head of Department’s Name:
	     

	Signature:
	Attachment to an email will constitute signatory authorisation.
	Date:
	     

	PLEASE PASS THIS FORM TO PERSONNEL SERVICES IMMEDIATELY WHO WILL THEN WRITE TO THE EMPLOYEE TO FORMALLY CONFIRM THE OUTCOME OF THIS PROCESS WITHIN 2 WEEKS OF THE MEETING AND MAKE ANY APPROPRIATE ADJUSTMENTS TO THE CONTRACT OF EMPLOYMENT


4

