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Model Letter 2







	Topic:
	Notification of Meeting

	From: 

	The Head of Department or nominee

	To:

	The employee who has requested training

	When:
 
	Normally within 28 days of receiving the application


Dear (employee name)

Request for Time off to Undertake Training or Study 

I have received your request for time off to undertake training and am therefore inviting you to a meeting with myself [or a nominee] to discuss your request. The meeting will be held on [insert date] at [insert time] at [insert location]. 

You have a right to be accompanied at the meeting by a Trade Union representative or fellow employee.  Your companion can address the meeting but not answer questions on your behalf, although you may confer with them during the meeting.

I will notify you of my decision in writing within 14 days of the meeting.  If your request is not agreed, you will have a right to appeal such a decision.

Yours sincerely,

Head of Department (or nominee) 

Copy to

Personal file, employee’s manager, employee’s representative (if known).

Human Resources
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