
Model Letter 5







	Topic:
	Decision Letter following Meeting – Request Refused

	From: 

	The Head of Department or nominee

	To:

	The employee who has requested training

	When:
 
	Normally within 14 days of the meeting


Dear (employee name)

Request for Time off to Undertake Training or Study
At our meeting held on [insert date] we discussed your request for time off to undertake study/training.  
After careful consideration in accordance with the HR Code of Practice on the Right to Request Time off for Training, I have decided that we cannot accommodate your request at this present time.

The principle reason(s) for this decision is (are) that [select one or more of the following business reasons]
· The proposed study or training would not improve your effectiveness in the College

· The proposed study or training would not improve the performance of the College

· The burden of additional costs would be too great

· The proposed study or training would have a detrimental impact on the College’s ability to meet customer or study demand

· The College would be unable to reorganise work among existing staff

· The College would be unable to recruit additional staff

· The proposed study or training would have a detrimental impact on performance

· There would be an insufficiency of work in the periods you propose to work

· There are planned structural changes during the proposed study or training period

[Explain why the business reason(s) apply in this employee’s circumstances].

You may appeal against this decision and if you wish to appeal, your appeal must be lodged in writing, within 14 working days of your receipt of this letter.

Yours sincerely,

Head of Department (or nominee) 

Copy to

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

Human Resources

