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Model Letter 5

	Topic:
	Decision following appeal

	From: 

	The Director of HR or nominee

	To:

	The employee

	When:
 
	Normally within 5 working days of the hearing
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Date

Dear [employee name]

Notice of appeal decision

At our meeting held on [insert date] we discussed your appeal against a decision not to agree your request for time off to undertake training or study.
Option 1: If you reject the appeal
After careful consideration in accordance with the HR Code of Practice on the Right to Request Time off for Training, I have decided in the interests of the College, to reject your appeal.  There is no further right of appeal against this decision.

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].
Having now considered your request and notified our decision, we are not generally required to consider any further request by you under the statutory procedures for 12 months from the date of your last request.

OR if you agree the request
After careful consideration in accordance with the HR Code of Practice on the Right to Request Time off for Training, I have decided, in the interests of the College, to agree your request for time off for training.  
Your request was to undertake [subject of the study or training].  The request has been agreed on the basis that the [study/training] will take place at [location] on [specify times/days] starting from [date] until [date].  The training will be provided/supervised by [name] and will lead to [specify qualification if any].
Your head of department will inform Human Resources of the changes to your working pattern so that you will be paid appropriately. 

Please note that this agreement is for unpaid time off for you to undertake the above training.  Should you wish to seek funding for the training or paid time off, you should make such a request through the College’s other internal procedures for assessing and securing training needs.

Having now considered your request and notified our decision, we are not generally required to consider any further request by you under the statutory procedures for 12 months from the date of your last request.

OR if you agree the request in part
After careful consideration in accordance with the HR Code of Practice on the Right to Request Time off for Training, I have decided to agree to part of your request, as follows.  You will undertake [subject of the study or training] at [location] on [specify times/days] starting from [date] until [date].  The training will be provided/supervised by [name] and will lead to [specify qualification if any].
However I have decided at this time that we cannot accommodate [specify which part of their request is being refused].
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].
Having now considered your request and notified our decision, we are not generally required to consider any further request by you under the statutory procedures for 12 months from the date of your last request.

Yours sincerely
Copy to Head of Department

Employee Representative

HR Department

Personal file
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