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Dear [Employers Name]
Right to request time to train

Training is something that our members value greatly, as do all responsible employers. As you know, it can sometimes be difficult for employees to say what kind of training they would like or feel they need. That is why there is a statutory right
 allowing employees working for employers of 250 and above to request time to train. This new right will help encourage employees to think about their training needs. Employers can of course refuse requests but need to show a sound reason. Unions, and in particular union learning representatives, can help employees put forward a sensible and well considered request, which employers and managers will find helpful.  All in all, the new right should help to boost levels of effective training, to the benefit of both employers and employees, particularly in these difficult times.

I am therefore writing to suggest that it would be useful to meet in order to talk through the best way to manage this new right. There are many issues worth considering including 

· Whether to wait for individual requests or whether collective approaches might be more effective

· How to communicate awareness of the new right and the positive role that union representatives can play in helping employees formulate requests 

· Who should receive and respond to requests, on behalf of the employer

· There are model template letters for each stage of the procedure, outlined in the legislation, whether these or an agreed variant should be used
· How to respond to incomplete requests, or where a revised request is needed
· Following agreement to requests, issues such as evaluation of the training, pay and/or time off , support for course fees, flexible working hours, or other forms of support. 
It would be helpful to agree a procedure covering these issues. More broadly, the new legislation is also an opportunity to review the learning culture of our organisation. You may find helpful the mini guide
, jointly produced by the Campaign for Learning and Unionlearn which covers both the new right and ways to develop a stronger learning culture. 
I look forward to hearing from you.
Yours sincerely

[Name: position; branch or committee]

� As of 6 April 2010, employers with 250 or more employees have obligations to respond to an individual request for time to train under the statutory scheme. The employment right to request time to train was introduced by the Apprenticeships, Skills, Children and Learning Act 2009.


� � HYPERLINK "http://www.campaign-for-learning.org.uk/cfl/assets/documents/OtherDocuments/RTRTTmini-guide%20updated.pdf" �http://www.campaign-for-learning.org.uk/cfl/assets/documents/OtherDocuments/RTRTTmini-guide%20updated.pdf� 
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