Time Off for Training Policy
As an organisation we are committed to developing our staff by facilitating  appropriate and relevant training to enhance skills and knowledge, both for current job roles and for future progression.  

The aim of this policy is to ensure that all employees have access to training, either where a need is identified by the company, or where an employee request for training is approved.  This policy sets out the procedure to be used by employees when exercising their right to request time off for training (as set down in the Employment Rights Act 1996).  Throughout this policy the word training includes both specific training and study on longer programmes such as college courses.
Responsibility for this policy rests with the [Board of Directors/Partners] with day-to-day responsibility for the policy, its implementation and any queries relating to it resting with [INSERT NAME OF SOMEONE SUFFICIENTLY SENIOR].  The policy will be regularly reviewed by [INSERT NAME OF PERSON RESPONSIBLE FOR IMPLEMENTATION]

Scope of the policy

The policy applies to all employees but does not extend to casual workers, consultants, volunteers, agency workers, contractors or any other person associated with us via any of our subsidiaries. Specific provisions are in place for the training of young people and apprentices under 18 years of age which are not covered in this policy.

Identification of Training Needs
As a matter of course each employee will have their training needs assessed on an annual [OR INSERT OTHER TIME FRAME] basis in the course of discussion with their [LINE MANAGER/SUPERVISOR] or as part of the formal appraisal process which takes place [INSERT TIME FRAME].  As a result of this the company will allocate resources to support training wherever possible, subject to budgetary constraints and relevance/importance of the training to the on-going operation of the business.  Where possible, development for future career progression will be supported if a business case is submitted by the employee’s line manager by [INSERT TIMESCALES].

Employees may request support for training that they wish to pursue by applying to their line manager. Support for training is not guaranteed and will depend on the following criteria:

· Relevance to the employee’s current job

· Relevance to the employee’s likely career progression

· Relevance to the business generally

· Cost of training
· Time off required for attendance at college, for examinations etc

Where possible employees should look to undertake training of their choice (i.e. not identified by the company) in their own time; for example, evening classes, weekend courses and distance learning methods.
Requests for Time Off for Training
All employees in our business qualify for the right to request time off for training as long as they are:
· An employee

· Have worked continuously for 26 weeks by the time they submit a request

· Have not made a previous request in the last 12 months (unless a prior training request was cancelled due to unforeseen circumstances, or the employee withdrew an invalid request).

An employee can make a request for time off to train if it meets the following conditions:

· Improves his/her effectiveness at work, and 

· Improves the performance of the company.

Any types of training may  be eligible; for example, part time courses at college, one day external courses, distance or online learning, or training in the workplace.  There is no requirement  for the training to lead to a qualification.

The company will endeavour to support a request to  undertake training or study but, in doing so, will  take into account of the impact of any time off on the employee’s work and work colleagues.  Agreement to time off will be granted on a case-by-case basis. Requests will not automatically be approved even if similar requests by the employee or by colleagues, have been approved in the past. 
The company is not obliged to pay an employee for time off for training, unless it is necessary to do so to comply with national minimum wage legislation.  In some cases, payment may be made for the time off, but the company retains absolute discretion in deciding which training it will support and whether time off with pay will be granted.  If the decision is made to pay an employee for time off, the employee will be advised of this and the extent and duration of any payments.
Procedure for Making a Request

All requests must be made in writing and sent to [INSERT NAME/LOCATION].  Such requests should state that the employee is making a formal request under this policy, or under Section 63D of the Employment Rights Act 1996.

The written request may cover more than one type of training and/or study but in any event must include:

· The date the request is made 
· Subject matter of the training

· The name of the provider of the training, when it will take place and where it will take place

· What qualifications might be gained (if applicable)
· Who will supervise the training/study

· How the training  will improve the employee’s effectiveness in their r job

· How the training will improve the company’s performance

· Dates and details of any previous applications made to the Company.

An incomplete request may be considered to be invalid and will not be dealt with.  If this is the case the Company will let the employee know, and explain the reasons why the request  is considered invalid.

An employee should also identify what type of support they are seeking such as:

1. Time off to attend college/examinations/day or part-day courses

2. Payment for course or college fees

3. Arrangements to receive ‘on the job’ training or ‘in-house’ training
4. Applications for flexible working to accommodate college attendance.

If the request is approved without the need to hold a meeting, then the employee will receive written confirmation of this in the form described below. Otherwise, following receipt of the request, the Company will arrange a meeting with the employee within 28 days (unless a longer time scale has been agreed).  

If the person who would normally consider the request is not available in this time frame the meeting can be postponed to a time within 28 days of their return or within 8 weeks of the request, whichever occurs first.  

An employee has the right to be accompanied by a work colleague at the meeting, and the company may also choose to have a member of HR present..  The meeting may be delayed for up to seven days if the employee’s chosen companion is not available.

At the meeting the request will be discussed, and the Company may explore alternatives.

Approval of Requests

After the meeting, if the application for time off is approved, in whole or in part, the employee will be sent a written decision setting out confirmation of the following:
· Whether the request is approved wholly or in part and which part is approved

· The subject of the approved training

· The name of the provider, location and timescales
· What qualifications might be gained (if applicable)
· Whether the study leave will be paid or unpaid (at our discretion)
· Whether the company will pay for tuition fees, examination fees, expenses or any other costs that the employee has identified (at our discretion)
· Whether any temporary changes need to be agreed to the employee’s working hours/patterns to accommodate the time off (at our discretion)
The Company reserves the right to suggest alternatives to the employee, which will be discussed with the employee at the meeting. Another meeting may be held to explore these alternatives further if necessary. If alternatives are agreed, these will be notified to the employee in writing.
If an employee is given written confirmation that the company accepts their proposal they will be asked to sign two copies of the confirmation and return one to the Company.  

If, at any time, there any changes to an employee’s agreed training arrangements they must inform the Company as soon as possible.  In particular employees must tell the Company if they do not complete the training, if they wish to change the type of training they are undertaking or if they do not commence the training for any reason.  Employees must also inform the Company if changes are made to the content, place or timing of the training by the training provider.
Please note that attendance on training courses or other training events which is funded by the Company will be monitored and absences will be dealt with via our normal absence procedures.

[OPTIONAL] [If the Company has agreed to fund any tuition fees or other costs the employee may be required to complete a form which requires the employee to agree to repay all of some of the funding should they leave employment with the Company within a prescribed period of time following completion of the training.]  Please refer to [NAME/LOCATION] for further details].
Declining a Request

If the request for time off for training is declined (either wholly or in part) the Company will send a written notice explaining the Company’s decision and giving the employee the right of appeal.
Reasons for declining the request may include the following:

· That the Company does not believe that the training will improve the business or the employee’s effectiveness in their job

· The burden of additional costs would be too high
· That it will cause a detriment to our ability to meet customer demand

· That we cannot reorganise work amongst existing staff or recruit additional staff to cover the time off

· That there will be a detrimental impact on quality or performance
· That we are contemplating structural changes
Withdrawing a Request

Under certain circumstances the Company has a right to treat the employee’s request as being withdrawn.  These circumstances are as follows:

· The employee advises that they are withdrawing the request

· The employee does not attend the meetings set up to discuss the request and has no reasonable cause for not attending
· The employee does not provide information that is relevant to enable the Company to consider the request

If the request is treated as withdrawn the Company will confirm this in writing.  The employee will not be able to make a further request for time off for training within 12 months of the original request.

Appeals

If the request is rejected the employee may appeal to [INSERT NAME/POSITION] within 14 days of receiving the written decision. The appeal should be in writing and state the grounds of appeal.
A meeting will be arranged within 14 days of the Company receiving the written appeal, although the Company may agree a longer time with the employee. The employee has the right to be accompanied at the meeting by a work colleague.

Wherever possible, the appeal will be held by a manager more senior to the manager who rejected the original request. The appeal decision will be final.   

The outcome of the appeal will be sent to the employee in writing and, if upheld, the Company will follow the procedure for implementing the training as set out above.  If the appeal is rejected the reasons for the rejection will be explained in writing.

