LETTER accepting appication for time off for training
[date]
[Employee’s name]
[Employee’s address]
Dear [name]
Further to your request for time off for training we are pleased to confirm that your request has been accepted and the details of the support you will be given are set out below.
1. Course/Study Title [INSERT DESCRIPTION OF TRAINING AND QUALIFICATION LEVEL IF APPLICABLE]
2. Location of training [INSERT DETAILS]

3. Supervision [INSERT NAME OF TRAINING SUPERVISOR/MENTOR ETC]

4. Time Off granted [INSERT DETAILS OF TIME TO BE GIVEN INCLUDING ANY TIME FOR REVISION AND EXAMINATIONS WHERE APPLICABLE]

5. Payment [INSERT DETAILS OF WHETHER TIME OFF WILL BE PAID OR UNPAID] and your revised rate of pay will be [INSERT FIGURE IF APPLICABLE]
6. Working Arrangements [INSERT DETAILS OF ANY FLEXIBILITY AGREED WITH THE EMPLOYEE]

7. Fees [INSERT DETAILS OF ANY FEES TO BE PAID FOR TUITION, EXAMINATIONS, ETC]

8. Reimbursement [INSERT DETAILS OF ANY RECOUPMENT AGREEMENTS THAT ARE TO BE SIGNED IF THE EMPLOYEE LEAVES WITHIN A SET TIME OF COMPLETING THE COURSE].

Please sign the attached copy of this letter and return a copy to [NAME/LOCATION] to indicate your acceptance of the above arrangements. 

If for any reason you fail to start the training, the training is withdrawn, or you discontinue the training you must inform us immediately.

We wish you every success with the training you have chosen.
Yours sincerely

[name]
[job title]
